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Reading Community
Learning Centre



READING COMMUNITY LEARNING CENTRE

RCLC Code of Conduct
Standards of behaviour for employees, tutors, volunteers, trustees and anyone acting on behalf of Reading Community Learning Centre

____________________________________________________

1. Purpose

Reading Community Learning Centre (RCLC) is committed to creating a safe, respectful, inclusive and welcoming environment for learners, children in the crèche, staff, tutors, volunteers, trustees, visitors, partners and everyone who comes into contact with the Centre.

This Code of Conduct sets out the standards of behaviour expected from everyone acting on behalf of RCLC. It is designed to protect the people who use our services, support good working relationships, uphold RCLC’s values and ensure that the Centre is run safely, fairly and responsibly.

Everyone covered by this Code is expected to act with honesty, integrity, respect and care.

2. Scope

This Code applies to:

· employees 

· tutors and sessional workers 

· volunteers 

· trustees 

· contractors, consultants and visitors acting on behalf of RCLC 

· anyone representing RCLC at events, outreach activities, meetings, online sessions or partnership work 

This Code applies whenever someone is carrying out work, volunteering, governance duties or activities connected with RCLC, whether on RCLC premises, online, off site, at events or in the community.

3. Our Shared Standards

Everyone acting on behalf of RCLC must:

· treat people with dignity, kindness and respect 

· uphold RCLC’s commitment to equality, inclusion and lawful non-discrimination 

· act in the best interests of learners, children, adults at risk and the Centre 

· maintain appropriate professional boundaries 

· follow safeguarding, health and safety, confidentiality and data protection requirements 

· be honest and accountable in their role 

· use RCLC property, information and resources responsibly 

· raise concerns promptly where someone may be at risk, where standards are not being met, or where wrongdoing may have occurred 

· avoid behaviour that could damage trust in RCLC or bring the Centre into disrepute 

Everyone has a personal responsibility to understand and follow this Code.

4. Respect, Dignity and Inclusion

RCLC is committed to equality of opportunity and to creating a safe, welcoming and inclusive environment.

Everyone covered by this Code must:

· treat learners, staff, volunteers, trustees, visitors, families and partners with dignity and respect 

· avoid language or behaviour that is discriminatory, oppressive, intimidating, humiliating, hostile or exclusionary 

· respect people’s backgrounds, cultures, beliefs, identities, experiences and personal circumstances 

· use clear, accessible and respectful communication 

· make reasonable efforts to support people who may face barriers relating to language, literacy, disability, confidence, trauma or social isolation 

· challenge or report behaviour that appears discriminatory, harassing, bullying, victimising or abusive 

· support RCLC’s commitment to providing a women-centred learning space in line with agreed organisational policy and the Equality Act 2010 

RCLC will not tolerate unlawful discrimination, harassment, victimisation, bullying or oppressive behaviour. Any behaviour that breaches RCLC’s Equal Opportunity Policy may also be treated as a breach of this Code.

5. Professional Behaviour

Everyone acting on behalf of RCLC must behave professionally and responsibly. This means they must:

· be reliable, honest and respectful in their role 

· carry out their responsibilities to the best of their ability 

· follow reasonable instructions, policies and procedures 

· work cooperatively with colleagues, volunteers, trustees and partners 

· communicate in a way that supports trust, respect and clear understanding 

· avoid harmful gossip, inappropriate comments or behaviour that undermines others 

· respect agreed roles, responsibilities and reporting lines 

· ask for help when they are unsure what to do 

· raise concerns early rather than allowing issues to escalate 

· avoid behaviour that could cause harm, distress, confusion or reputational damage 

Everyone should be mindful that RCLC supports women who may have experienced trauma, isolation, poverty, language barriers, discrimination, domestic abuse, displacement or other significant challenges. Behaviour should always reflect care, sensitivity and respect.

6. Professional Boundaries

Clear professional boundaries help protect learners, children, adults at risk, staff, volunteers and RCLC itself.

