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Code of Conduct  

 

The following applies to HACA employees, users, trustees, and volunteers. 

 

Our purpose 

“The Community Centre at the heart of the community 

A place for people to do great things and grow.” 

 

• To provide an inclusive, welcoming place for people in the community. 

• To conduct outreach and listen to the needs of the wider local community. 

• To actively encourage and create opportunities for all people in the community.  

• To create a safe, accessible, and friendly environment. 

• To provide a key link between the community and the London Borough of Islington.  

 

Code of Conduct 

There are many users of the centre and we encourage all staff, user groups, trust members, and 
volunteers to behave in a friendly and supportive manner while in the centre and to follow the code of 
conduct below.  

• Notify the office in advance of absences or schedule changes. 

• Respect each other’s views, values, and culture. 

• Do not insult or undermine staff in any way. No verbal or written harassment. Any person making 
offensive remarks will be asked to leave. 

• Communicate effectively to keep each other informed. 

• Disagreements should not be taken personally. 

• Be open-minded and respectful towards opinions shared with you. 
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• Respect confidences entrusted to you and do not repeat the information.  

• Seek out personal feedback that will help you to reflect and improve on your practice. 

• Understand and build teamwork, and diagnose the problem when teamwork breaks down. 

• Recognise what is going on in times of conflict and what needs to be done to resolve the situation. 

• Raise issues and engage in conversations that will make things happen without alienating others. 

• Make satisfying connections with friends and colleagues at the centre.  

• Represent the centre accurately and positively to other organisations and individuals. The centre 
reserves the right to dismiss employees/trustees who disparage its work or the work of others.  

• Comply with the Equal Opportunities policy. Do not discriminate on the grounds of disability, race, 
gender, religion, sexuality, or age.  

• Strictly no smoking, drinking alcohol, or taking drugs anywhere in the centre. Coming to work under 
the influence of drugs or alcohol will result in disciplinary procedures. 

 

Ground rules 

• Listen respectfully to each other. 

• Acknowledge each other’s differences and points of view. 

• Treat others as you would like to be treated. 

• Be aware that some issues discussed may be sensitive or difficult.  

• Don’t dominate the conversation – let everyone have a chance. 

• Let people have their say – one person talking at a time. 

• During meetings, discuss what is on the agenda. 

• Be flexible. 

• Encourage each other. 

• Learn from each other. 

• Remember “no question is silly” and there are not always right answers. 

• Do not be judgemental. 

• Switch off mobile phones or have them on silent. Play Project staff must keep phones in their bags 
during sessions. 

 

Employees and trustees will 

• Create opportunities to network with others. 

• Remain objective in difficult situations. 
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• Remain approachable so others can speak openly and honestly. Encourage open and honest 
dialogue. 

• Seek common ground to resolve conflict/difficult situations. 

• Be prepared to give and receive constructive feedback. 

• Keep professional boundaries when working with children, both physically and emotionally. 

• Seek out positives in what others can offer. 

• Inform the centre manager if a co-worker is behaving inappropriately. 

• Keep managers informed as to any changes with regards to 1) contact details; disclosure by 
association; 2) health disclosure. 

• Readily form working partnerships. 

We will not: 

• Allow ourselves to become insular in approach and views. 

• Avoid tough messages or be openly critical of others. 

• Focus on people’s weaknesses. 

• Act in a way that may discourage others from communicating with us. 

• Ignore the potential offered by partnerships with others. 

 

Disciplinary code / procedure 

If there is a dispute between employees, volunteers, users, or trustees we will: 

• Firstly, encourage resolution between both parties. 

• Secondly, offer mediation help 

• Thirdly, begin the formal complaint procedure comprising the 3 stages below: 

1. Oral stage 

Sit down for an informal talk where mitigating circumstances can be discussed. The individual(s) may 
be accompanied by a friend if they wish. Careful notes will be taken, and a timeframe for 
improvement agreed. 

2. Written warnings 

If there is insufficient improvement, or in the case of a very serious offense, a further meeting will be 
arranged. A written warning will be issued, clearly stating the expected improvement. 

