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	ORGANISATION
	[Organisation Name]

	VERSION
	Version 1.0

	DATE ADOPTED
	[Date]

	REVIEW DATE
	[Date - recommend annual review]

	POLICY OWNER
	HR / Senior Management

	SCOPE
	All employees, workers and contractors



This Code of Conduct sets out the standards of behaviour and professional conduct expected of all individuals who work for or on behalf of [Organisation Name]. It is not an exhaustive list of rules - it is a statement of the values, principles and expectations that underpin how we work together and how we serve our clients, customers and communities.

This Code does not form part of any employee's contract of employment and may be amended from time to time. Where the Code conflicts with a specific contractual obligation, the contractual obligation prevails. Breaches of this Code may result in disciplinary action under the Disciplinary and Dismissal Policy.
Our Values and the Purpose of This Code

[Organisation Name] is committed to building and maintaining a workplace in which people are treated fairly, where the highest professional standards are upheld, and where our reputation for integrity is protected. This Code of Conduct expresses what we believe and how we expect each other to behave - not just when it is easy, but especially when it is not.

Every person who works for us - regardless of role, seniority or contract type - is both an ambassador for our values and a steward of our culture. The way we each behave every day is, in aggregate, what our organisation is.
The Code - Our Standards

The following ten standards set out the behaviour and professional conduct expected of everyone who works for or on behalf of the organisation.

	1
	INTEGRITY AND HONESTY
We expect every employee to act with honesty, transparency and integrity in all professional dealings - with colleagues, clients, suppliers, regulators and the public.
•  Be truthful and accurate in all communications and representations - whether internal or external
•  Do not misrepresent your qualifications, experience or the capabilities of the organisation
•  Do not falsify records, data, expenses, timesheets or any other documentation
•  Disclose potential conflicts of interest to your manager or HR promptly and without being asked
•  Do not accept gifts, hospitality or inducements that could reasonably be seen to influence your professional judgement - report anything above the threshold set out in the Gifts and Hospitality Policy
•  Do not engage in bribery, corruption or facilitation of tax evasion in any form - refer to the organisation's Anti-Bribery Policy



	2
	RESPECT, DIGNITY AND INCLUSION
We are committed to a workplace in which everyone is treated with dignity and respect, regardless of their background, identity or protected characteristic. Bullying, harassment and discrimination in any form will not be tolerated.
•  Treat every colleague, client, customer and supplier with courtesy, professionalism and respect
•  Do not engage in, condone or ignore bullying, harassment, discrimination or victimisation of any kind
•  Be mindful of the impact of your words and actions - impact matters as much as intent
•  Use inclusive language and behaviours in all professional and workplace settings, including virtual environments and social media
•  Challenge disrespectful behaviour when you witness it - or report it to your manager or HR
•  Refer to the Equal Opportunities Policy and Bullying and Harassment Policy for detailed guidance



	3
	PROFESSIONAL STANDARDS AND QUALITY
We take pride in the quality of our work. Every employee has a responsibility to maintain and build on the professional standards that define our reputation.
•  Deliver your work to the highest standard you are capable of, and seek support when needed rather than delivering work you know is substandard
•  Meet agreed deadlines and communicate proactively if a deadline is at risk
•  Keep your professional knowledge, skills and any required qualifications current and up to date
•  Take ownership of mistakes, acknowledge them promptly, address them honestly and learn from them
•  Do not overcommit or make promises - to clients or colleagues - that you cannot keep
•  Seek to continuously improve your own performance and contribute positively to the performance of your team



	4
	CONFIDENTIALITY AND INFORMATION SECURITY
Information - about our clients, our people, our business and our strategy - is one of our most valuable assets. Every employee has a duty to protect it.
•  Treat all client, commercial and personal information as confidential unless you have been explicitly authorised to share it
•  Access and use information only for the legitimate purposes of your role
•  Do not disclose confidential information to third parties - including friends, family or former colleagues - without authorisation
•  Follow the organisation's data protection policies and comply with UK GDPR in all handling of personal data
•  Secure your devices, access credentials and physical workspaces to prevent unauthorised access
•  Report any actual or suspected data breach, loss of a device or security incident to IT / HR immediately
•  Your confidentiality obligations continue after your employment with the organisation ends




	5
	USE OF ORGANISATION ASSETS AND RESOURCES
Organisation assets - including equipment, systems, time, money and intellectual property - are provided to support the delivery of your work. They must be used responsibly and not misused.
•  Use company equipment, systems and resources for their intended business purposes
•  Personal use of company equipment and resources should be minimal, reasonable and consistent with the IT Acceptable Use Policy and Social Media Policy
•  Do not use the organisation's name, brand, logo or reputation for personal gain or unauthorised purposes
•  Do not remove, copy or otherwise appropriate company property or intellectual property without authorisation
•  Claim only legitimate business expenses and submit accurate expense claims in accordance with the Expenses Policy
•  Treat the organisation's physical premises, equipment and environment with care and respect