Everyone covered by this Code must:

· maintain appropriate boundaries with learners, children, families, volunteers and colleagues 

· avoid over-familiar behaviour or favouritism 

· avoid relationships or contact that could create a conflict of interest, safeguarding risk or perception of inappropriate behaviour 

· not use their position to gain personal advantage 

· not share personal contact details with learners or service users unless this has been authorised and is necessary for the role 

· not communicate with learners, children or service users through personal social media accounts 

· not arrange private contact with learners, children or service users outside agreed RCLC activities unless authorised 

· not give or accept personal gifts in a way that could influence, or appear to influence, decisions or relationships 

· not take photographs or videos of learners, children, staff, volunteers or visitors on personal devices unless this has been clearly authorised and appropriate consent has been obtained 

· not behave in a way that could reasonably be seen as grooming, coercive, exploitative, intimidating or inappropriate 

Where someone is unsure whether a boundary is appropriate, they must seek advice from the CEO, Designated Safeguarding Lead or Chair of Trustees, depending on the situation.

7. Safeguarding Responsibilities

Safeguarding is everyone’s responsibility at RCLC. Everyone covered by this Code must:

· read, understand and follow RCLC’s Safeguarding Children and Adults at Risk Policy 

· remain alert to signs of abuse, neglect, exploitation or harm 

· report safeguarding concerns immediately to the Designated Safeguarding Lead or Deputy Safeguarding Lead 

· record concerns factually and without delay 

· listen carefully if someone shares a concern or disclosure 

· take concerns seriously, even where they appear unclear or incomplete 

· maintain professional boundaries at all times 

· follow safer working practices when working with learners, children, adults at risk, families or volunteers 

· complete required safeguarding training for their role 

Everyone must not:

· ignore safeguarding concerns 

· investigate safeguarding concerns themselves 

· promise confidentiality where someone may be at risk of harm 

· confront an alleged abuser 

· ask leading questions 

· delay reporting a concern 

· discuss safeguarding concerns with people who do not need to know 

· use personal devices, personal accounts or informal contact routes in ways that create safeguarding risk 

If someone is in immediate danger, emergency services must be contacted by calling 999.

8. Low-level Concerns and Allegations

RCLC expects all staff, tutors, volunteers and trustees to report concerns about behaviour that may fall below expected standards, even where the concern appears minor.

A low-level concern is any concern that an adult working in or on behalf of RCLC may have acted in a way that:

· is inconsistent with this Code 

· may not meet expected professional standards 

· raises concern about professional boundaries 

· could create a safeguarding risk if not addressed 

Examples may include:

· being over-friendly with a learner or child 

· showing favouritism 

· using inappropriate, sexualised, intimidating or offensive language 

· contacting learners or service users through personal social media 

· taking photographs on a personal device without clear authorisation 

· ignoring agreed safeguarding, health and safety or professional boundaries 

· behaving in a way that makes others feel uncomfortable or unsafe 

Low-level concerns must be reported promptly to the Designated Safeguarding Lead or Deputy Safeguarding Lead. Where the concern relates to the Designated Safeguarding Lead, it must be reported to the Trustee Safeguarding Lead or Chair of Trustees.

Allegations that someone has harmed, may have harmed, or may pose a risk of harm to a child or adult at risk must be dealt with under RCLC’s Safeguarding Children and Adults at Risk Policy.

Failure to report a concern may itself be treated as a conduct issue.

9. Confidentiality and Data Protection

Everyone covered by this Code may come into contact with personal, sensitive or confidential information. This may include information about:

· learners 

· children and families 

· staff 

· volunteers 

· trustees 

· safeguarding concerns 

· health or disability 

· immigration, housing, financial or personal circumstances 

· complaints, grievances or disciplinary matters 

· funding, finance or organisational decisions 

Everyone must:

· keep confidential information secure 

· only access information needed for their role 

· only share information with people who have a legitimate need to know 

· follow RCLC’s Data Protection Policy, Confidentiality Policy and Privacy Notice 

· store paper and electronic records securely 

· report data protection concerns, breaches or accidental disclosures promptly 

· avoid discussing confidential matters in public areas or with people who are not involved 

· be especially careful when handling safeguarding, health, financial or personal information 

Confidentiality cannot be promised where there is a safeguarding concern, risk of harm, legal obligation or serious concern that needs to be escalated.

