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67. PROFESSIONAL CONDUCT POLICY 
 

As a general rule, what employees do after normal working hours and off Company premises 
is a personal matter and does not directly concern J&R Care Ltd. However, there are some 
exceptions to this rule. 

J&R Care Ltd will become involved where incidents occur: 

• at office parties (if these parties are on any company premises), office drinks events or 
other work-related social occasions or gatherings (if organized by J&R Care or on any 
company premises) 

• at social occasions or gatherings organised by J&R Care Ltd’s customers or clients where 
the employee has been invited in his capacity as an employee of J&R Care Ltd 

• at work-related conferences 
• whilst the employee is working away on business on behalf of J&R Care Ltd. 
 

On these occasions, employees are expected to be moderate if drinking alcohol and to behave 
in an appropriate, mature and responsible manner, taking into account that they are 
representing J&R Care Ltd. They must take specific action to ensure they are well within the 
legal limits if they are driving. 

Any employee who is found to have harassed or verbally or physically abused or assaulted 
another employee or a customer or client of J&R Care Ltd, or who otherwise brings the 
reputation of J&R Care Ltd into disrepute, at such an event will be subject to disciplinary 
action under J&R Care Ltd’s disciplinary procedure. Depending on the circumstances of the 
case, such behaviour may be treated as gross misconduct and could render the employee 
liable to summary dismissal. 

Where the employee’s off-duty conduct seriously undermines the trust and confidence that 
J&R Care Ltd has in the employee, whether at a work-related social occasion or otherwise, 
under J&R Care Ltd’s disciplinary procedure this could result in the employee’s dismissal. 
For example, if the employee commits a criminal offence outside employment, J&R Care Ltd 
will examine whether there is an adverse connection between the criminal offence and the 
employee’s employment. J&R Care Ltd will then consider whether the offence is one that 
makes the employee unsuitable for his type of work or unacceptable to other employees, 
taking into account length of service, status, relations with fellow workers and the effect on 
J&R Care Ltd’s business and reputation subsequent to a charge or conviction. 

Please see the section on Personal Relationships at Work for J&R Care Ltd’s policy on 
employees embarking on a personal relationship with a work colleague. 

 
 

Dress code: 
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The dress code at J & R Care Ltd is smart/casual while attending to everyday duties. Please 
refrain from inappropriate clothing, for example, revealing items of clothing. If taking part in 
an activity which requires a particular dress, for example, shorts, then staff are encouraged to 
bring a pair to work and to change into them where appropriate. 

If you are to attend meetings or represent the company outside the immediate work 
environment, then it will be appropriate to wear smart/formal attire, e.g. suit. 

The wearing of religious and cultural dress (including clerical collars, head scarves, skull 
caps and turbans) is allowable and must not be discouraged. The exception to this protocol is 
where the health, safety and welfare of the wearer would be compromised by the wearing of 
such dress and/or where this is likely to enhance the risk to other persons. The following 
points should be borne in mind: 
 

• Wearing of T-shirts displaying obscene material, in any language, which may be 
considered offensive and are likely to breach national law, for example, racist slogans, 
will be considered a breach of this policy and other J & R Care Ltd’s rules and 
regulations. Appropriate disciplinary action can be taken by J & R Care Ltd upon 
receipt of a complaint. 

 

• Some religions and cultures determine a certain mode of dress: for example, the 
wearing of compulsory items such as bangles (Kara) as worn by Sikh men and 
women. 

The Company reserves the right to allow alternative appropriate clothing according to 
weather conditions. 
 

Workers will avoid any act, which may bring the profession or service or J & R Care Ltd into 
disrepute or diminish the trust and confidence of the public. The relationship developed 
between staff and children is a professional one, with very clear boundaries.  It is the 
responsibility of the worker to identify and maintain those boundaries. This may, at times, 
need the support of others and is a clear supervision task.   

The professional relationship extends to colleagues, both at the home and in the wider field.  
It is the responsibility of the worker to bring issues relating to professional conduct/practice 
to the attention of, in the first instance, the colleague with whom the issues arise.  If it proves 
not possible to resolve at this level, the worker should enlist the help of the Management. 

‘Good Practice’ recognises that the worker must be competent to meet the needs of the 
child/children and provide a safe, effective service.  It is, therefore, important that staff 
present themselves in attitudes, behaviour and personal manner (including dress) which will 
not detract from the quality of that service or give offence to Children, families and 
colleagues. In the light of this, workers should take advantage of all training opportunities 
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offered by the home and be available for supervision, as established, within the home 
structure. 

In the event of a Child making a complaint to a staff member, that worker is responsible for 
listening to the child statements and giving advice on how best to seek redress.  Although this 
is a problem solving exercise in the first instance, all complaints should always be recorded, 
and if of a serious nature, reported on to the manager.  In a complex situation, the staff 
member should seek advice from senior colleagues, bearing in mind the role of the worker as 
advocate for the Children (If resolution is not possible then the child should be referred to the 
complaints procedure). 