3. Dismissal 

If there has been no improvement at the conclusion of the previous stages, or in the case of gross 

misconduct (behaviour so serious that the employer is entitled to dismiss for a first offense), you 

will be asked to leave and any further offer of help from you refused.  
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IT Code of Conduct 

 

The following applies to HACA employees, users, trust members, and volunteers. 

 

Introduction   

Many of us deliver our services using information technology (IT).  It is an important part of our day-to-

day work.  This guide sets out standards that we should follow when using IT.   

It is important that you read and understand this guide.  If you are not sure about any part of it, you 

should ask the centre manager. 

If you do not follow the standards in this guide, we may take formal action against you, which could 

include dismissal from the centre. 

These standards also apply when you are communicating with/on behalf of HACA from home. 

We have the right to go into all our property and look at all personal information including E-mails and 

computerised information. 

 

1 Using and caring for information 

You must take all reasonable steps to make sure that: 

a all information you are responsible for is safe and accurate; 

b you only amend, remove, or add information which can be used to identify any living person if you 

have permission to do this; 

c you only give information, including information about any person, to any people, groups or 

organisations who have authority to see that information and you have your manager’s permission;  

d you do not produce or send to anyone information that goes against our equal opportunities policy 
or which breaks the law (this includes any offensive, threatening, insulting or discriminatory 
information); and 

 
e you do not produce, send or load onto any of our computers or equipment any information (from 

the Internet or any other source) that contains sexual or pornographic material, goes against any 

part of equal opportunities policy or breaks the law.  This includes ‘pin-ups’ of men or women, 

offensive, threatening, insulting or discriminatory information. 

 

2 Using and caring for equipment 
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You must do the following. 

a Only use computer equipment and systems for the purpose for which we provided them. 
 
b Take all reasonable steps to make sure that any IT equipment we provide is kept in a safe working 

condition. 

c Report any problem with your computer equipment to the centre manager. 

 

You must not do the following. 

d Install any unlicensed software or files of information which need a licence or which may break 

copyright law. 

e Attach any other hardware or communication equipment without authorisation from the centre 

manager. 

 

3 Access security 

 
If we give you a password to use a particular computer system or part of the network, 
 
Do not:  

• tell the password to unauthorised people; 

• try to gain access to areas of any computer systems or the network that you are not authorised to 
enter; or 

• give any information or help to any unauthorised person or group that may help them to gain 
access which they are not entitled to. 

 

5 E-mail and social media 
 

Messages sent from our E-mail addresses or through our social media (Facebook, Twitter, website) is 
treated as an official communication on HACA’s behalf.  We reserve the right to investigate any 
suspected abuse, sent to or from our emails or social media accounts. 

  
a You are responsible for the content of any E-mail sent with your name or messages that you add to 

our social media.  You must not send anything that goes against our equal opportunities policy, 
which breaks the law, or which includes statements that may damage someone’s reputation. 

 
b If you receive a message that goes against our equal opportunities policy or which breaks the law, 

you must tell the manager. 
 
c   Pictures or names of children at the centre must never be included on emails or social media 

without prior parental approval. 
 
d    Staff must not have any sort of online relationship with children at the centre.  
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c When you are sending an E-mail or social media message think of its effect on the person who will 

receive it. 
  

 What do you want to achieve?  If you want a response, be clear about what form it should take 
and when you want it by.   

 

 You cannot show your mood and emotion through internet messages.  Would it be easier to 
phone the person?  

 

 Have you made any assumptions about the person/people who will receive your message?  For 
example, their sex or cultural values, or that they are up to date with all the relevant information. 

 

 The easier your E-mails and social media messages are to read, the better you and your work 
area will look. 

  

 Plan your message carefully.  Get rid of any unnecessary wording, and check the spelling and 
grammar. 

 

 Imagine you are the person receiving your E-mail or social media message – how would you 
feel about receiving it? 

 

 Do not try to show your mood, e.g. by heavy highlighting, block capitals, bold, colours, 
explanation marks. This is intimidating behaviour. 

 

 Any communication (sent or received) that is reported as intimidating or abusive will be 
investigated. 

 
You must take steps to make sure that you address E-mail correctly.  If you find out that an E-mail has 

been received by someone other than the person you meant to send it to, you must take steps to 

make sure that this does not happen again. 
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