10. Health, Safety and Wellbeing
Everyone has a responsibility to help maintain a safe environment at RCLC. Everyone covered by this Code must:

· take reasonable care of their own health and safety and that of others 

· follow RCLC’s Health and Safety Policy and relevant procedures 

· report hazards, accidents, incidents, near misses or unsafe practices promptly 

· follow fire safety and emergency evacuation procedures 

· keep fire exits, escape routes and access areas clear 

· use equipment safely and only where they are competent to do so 

· avoid carrying out tasks that feel unsafe or beyond their capability 

· follow lone working and personal safety arrangements 

· support learners, children, visitors and volunteers to follow safety instructions where relevant 

· raise concerns about workload, stress, wellbeing or working conditions where these may affect safety or performance 

No one should be criticised or treated unfairly for raising a genuine health and safety concern in good faith.

11. Use of RCLC Property, Systems and Information

RCLC property, equipment, systems, funds and information must be used responsibly and only for authorised purposes. Everyone covered by this Code must:

· take care of RCLC property and equipment 

· use IT systems, phones, email, files and records appropriately 

· not misuse RCLC’s name, logo, reputation or resources 

· not remove records, equipment or property without authorisation 

· not use RCLC systems to access, create, store or share offensive, discriminatory, pornographic, illegal or inappropriate material 

· not use RCLC resources for personal gain 

· report damage, loss, theft, misuse or security concerns promptly 

RCLC resources must be used in a way that supports the Centre’s charitable purposes and protects its reputation.

12. Financial Integrity, Gifts and Hospitality

Everyone acting on behalf of RCLC must act honestly and responsibly in relation to money, donations, expenses, purchasing, assets and financial information.

Everyone must:

· follow RCLC’s Financial Management Policy 

· use funds only for authorised purposes 

· provide accurate records, receipts and information where required 

· avoid fraud, theft, bribery, corruption or misuse of funds 

· report suspected financial irregularity promptly 

· avoid accepting any gift, hospitality or benefit that could influence, or appear to influence, their decisions or role 

· declare gifts and hospitality in line with RCLC’s Financial Management Policy 

Cash gifts to individuals must not be accepted. Any gift or hospitality worth more than £25, whether as a single item or cumulatively from the same source within a 12-month period, must be declared and recorded in line with the Financial Management Policy.

No one should approve their own gift, hospitality, expense or financial benefit.

13. Conflicts of Interest

Everyone covered by this Code must act in the best interests of RCLC and avoid conflicts between their personal interests and their role.

A conflict of interest may arise where someone’s personal, family, financial, professional or loyalty interests could influence, or appear to influence, their decisions or actions. Examples may include:

· involvement in decisions affecting a friend, relative or partner 

· personal relationships with learners, staff, volunteers, trustees, contractors or suppliers 

· financial interests in a supplier or partner organisation 

· using RCLC information or contacts for personal benefit 

· accepting gifts or hospitality connected to a decision 

· being involved in recruitment, complaints, disciplinary, grievance, safeguarding or funding decisions where they have a personal connection 

Everyone must declare any actual, potential or perceived conflict of interest as soon as they become aware of it.

Trustees must follow charity governance requirements relating to conflicts of interest and must not take part in decisions where they have a conflict unless this has been properly managed.

