 
 

[image: ]

Comfort Home Care Staff Code of Conduct 
Expected Standards of Behaviour Policy
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1.0 Introduction 
 
1.1 	Comfort Home Care is fully committed to achieving the values and principles set out in the company’s Statement of Purpose. One of the fundamental staff rights, as cited in the Statement of Purpose and our Equality and Diversity policy, is the right to healthy and safe working conditions and an environment free from harassment, bullying or violence. Staff are entitled to be treated fairly, equally and without discrimination. This policy aims to respect and protect these rights and to provide a good quality of working life. 
 
1.2   The company will not condone or tolerate unacceptable behaviour, including any form of bullying and harassment. If proven, such behaviour could result in disciplinary action being taken. The purpose of this policy is to stop and deter unacceptable behaviour and to set out expected standards of behaviour to ensure an acceptable way of behaving and demonstrating the company’s values either becomes or remains the expected standards for all staff working for Comfort Home Care.
 
1.3 	This policy is aimed at all staff working at the company and applies to all interactions between staff and service users, relatives and health professionals. 
 	 
1.4 	The company expects all staff to contribute to the creation of a happy, friendly and respectful environment that encourages effective communication, co-operation and support for colleagues and to treat each other with dignity, courtesy, and with sensitivity whilst valuing the skills, contribution and expertise of staff and colleagues at all levels. 
2.0 Purpose 
 
2.1 	The purpose of the Policy is to make clear the company’s expectation that all employees value and show respect for fellow human beings by demonstrating acceptable standards of attitude, behaviour and communication. 
2.2 	The aim of this Policy is to ensure that arrangements are in place to support employees to act in a manner that upholds the expected standards of behaviour. The arrangements for the appropriate declarations of interests and acceptance / refusal and record of offers of Gifts, Hospitality or Sponsorship are detailed within the employee handbook.
3.0   Our Vision 

3.1 	Comfort Home Care’s mission is providing the excellent care we would expect for our own families. We aim to consistently provide high quality care across all of our services. To do this we have defined what is important to us as we go about our daily work – our values. 


4.0 	Our values 
4.1 	Our values are shared beliefs that are important in the way we work regardless of the role we hold in the organisation. They impact on what we do and say, how we say it and how we look when we speak to service users, colleagues and each other.
4.2 	Our four values are Communicate; Improve; Pride and Teamwork. Together the values form the expected standards of behaviour from staff. 
4.2.1  Communication – Say it, hear it! 
We take time to listen, asking open questions to better understand and keep us all informed – This means: 
· I will take time to build a rapport with you and empathise with your needs 
· I will be kind and friendly 
· We will listen to your individual concerns and take time to explain and involve you in decisions 
· I will provide you with all the information you need to understand what's happening now and what will happen next 
· We will use clear and plain language and check your understanding 
· I will be knowledgeable and informative 
· I will share best practice and learning with colleagues across the company
· I will not make assumptions without listening 
4.2.2 Improve – Change it! 
We always look for ways to improve what we do – This means: 
· I will be open to new ideas and change 
· We will learn from our mistakes and share this learning 
· I will constantly review the way I do things to ensure the best possible outcomes 
· I will look for opportunities to develop and learn from those around me 
· I will make time to attend all relevant training and development for my role 
· I will be open to feedback about my actions 
· We will make time to improve quality and efficiency in everything we do 
4.2.3 Pride – Show it! 
We are proud of who we are and the care we provide together – This means: 
· I am accountable for my own actions 
· I will be a role model 
· We will embrace change and suggest improvements 
· I will be knowledgeable and informative 
· I will look smart and dress appropriately 
· I will introduce myself and tell you my role 
· We will challenge inappropriate or poor behaviour or ineffective processes 
· I will acknowledge you 
· We will ensure my working practices are safe 
· I will take time to recognise the efforts of others 
· I will try to help whenever possible, even when it's not my role 
4.2.4 Teamwork – Share it! 
We are one team working together to achieve the best outcome for everyone – This means: 
· I will help when it is not my responsibility (but not act against policy)
· We will involve others in decisions that affect them 
· I am a part of the team and will make time to build relationships outside my immediate team 
· I will respect the diverse knowledge, experience and learning of my team members 
· I will consider the needs of other teams and directorates when carrying out my role 
· We will take pride in the way we do things and share our successes 
· I am approachable and will share my knowledge with others 	 
 