	6
	HEALTH, SAFETY AND WELLBEING
We are committed to providing and maintaining a safe and healthy working environment. Every employee has both a right to a safe workplace and a responsibility to contribute to it.
•  Take reasonable care for your own health and safety and that of your colleagues
•  Follow all health and safety procedures, guidelines and instructions relevant to your role and working environment
•  Report any workplace hazard, near-miss, accident or unsafe condition to your manager or the appropriate safety contact without delay
•  Do not attend work or operate equipment under the influence of alcohol or drugs - refer to the Substance Misuse Policy
•  Support and promote a culture of wellbeing - look out for your colleagues and raise concerns about your own or others' wellbeing through the appropriate channels
•  Be aware of the organisation's mental health and wellbeing support resources and encourage their use



	7
	CONFLICTS OF INTEREST AND OUTSIDE ACTIVITIES
Employees must avoid situations in which their personal interests - financial, personal or professional - conflict or could be seen to conflict with the interests of the organisation or its clients.
•  Disclose promptly to your manager or HR any personal interest, relationship or outside activity that could create or give the appearance of a conflict of interest with your role
•  Do not undertake external employment, freelance work, directorships or significant voluntary roles without prior written consent from your manager and HR
•  Do not use your position, access to information or the organisation's relationships for personal financial gain
•  Where a conflict of interest is identified, follow the guidance of HR and step back from any decisions or activities affected by the conflict
•  Political, charitable or community activities are permitted in personal time but must not create conflicts with your role or imply organisational endorsement



	8
	ENVIRONMENTAL AND SOCIAL RESPONSIBILITY
We recognise our responsibility to the communities and environments in which we operate. Every employee can contribute to a more sustainable and responsible organisation.
•  Support the organisation's environmental commitments - minimise waste, energy and resource use where practical
•  Act as a responsible representative of the organisation in all external dealings and community interactions
•  Do not take actions in your professional capacity that could cause unnecessary environmental harm
•  Support the organisation's social value commitments where possible, including community engagement, volunteering and responsible procurement
•  [Add specific commitments relevant to your organisation's ESG strategy]



	9
	SPEAKING UP - RAISING CONCERNS
We cannot uphold our standards without honesty. Employees are encouraged and expected to raise concerns about behaviour that falls short of this Code - or about any suspected wrongdoing - through the appropriate channels.
•  Report concerns about misconduct, ethical breaches or policy violations to your manager, HR or through the Whistleblowing Policy
•  You will not suffer any detriment or victimisation for raising a genuine concern in good faith
•  Do not remain silent about behaviour that is clearly wrong because it is uncomfortable to raise
•  Support colleagues who raise concerns - do not allow a culture of silence or pressure to prevail
•  If you are unsure whether something is a concern worth raising, speak to HR - it is always better to ask



	10
	USE OF TECHNOLOGY AND DATA
Technology and data are central to how we work. Every employee must use them responsibly, securely and in compliance with the organisation's policies and applicable law.
•  Use technology and digital tools in accordance with the IT Acceptable Use Policy, Social Media Policy and AI Usage Policy
•  Comply with UK GDPR and the organisation's data protection obligations in all handling and use of personal data
•  Do not attempt to access systems, data or information beyond the scope of your authorisation
•  Do not install unapproved software, applications or tools on company devices without IT authorisation
•  Follow the organisation's guidance on the use of AI tools - including approval requirements, data protection obligations and verification of AI-generated content
•  Employees should avoid online conduct which could reasonably damage the organisation's reputation, client relationships or professional standing.
•  Employees remain accountable for decisions made using AI-assisted outputs and must exercise professional judgement at all times.


Consequences of Breach

Every employee is expected to uphold the standards set out in this Code. Where behaviour falls short of these standards, the organisation will address it fairly and proportionately through the Disciplinary and Dismissal Policy. The severity of any sanction will depend on the nature, context and impact of the behaviour.
Serious breaches - including dishonesty, deliberate misuse of confidential information, harassment, bullying or discrimination - may be treated as gross misconduct and may result in summary dismissal.
Employees who in good faith raise concerns about a breach of this Code will not be subject to any detriment as a result of doing so.
Related Policies
This Code of Conduct should be read alongside the following organisation policies:

	•  Disciplinary and Dismissal Policy
•  Grievance Policy
•  Equal Opportunities Policy
•  Bullying and Harassment Policy
•  Whistleblowing Policy
•  IT Acceptable Use Policy
	•  Social Media Policy
•  AI Usage Policy for Employees
•  Data Protection and GDPR Policy
•  Expenses Policy
•  Gifts and Hospitality Policy [if applicable]
•  Anti-Bribery Policy [if applicable]


Employee Commitment - Sign-Off

By signing below, you confirm that you have received, read and understood this Code of Conduct and that you agree to uphold its standards in all aspects of your professional conduct.

▪  My Commitment to Our Standards

✔  I will treat every person I work with and every person I serve with dignity, honesty and respect.
✔  I will take ownership of my responsibilities and deliver on my commitments.
✔  I will maintain the confidentiality of information entrusted to me and use it only for the purposes for which it was shared.
✔  I will act ethically and with integrity, even when it is difficult or when no one is watching.
✔  I will speak up if I witness behaviour that falls short of these standards.
✔  I will contribute positively to a workplace culture in which everyone can do their best work.
✔  I will continue to develop my own knowledge, skills and judgement so that I can serve the organisation and its people well.

	NAME
	

	JOB TITLE
	

	SIGNATURE
	

	DATE
	 



I confirm that I have read, understood and agree to uphold the standards set out in this Code of Conduct.


This signed document should be returned to HR and a copy retained by the employee. A copy will be placed on your personnel file.
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