14. Social Media, Online Conduct and Public Representation

Everyone acting on behalf of RCLC must use social media, online platforms and public communication responsibly. Everyone must:

· protect RCLC’s reputation 

· communicate respectfully and professionally online 

· use only approved RCLC platforms and communication channels for RCLC work, unless otherwise authorised 

· not share confidential information online 

· not post images, videos or personal information about learners, children, staff, volunteers or visitors without proper consent and authorisation 

· not contact learners, children or service users through personal social media accounts 

· not make public statements on behalf of RCLC unless authorised to do so 

· not post discriminatory, abusive, threatening, offensive or harmful content that could affect RCLC, its learners, staff, volunteers, trustees or reputation 

Personal social media use may still be relevant to this Code where it affects RCLC, its reputation, its relationships, safeguarding, confidentiality or trust.

15. Communication and Working Relationships

RCLC expects all communication to be respectful, clear and appropriate. Everyone covered by this Code must:

· listen to others with respect 

· communicate in a way that supports understanding and trust 

· avoid shouting, intimidation, humiliation or aggressive behaviour 

· avoid gossip or comments that damage working relationships 

· raise concerns through appropriate routes 

· respond constructively to feedback 

· respect the role and contribution of staff, volunteers, trustees, learners and partners 

· support a culture where people feel able to ask questions, admit mistakes and learn 

Where someone needs support because of language, literacy, disability, confidence or another barrier, reasonable efforts should be made to support accessible communication.

16. Raising Concerns and Speaking up

Everyone has a responsibility to raise concerns where something may be wrong, unsafe, unlawful or harmful. Concerns may relate to:

· safeguarding 

· health and safety 

· discrimination, harassment, bullying or victimisation 

· fraud, theft, bribery, corruption or financial misconduct 

· abuse of power 

· serious misconduct 

· data protection breaches 

· unsafe premises or activities 

· poor practice that puts people at risk 

· behaviour that breaches this Code 

Concerns should normally be raised with the CEO, Chair of Trustees or another appropriate person, depending on the nature of the concern. Where the concern involves serious wrongdoing, risk or malpractice, it may be raised under RCLC’s Whistleblowing Policy.

No one should suffer detriment, victimisation or retaliation for raising a genuine concern in good faith.

17. Complaints, Grievances and Concerns

RCLC recognises that concerns may need to be handled under different policies depending on the issue.

For example:

· complaints from learners, families, partners, visitors or members of the public should usually be handled under the Complaints Policy and Procedure 

· employment concerns raised by employees should usually be handled under the Grievance Policy 

· conduct or performance concerns involving employees may be handled under the Disciplinary Policy 

· concerns involving volunteers may be handled under the Volunteer Policy 

· safeguarding concerns must be handled under the Safeguarding Children and Adults at Risk Policy 

· serious wrongdoing or malpractice may be handled under the Whistleblowing Policy 

· financial misconduct may be handled under the Financial Management Policy and, where appropriate, the Disciplinary Policy or other relevant process 

If a concern is raised under the wrong policy, RCLC will explain the appropriate route.

18. Breaches of this Code

Breaches of this Code will be taken seriously. Depending on the circumstances, a breach may be handled under one or more of the following:

· Disciplinary Policy 

· Grievance Policy 

· Volunteer Policy 

· Safeguarding Children and Adults at Risk Policy 

· Whistleblowing Policy 

· Complaints Policy and Procedure 

· Financial Management Policy 

· trustee governance procedures 

· referral to external agencies or regulators, where required 

Examples of behaviour that may breach this Code include, but are not limited to:

· bullying, harassment, victimisation or unlawful discrimination 

· safeguarding failures or failure to report concerns 

· inappropriate relationships or boundary breaches 

· misuse of confidential information 

· serious breach of health and safety requirements 

· fraud, theft, bribery, corruption or financial misconduct 

· misuse of RCLC property, systems or name 

· abusive, threatening or intimidating behaviour 

· serious dishonesty 

· behaviour that brings RCLC into disrepute 

· retaliation against someone who raises a concern in good faith 

For employees, serious breaches may amount to misconduct or gross misconduct. For volunteers, serious breaches may lead to volunteering being paused or ended. For trustees, serious breaches may be managed in line with charity governance requirements.