5.0	Examples of ineffective behaviour  
 
Some examples of behaviour that will not be accepted 

· Criticising colleagues/disagreeing with them in front of Service users or other colleagues 
· Appearing unapproachable or moody 
· Imposing personal beliefs and opinions on our Service users or other colleagues
· Blaming others/other departments for mistakes 
· Wearing inappropriate dress/or having an unprofessional appearance 
· Being unsupportive of proposed ideas for improvement 
· Moaning and demoralising others without making an attempt to change things 
· Being aggressive, unresponsive or angry towards others 
· Not respecting others personal space, dignity and privacy 
 
NB. The examples provided here are not intended to be an exhaustive list and should be read as a guide as to what staff should be aiming to achieve. 
 
 
6.0    Compliance with the Policy 
6.1 	To maintain the company’s high standards, employees are expected to comply with this Code of Conduct and it is their duty to let the company know if they think others have violated it. This should protect the value of the company; enhance employee professionalism; improve employee understanding with Service users, service users/providers and increase the overall value of the service 
 
6.2 	Existing employees shall have access to the Code via the company website (www.comforthomecaredevon.com/resources) or by request to the Registered Manager.  It will be part of the annual appraisal as a reminder of expectations and responsibilities. 
 
7.0 	NON-COMPLIANCE 
 
7.1 	Breaches in any part of the Code that are formally reported will be fully investigated   and may render employees to disciplinary action under the company’s Disciplinary Policy. This may include verbal or written warnings, suspension, action short of dismissal or dismissal. 
 
8.0 	REPORTING VIOLATIONS OF THE CODE  
 
8.1 	Employees who learn of or suspect that a violation of the Code has occurred or is likely to occur or about any actual or planned wrongdoing or unethical behaviour involving the company or any of its employees must immediately report the violation to the Manager or senior member of staff.

8.2	Employees who report violations or suspected violations in good faith will not be subject to retaliation of any kind. Reported violations will be investigated and addressed promptly and will be treated confidentially to the extent possible. 
 
8.3	Serious forms of misconduct may be reported in accordance with the Public Interest Disclosure Policy. 
9.0 Monitoring 
 
From time to time, there may be inquiries to ensure compliance with the Code. For example, the company may ask employees to confirm if they are aware of any violations of the Code. The company may seek detailed information to determine whether there has been a violation of a particular standard, and there may be situations in which government officials or regulators initiate an investigation. In these circumstances, the company expects full cooperation. 
 
Under unusual circumstances, the company may waive certain provisions of this Code if it believes it is appropriate to do so. 

10.0 Associated Policies 
 
You should read this Code in conjunction with all related company policy which can be accessed via the company’s website or by requesting a copy from your manager.
 
GDPR & Data Protection Policy
Equality & Diversity Policy 
Grievance Policy 
Health & Safety Policy 





 
Appendix A 
 
Relationships 
 
Employees 

All employees are responsible and accountable to the company through its senior staff and managers. Mutual respect between employees and management, at all levels, is essential to good working relationships to ensure that service delivery is not adversely affected. 
 
Close personal familiarity between employees may damage the working relationship and prove embarrassing to other employees and Service users. It is essential that employees act in a professional manner at all times. 
 
Complaints will be dealt with in accordance with company policy and may lead to disciplinary action. 
 
Service users 
 
Employees should always remember their responsibilities to colleagues and service users and ensure courteous, efficient and impartial service delivery to all groups and individuals as defined by company polices
 
Close personal familiarity with colleagues and service users will be deemed unacceptable behaviour (except where familiarity is based on a personal family relationship). 
 
Complaints will be dealt with in accordance with company policy and may lead to disciplinary action. Employees must treat any such complaints seriously and report them in accordance with relevant policies and procedures. 
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