Staff may not accept gifts and/or money or payment for services from Children or their 
families.  Children may not be employed, on or off site, by staff members.  Staff should not 
take children, to their homes or involve them with personal acquaintances or activities at any 
time. 

Appropriate Adult Interviews 

During the course of your employment you may be asked to act as an ‘Appropriate Adult’ at 
interviews at police stations. In these instances you must always ensure that a solicitor is 
present to represent the child. Upon being called to act as Appropriate Adult, workers should 
attempt to ascertain whatever details they can from the Custody Sergeant requesting their 
attendance, for example, the time of arrest and nature of the offence. These details should be 
relayed to the shift leader and management immediately to establish who is most able and 
suitable to carry out the role. Certain exceptions apply around who can act as an appropriate 
adult. Before attending the police station there should be a decision made about whether the 
child is able to return to the home. 

Supervision of Children 

At all times when there are children present in the house you are required to ensure that at 
least one member of staff is in the immediate living areas of the home. This is to minimise 
the risk to other children and enable staff to monitor the mood of the house at all times, in 
many instances this will ensure that ‘minor’ incidents do not escalate beyond reasonable 
grounds. 

Pets 

J & R Care Ltd does not permit staff to bring pets to work. If at any time a staff member 
wishes to bring their pet to their place of work it will need to be authorised by a Director.. If 
authorisation is given for a staff member’s pet to be brought to his/her place of work the unit 
manager will, prior to the visit, assess all/any possible risks to residents, staff and pets. 

False Declaration/ Honesty 

If at any stage during your employment it comes to notice that you have made a false 
declaration or have been dishonest, disciplinary procedures may take place. 
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Lending personal Property 

It is not permissible for staff to lend any personal property to residents. 

Personal Mail 

Staff must not have private correspondence addressed to any property or location belonging 
to J & R Care Ltd. 

Gambling 

J & R Care Ltd does not permit gambling on company premises at any time. 

Statements to the Media 

J & R Care Ltd does not permit any staff member or manager to communicate with the press 
or media. All/any contact of this nature should be referred to the Directors. 

Keys 

Staff will be responsible for the safekeeping and return of any/all keys issued. 

J & R Care Ltd reserve the right to deduct from the source the cost of the replacement of any 
key/s or security device lost or not returned upon request. 

Use of equipment within the Home 

Staff should not bring personal equipment e.g. laptop computers, mobile phones into the 
home. Photographic equipment e.g. Video cameras must not be used without authorisation 
from the home manager. 

Staff Vehicles 

Staff vehicles parked on company premises are done so at the owners risk. Staff vehicles 
must not be parked so as to obstruct access for pedestrians or any other vehicles. No child 
looked after by J & R Care Ltd shall be carried in a staff member’s own car, except in 
exceptional circumstances and this will be at the discretion of the Operations Director. 

Mileage and expense claims 

All staff mileage and/or expenses claims must be authorised by the home manager. 
Unauthorised claims will not be paid. 

 

Time off 

There may be certain times when time off will be required other than for sickness or injury or 
as annual leave. Under normal circumstances these periods will be taken as unpaid leave and 
must be agreed in advance by a director You must inform your Manager at the earliest point 
if time off is to be required. 
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Annual Leave  

Your annual leave entitlement is recorded in your Contract of Employment. The annual leave 
period runs from 1st April each year. Annual leave requests must be given to the home 
manager at the earliest point, any leave taken must be authorised in advance, recorded on the 
appropriate form and copied to Head Office. Most request for annual leave will not be 
accepted unless a months’ notice has been given. Further details are set out in the contract of 
employment Any request for more than 2 weeks annual leave must be agreed by a director. 

With regards to working with young people within Pembroke House, there are some golden 
rules that must be at the heart of the work all staff do and are part of this policy. You will be 
required to sign each point upon employment with the company. These are found on the 
following page. 
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1. Listen and Support all young people: ………………………………………………… 

2. Never promise to keep secrets or ask anyone to do so:………………………………. 

3. Respect all young people: ……………………………………………………………. 

4. Confidentiality – only share private and sensitive information about a young person 

when it is in their best interest to do so, e.g. if there is a safeguarding concern or 

disclosure: …………………………………………………………………………….. 

5. Be aware of your position of trust and don’t abuse it: ………………………………… 

6. Maintain appropriate professional boundaries and not display any behaviour that may 

be misinterpreted by others: …………………………………………………………… 

7. Adhere to the organisations policy on the use of communications, including mobile 

phones, cameras or web cams, the internet, including social networking etc: 

…………………………………………………………………………………………. 

8. Prohibit social contact with young people: …………………………………………… 

9. Behaviour should be beyond reproach at all times: ………………………………….. 

10. Report any disclosure or allegations or concerns immediately to a member of the 

management team or a Director: …………………………………………………….. 

 

 

 

 


