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Code of
Conduct

Introducing the Code of Conduct
The Limes Code of Conduct has been created to help you
understand our core values and the behaviours expected to
support them. It provides guidance and support for every Limes
employee, Trustee and Volunteer, with high standards of ethical
behaviour and compliance with local laws and regulations being
essential to protecting the reputation and long term success of our
charity
The Limes is proud and passionate about celebrating Diversity and
Nurturing potential in all children and young adults and staff alike.
As such, we have a code of conduct we expect from all of those who
work within The Limes
Compliance with this code of conduct is mandatory. All employees,
volunteers, consultants, contractors, students and Trustees are
required to adhere to this Code of Conduct.
It must be read at Induction and signed/dated to state that it is
understood and will be adhered to.
Trustees and Managers have a responsibility to model appropriate
behaviour and ensure that all staff understand and comply with
this Code of Conduct.
Any queries or concerns about the expectations within this Code of
Conduct must be raised immediately with your Manager.
All lists of examples are not exhaustive, if you need clarity please ask
the HR manager or the CEO. Breaches of the Code of Conduct may
result in management action and possibly disciplinary action,
termination of contracts and, where appropriate, referral to other
agencies such as the police.
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Safe and healthy workplace

We are committed to a safe working environment. Each of us is
expected to work to create a workplace culture that is free of:
Harassment, intimidation, bullying, bias, and discrimination.
Not using behaviour, language or non-verbal communication
that is discriminatory.
Expect that people will report any violations of policies in the
workplace, especially safeguarding concerns.
Commitment to a supportive work environment where people
can develop to reach their fullest potential. Respectful working,
supporting each other, enjoying our working lives together,
contributing to an inclusive working culture, embracing
diversity for staff, colleagues, public, and service users.
Confidentiality is maintained and matters of a personal or
business nature are not discussed elsewhere unless on a needto-know basis. The exception to this are if permission is given to
disclose; the law allows for disclosure i.e. there has been a crime
suspected, there is a breach of the organisation policies; there
are concerns about safeguarding matters or matters related to
the public interest (protect public safety or prevents harm).

Regard for Organisation and Duties
Have proper regard for the terms of engagement contained
within your employment contract and staff handbook.
Adhere to The Limes’ policies and procedures
Undertake work to the best of your ability at all times.
Conduct that jeopardises the reputation or function of the
organisation is not allowed.
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Accountability
Be accountable and responsible for your own actions or your
omissions.
Always ask your manager for guidance about any issues that
might affect your ability to do your job competently.
Report any actions or omissions by yourself or colleagues that
you feel may
Don't compromise the safety or care of people and, if necessary
use whistleblowing procedures to report any suspected
wrongdoing.

Physical security
Secure your personal belongings in the workplace in the
designated area within the Services Office.
Wear your identity badge visibly at all times when at work. Do
not wear your ID badge outside of work.
Use security and safety devices that are provided, eg
passcodes, security on doors, signing in/out systems, walkietalkie's.
Ensure you are vigilant and aware of any ‘tailgating’. Ask to see
people’s ID if you don’t recognise them and direct them to a
receptionist for assistance. Report any suspicious activity.

Drugs and alcohol
We do not allow the consumption of
alcohol in the workplace or during
working hours. The exception to this rule
would be when staff are invited to staff events. It is of course
improper to become intoxicated in public.
Illegal drugs in the workplace or working hours/events are
strictly prohibited.
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Conflicts of interest

The purposes of this policy is to protect the integrity of The Limes’ decisionmaking process, to maintain confidence in the organisation’s integrity, and to
protect the integrity and reputation of volunteers, staff, volunteers and Board of
trustees.
Examples:
Recruiting, supervising, managing those who are personally known to you
(family, friends etc.). Whilst having friends/family in the workplace is not a
concern, the sensitivity arises when you manage them, make work-placed
decisions regarding them which should be avoided.
Personal work opportunities e.g. potential contracts for yourself, found through
the organisation
Any other financial conflicts, i.e. a close personal or family relationship with a
potential service provider
Any conflicts of interest should be declared, and any doubt as to whether a
conflict of interest may exist should be discussed
with a manager.

Use of organisations equipment and time
Use the tools, resources and equipment in the workplace responsibly and not
be wasteful.
Treat the Limes equipment and resources with respect and return it to its
rightful place.
Use the Limes sign in and out book for small electrical items such as speakers,
lap tops, ipad’s and Kindles. The book is kept in reception.
Using the photocopier or printer requires permission
from a Manager.