Where safeguarding, criminal, regulatory or serious incident reporting duties arise, RCLC will refer matters to the appropriate external body.

19. Responsibilities

The Board of Trustees is responsible for ensuring that RCLC has an appropriate Code of Conduct in place and that serious concerns are addressed appropriately.

The CEO is responsible for ensuring this Code is implemented across RCLC and that staff, tutors, volunteers and others are made aware of it.

Supervisors are responsible for supporting people to understand and follow this Code.

The Designated Safeguarding Lead is responsible for ensuring safeguarding-related conduct concerns are handled in line with the Safeguarding Children and Adults at Risk Policy.

Al staff, tutors, volunteers and trustees are responsible for following this Code and raising concerns where standards are not being met.

20. Related Policies and Procedures

This Code should be read alongside:

· RCLC Safeguarding Children and Adults at Risk Policy 

· RCLC Health and Safety Policy 

· RCLC Equal Opportunity Policy 

· RCLC Volunteer Policy 

· RCLC Volunteer Agreement 

· RCLC Whistleblowing Policy 

· RCLC Complaints Policy and Procedure 

· RCLC Grievance Policy 

· RCLC Disciplinary Policy 

· RCLC Financial Management Policy 

· Data Protection Policy 

· Confidentiality Policy 

· Privacy Policy 

· Recruitment and Selection Policy for Paid Staff 

· RCLC Managing Absence and Annual Leave Policy 

· relevant crèche procedures 

· relevant risk assessments and fire evacuation procedures 

21. Storing Personal Information

RCLC will process personal data relating to conduct matters in accordance with UK GDPR, the Data Protection Act 2018, RCLC’s Data Protection Policy, Confidentiality Policy and Privacy Notice.

	Area
	How RCLC will handle this

	Holding personal information
	RCLC may need to collect and store personal information in order to manage conduct expectations, respond to concerns, investigate incidents, support safeguarding, manage complaints, grievances or disciplinary matters, and meet legal, regulatory or governance responsibilities

	How personal information will be used
	Information will only be used for legitimate purposes connected with this Code, including managing conduct concerns, safeguarding individuals, investigating issues, taking appropriate action, obtaining advice and meeting legal or regulatory duties

	Lawful basis for processing
	RCLC will process personal data where there is a lawful basis for doing so. This may include legal obligation, legitimate interests, contractual necessity, vital interests or public interest, depending on the circumstances

	Special category information
	Some conduct matters may involve sensitive information, such as health, disability, ethnicity, religion, safeguarding information or personal circumstances. RCLC will handle this information with additional care and only where necessary and lawful

	How information will be stored
	Information will be stored securely, either in locked storage or on password-protected systems, with access restricted to those who need it

	Who may access information
	Access will be limited to people who need the information to manage, investigate or respond to the matter. This may include the CEO, Chair of Trustees, Designated Safeguarding Lead, trustees, professional advisers, insurers, regulators or external agencies where necessary and lawful

	How long information will be kept
	Information will be kept only for as long as necessary for the purpose for which it was collected, including legal, safeguarding, employment, insurance, governance or regulatory purposes, and in line with RCLC’s retention arrangements

	Sharing information
	Information will not be shared more widely than necessary. It may be shared where there is a lawful basis and clear need, for example with the police, local authority, Charity Commission, Information Commissioner’s Office, legal advisers or safeguarding agencies

	Individual rights
	Individuals have rights in relation to their personal data, including rights of access, rectification, restriction, objection and erasure in certain circumstances. These rights are not absolute and may be limited where information must be retained or where disclosure would prejudice an investigation, safeguarding process or the rights of others


22. Review and Approval

This policy will be reviewed every three years, or sooner if there are changes in legislation, regulation, Charity Commission guidance, safeguarding guidance, organisational structure, operational need or following a serious incident or concern.

	Date Approved by Board: 
	June 2026

	Review Date:
	July 2029 

	Signed on behalf of the Board of Trustees  
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	Dated
	 June 2026
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