»

Sailship Training and Learning for Life

Staff Code of Conduct

CEO Elizabeth Barritt
CHAIR OF THE BOARD OF TRUSTEES Trevor Cottee
Effective from 11/02/2025
Last Review Date 10/02/2026
Next review date 09/02/2027

Purpose

This Code of Conduct sets out the standards of behaviour expected of all staff,
volunteers and contractors working at Sailship. It ensures the protection and wellbeing
of children (13+), adults with learning disabilities, individuals with mental health needs,
and elderly people in our care. Compliance with this Code is a condition of employment
and part of Sailship’s contractual and statutory obligations, including Essex County
Council’s IPES framework.
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1. Safeguarding and Duty of Care

1.1 Place the welfare, safety and dignity of trainees and service users at the centre of all
practice.

1.2 Comply with Children Act 1989/2004, Care Act 2014, Working Together to Safeguard
Children (2018) and Sailship’s safeguarding policies.

1.3 Report safeguarding concerns immediately to the Designated Safeguarding Officer
(DSO) or Deputy (DDSL).

1.4 Never ignore or minimise signs of abuse, neglect, exploitation or bullying.

2. Professional Boundaries

2.1 Maintain clear professional relationships with trainees, families, and colleagues.

2.2 Do not form inappropriate personal relationships, including sexual, financial, or
exploitative connections with service users.

2.3 Physical contact must be appropriate, consented to, and necessary for care or
safety.

2.4 Staff must not accept or give significant personal gifts, money, or favours.

3. Equality, Dignity and Respect

3.1 Treat all individuals with dignity, courtesy and respect, upholding the Equality
Act 2010.

3.2 Challenge and report discrimination, harassment, or bullying.

3.3 Use respectful, inclusive language and avoid derogatory remarks.

4. Confidentiality and Data Protection

4.1 Respect the privacy of trainees and colleagues at all times.

4.2 Handle personal data in line with the Data Protection Act 2018/GDPR.

4.3 Share information only with those who have a legitimate need to know, and
never via personal devices or channels.
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5. Health, Safety and Wellbeing

5.1 Take personal responsibility for safety and follow Sailship’s Health & Safety
policies.

5.2 Comply with the Health and Safety at Work etc. Act 1974.

5.3 Report accidents, hazards, or unsafe practices immediately.

5.4 Never work under the influence of alcohol, drugs, or substances which
impair judgement.

6. Conduct and Integrity

6.1 Be punctual, reliable, and fully engaged during working hours.

6.2 Use Sailship resources, including IT and vehicles, responsibly and for
authorised purposes only.

6.3 Avoid conflicts of interest and declare any external commitments that may
impact Sailship.

6.4 Uphold Sailship’s reputation at all times, both in person and online.

7. Use of Social Media and Communications

7.1 Follow Sailship’s communications and IT policies.

7.2Do not postimages, names, or information about trainees or staff on
personal social media.

7.3 Only speak on behalf of Sailship with formal authorisation.

8. Compliance and Accountability

8.1 Understand that breaches of this Code may result in disciplinary action up to
and including dismissal.

8.2 Staff are personally accountable for their behaviour and must co-operate
with internal and external audits, inspections, and safeguarding processes.

9. Commitment to Training and Development
9.1 Engage in induction, mandatory training (safeguarding, first aid, health &

safety, equality & diversity), and CPD opportunities.
9.2 Reflect on practice and seek guidance when unsure
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