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Aims

Through the development and implementation of a code of conduct we hope to promote the values of Mercia Management Limited.

Our aims are to:

1. Create a productive learning environment where all benefit from a high standard of teaching and learning.

2. Accommodate the needs of learners and support them to develop the skills necessary for the workplace.

3. Be a positive and caring community with an atmosphere of mutual respect.

4. Value learners and staff as individuals and support them to realise their full potential in a vocational context. 

Learners accept that, in order to achieve the above aims, certain standards of behaviour are necessary. 

The development of a common framework for behaviour should make standards of conduct clear to learners and promote consistency and fairness in the application of rewards and consequences.

Rights and Responsibilities

At Mercia Management Limited we subscribe to the following values:

· Equality of opportunity

· Mutual respect

· Fairness

· Honesty
· Respect for property

· Care and consideration of others

· Disciplinary Procedures 

We feel that all learners and staff have rights based on these values. 
We also understand that rights do not exist in isolation; they only happen when we take responsibility for protecting those rights.

Learners have a right to be safe and secure, to be respected, to be listened to whilst working without disruption and to feel supported. It is also expected that everyone will receive high quality training informed by regular reviews of progress. 

The Code of Conduct expectations 
If learners fail to respect the code of conduct it will result in disciplinary action being taken. It is expected that everyone adheres to the following:

1. Remain in the training room during planned training sessions:

· Learners who have pre-arranged appointments must inform their Tutor or Assessor that they will be leaving the session at a pre-arranged time.

· Learners should use the toilet facilities during break times as interrupting training sessions is disruptive

· If another member of staff needs to interrupt a training session they should be respectful to the learners and staff in the training session by knocking on the door before entering the room


2. Listen and concentrate during training sessions: 

· Mobile phones, personal stereos, CDs, IPods, MP3 players and radios are permitted only at break times outside of the building

· Respect others by one person speaking at a time

· Learners should follow the instructions of the person delivering the training session

· Keep noise and voice volume at an acceptable level whilst in training sessions

3. Be organised and prepared for training sessions:

· Learners must be ready to start training sessions on time

· Learners must be fully prepared for the training session (bring all necessary equipment e.g. files, pens, paper, protective clothes etc.)

· Staff will ensure that all lessons are planned, organised and delivered to a high standard

· Learners will have assigned work completed by the agreed time

· Learners should attend all planned training sessions

4. Keep the training environment clean and tidy:

· Learners are not permitted to eat or drink in training rooms

· Learners will take appropriate time at the end of a session to tidy the training room, including turning off computers and returning resources
5. Move around the building in a safe way:

· Walk, do not run from one room to another to avoid accidents

· Be considerate to others when passing through doors. 

6. Be respectful to others:

· Respect differences in people - their ideas, opinions, culture, religion and gender 

> Learners should consider others when dressing by wearing clothes that will not offend others e.g. no revealing clothes or clothes with offensive images/words

> Environmental conditions permitting hats, coats, gloves should be removed during training sessions and no hoods should be worn Use considerate and respectful language at all times:

> Swearing, racist, homophobic or sexist terms are not acceptable

> Abusive language directed towards staff, learners or visitors will not be tolerated

> Over familiar language when speaking to staff e.g. calling someone love or darling is deemed as inappropriate and unacceptable

> Consider others; do not have confidential conversations in public areas

· Physical contact is viewed as unnecessary and inappropriate e.g. touching or hugging. This can result in misunderstanding or interpretation and can cause offence. Staff should remember to only use “Team Teach” methods i.e. touch only shoulder and or elbow

· Physical, emotional or psychological intimidation or aggression will not be tolerated

· Respect the need of others to work in an environment of learning and teaching

· Learners are not permitted to enter staff offices without permission

7. Use the equipment and resources of Mercia Management Limited only for the aims and purposes of learning whilst at Mercia
· Take care with equipment so as to keep it in good condition for continued use

· Borrow equipment only with permission. Return borrowed equipment by the agreed date

· Abuse of Mercia Management Limited facilities e.g. using telephones, the Internet etc. for personal use is unacceptable
8. Attend regularly 
Learners should
· Be punctual for training sessions at Mercia and at the work placement 

· Adhere to the sickness reporting procedure either in company or Mercia 
· Adhere to the annual leave request procedure either in company or Mercia
Consequences – for Learners who breach
aspects 1 – 8 of the Code of Conduct: 

In the first instance Learners will be given two verbal reminders when the Code of Conduct has been breached. Learners - this is your opportunity to comply before the disciplinary procedure is implemented.

A first written warning (held on file for one month)
Will be issued if the verbal reminders are not complied with

A second written warning (held on file for three months)
Will be issued if the Learner has a first warning that has not expired

A third written warning (held on file for six months) 
Will be issued if the learner has a second warning that has not expired

Dismissal from Mercia Management Limited Programmes
Learners can be dismissed for: 

· Being issued with a fourth written warning

At every stage of the procedure the learner will have the right to attend and/or be accompanied by a friend or colleague during the disciplinary interview.

The learner will be reminded of this right in advance of the interview and with sufficient notice to arrange representation if this is required.

If the learner chooses not to attend the interview or not to be accompanied by a friend or representative, he/she will be invited to confirm in writing that such an option has been chosen.
A learner will have the right to appeal against any decision and/or disciplinary penalty imposed and must be reminded of this right and will be advised in writing of the procedure and the time limits which will begin from receipt of the letter.

The procedure above may be commenced at any stage if the learner’s alleged misconduct warrants such action. 

The WBL Programme Co-Ordinator will review all the evidence gathered by the Assessor or Trainer before a decision is made regarding the learner being dismissed, this must then be approved by the Senior Management Team.
Gross misconduct
The following constitutes gross misconduct leading to suspension, and may lead to dismissal:

· A breach of health and safety law

· Theft from other learners, Mercia Management Limited, or customers served by or in the care of Mercia 
· Extortion e.g. making threats for personal gain

· Fraud e.g. making false claims on timesheets for college attendance
· Possession, under the influence or providing others illegal drugs, solvents or alcohol 

· Possession or use of weapons 

· Using an object to threaten, intimidate or injure another person

· Serious negligence which causes unacceptable loss, damage or injury

· Serious violation of hygiene procedures e.g. in preparation of food

· Deliberate damage to Mercia Management Limited’s property

· Serious acts of bullying, intimidation, sexual or racial harassment

· Fighting or assault on another person

· Verbal and or threatening behaviour

The list above is not exhaustive or exclusive, and are meant to be only a guide.

Consequences for acts of gross misconduct 
 Suspension 
If the learner commits gross misconduct:

· They will be suspended 
· The matter will be investigated

· The police, parents and or guardians will be informed

· The learner will be formally invited in writing to a meeting to put their case forward

· A decision will be made

· If the evidence is inconclusive the learner will be reinstated

· If the evidence proves that the learner committed gross misconduct they will be dismissed
Dismissal from Mercia Management Limited
Learners can be dismissed for: 

· The evidence for an act of gross misconduct being proved

The WBL Programme Co-Ordinator will review all the evidence gathered by the Assessor or Trainer before a decision is made regarding the learner being dismissed, this must then be approved by the Senior Management Team.

Rewards
We realise that the majority of learners will abide by the Code of Conduct and we would like to acknowledge these learners and reward them for the positive contribution they make to Mercia Management Limited. 

Staff will acknowledge good behaviour and effort through verbal praise, encouragement and feedback. 

All learners that achieve will have their photographs put on the Success Wall in Reception at Mercia Management Limited.
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