Be comfortable and modest with what you wear to work.
Be clean and wear presentable clothing.
Wear closed toe shoes and only minimal jewelry whilst working with young
people.
Dress
code
High heels are not permitted whilst working in the building.
Do not wear clothes with inappropriate logos or text.
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Service users
Work with our service users to identify and
minimise risk.
Examples:
Always acting in their best interests, putting this over and above
any other loyalties, including to colleagues.
Promoting their dignity and rights, promoting their health,
safety, wellbeing and welfare. Act compassionately.
Working within legal and professional codes of practice and the
safeguarding policy, including adhering to matters of
confidentiality and consent.
Understanding that you hold a position of trust and with that
comes responsibility and duty of care. Being honest and
trustworthy.
Provide a proper standard of service to service users, ensuring
that your actions or omissions do not cause harm.
Take all reasonable steps to reduce the risk of harm to service
users, carers and colleagues as far as possible.
Responding quickly and effectively to concerns and complaints.

Respect and maintaining Professional Boundaries

Respect and boundaries is a fundamental aspect of the philosophy
of The Limes. All employees will act in a professional capacity,
treating each person with respect at all times. The role of an enabler
includes befriending the clients we support but not becoming their
friend. A client could be a service user or parent/carer. There needs
to be a clear distinction between these two definitions, indeed a
large part of the enablers role is to assist them to develop friendships
with people who are not paid to spend time with them and who
share similar interests and hobbies.
The Limes is a service that brings the community together and
offers support to vulnerable people, however we are there to support
others in a professional capacity and these lines must never be
blurred.
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Some examples on how to maintain professional boundaries but
not limited to include:
Liberties may not be taken in making assumptions or
judgements on the names or labeling of any clients. Every client
has the right to choose how they wish to be addressed by each
member of staff. Nicknames may not be attributed to an
individual by staff members as this invades into the identity of
each individual.
Staff should should refrain from borrowing or accepting any
possessions of any description owned by the client they are
supporting or using any items within the clients home for
personal benefit (e.g., TV, appliances etc)
Staff should under no circumstances enter a clients home.
The development of a sexual relationship between a member of
staff and a client we support is not only unacceptable, it is also
unlawful.
If any Limes client is known to the staff member outside of The
Limes, this must be disclosed to HR & Head of Services.
Showing a level of favouritism towards a particular client is not
only open to misconstruction, it is divisive and dangerous. All
members of staff are expected to guard against favouritism.
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We recognise that it can sometimes be difficult to know where
and when to draw the line between personal lives and work,
when we are working with clients who have a learning disability,
however it is important that we are always aware of our actions
and the effect they may have on a person.
If staff are ever in doubt about the appropriate way to respond
they should seek guidance from their line manager, and
thorough records kept at all times.
Staff should receive as part of their induction information and
training regarding the nature and limits of relationships
between themselves and the customers they support and these
practices should be integrated into the practices of the team.
Each of the clients should receive support to enable them to
understand what constitutes appropriate boundaries for staff.
Lone working. Please refer to the associated Lone Worker Policy
including its associated Individual Risk Assessment document.
Do not alter staff worker/Child or young adult ratios without
referral to a manager.
Photos, video’s and recordings must only be taken if consent
has been given and is in line with the organisation’s work and
approved by a manager.
No records or data will be kept in personal electronic devices or
on paper copies in my personal possession e.g. at home or in my
car. Such data is the property of the organisation as it relates to
its work.
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Working with colleagues
You are expected to work in partnership with colleagues, both
inside and outside of the organisation, sharing knowledge for
the benefit of service users and carers.
Any personal relationship you have with another employee
must be disclosed to the HR Manager and Head of Services.

Manage yourself (health, competency etc)
You are expected to look after your own
physical and mental health needs.
Access to Work is available for all employees whose health has
affected their health.
An Employee Assistance Program is available for all staff who
require confidential 24/7 counseling.
If workplace matters are impacting your health and well-being,
you are expected to discuss this with your manager and explore
with them what needs to be done and by whom.
You must tell your manager as soon as feasible if there are any
matters related to your home/family/leisure time that may
affect your work in the organisation. It is not possible to give
exhaustive examples of this but could include carer
responsibilities, domestic abuse, safeguarding matters,
affiliation with groups that practice extremist ideology or that
go against the ethos of the organisation.
You must tell your manager as soon as possible if you accept a
caution from the police or you have been charged with or
found guilty of, a criminal offense; another organisation has
taken action or made a finding against you; or you have any
restriction placed on your practice, or been suspended or
dismissed by an employer, because of concerns about your
conduct or competence.
You must keep your knowledge and skills up to date and
relevant to your practice and attend any training set by your
Manager.
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We thank you for your
continued support at The Limes.

The Limes Community & Children's
Centre
6 Somers Road
Walthamstow
London
E17 6RX

Contact
www.thelimes.org.uk
admin@thelimes.org.uk

020 8509 8985
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