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5.3.��Human��Resources��Policies��and��Procedures��
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NB:��

�x Extract��Cover��Sheet��Must��Remain��with��Extract��
�x Extracts��are��Uncontrolled��Documents��and��are��only��Valid��at��Point��of��

Submission��
�x Where��Possible��an��Extract��should��be��Read��in��Conjunction��with��the��Parent��

Document��
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17 Conduct����

Kibble��wants��to��be��an��efficient��and��effective��organisation.��As��part��of��this,��the��Centre��wishes��to��be��seen��as��an��
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6) Be��accountable��for��the��quality��of��their��work��and��take��responsibility��for��maintaining��and��improving��
their��knowledge��and��skills��

� � � �
17.2.1 As��a��social��service��worker��you��must��protect��the��rights��and��promote��the��interests��of��service��users��and��

carers��
This��includes:����

1) Treating��each��person��as��an��individual;��
2) Respecting��and,��where��appropriate,��promoting��the��individual��views��and��wishes��of��both��service��users��

and��carers;����
3) Supporting��service��users'��rights��to��control��their��lives��and��make��informed��choices��about��the��services��

they��receive;��
4) Respecting��and��maintaining��the��dignity��and��privacy��of��service��users;��
5) Promoting��equal��opportunities��for��service��users��and��carers;��and,��
6) Respecting��diversity��and��different��cultures��and��values.�� ��6)andand,��
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17.2.4 As��a��social��service��worker��you��must��respect��the��rights��of��service��users��while��seeking��to��ensureM a n u a l
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�x Employees��may��be��required��from��time��to��time��to��work��at��
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Under��such��circumstances,��the��relationship��must��be��properly��formalised.��
��
Specifically:��

�x Staff��should��only��have��contact��with��children��in��their��care,��and��their��families,��during��work��time.��
�x Any��proposal��to��undertake��extra��contract,��whether��formal��befriending��or��more��occasional��contact,��

must��be��considered��and��approved��in��the�� �� theirchildre8424 -1.2D
. 0 TD
67800 1 Tg considered
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They��should��raise��the��matter��either��through��their��line��management��or��with��the��HR��Office.����Employees��should��
also��draw��attention��to��cases��where:��

�x They��believe��there��is��evidence��that��the��rule��of��propriety��has��been��breached��elsewhere��in��the��
organisation,��but��where��they��have��not��been��personally��involved,��i.e.��“Whistleblowing”��

�x There��is��evidence��of��criminal��or��unlawful��activity��by��others��
�x They��are��required��to��act��in��a��way,��which��for��them,��raises��a��fundamental��issue��of��conscience��

��
Where��an��employee��has��reported��a��matter��of��improper��conduct��and��believes��that��the��response��does��not��
represent��a��reasonable��reply��to��the��issue��raised,��the��matter��may��be��reported��in��writing��to��the��HR��Manager.��
��

17.18 After��Leaving��Employment��
Employees��should��continue��to��observe��their��duties��of��confidentiality��after��they��have��left��Kibble��employment.��
��

17.19 Record��Keeping��
The��Centre’s��HR��Office��holds��employee��information,��much��of��which��is��confidential.��
��
Kibble��HR��holds��information��about��employees��which��is��processed��fairly��and��lawfully��and��when��information��is��
requested��from��employees��they��will��be��informed��of��the��purposes��for��which��it��is��required.��
��
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