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1. General 
a) CADAS provides a vital service. Everyone who comes into contact with CADAS is entitled to expect 

the highest standards of conduct from all volunteers and members of staff. This code is intended to 
provide guidance. It covers all staff, volunteers and anyone helping us carry out our work. 

b) These guidelines support our aims and values. 

2. Principles of this Code of Conduct 
 

1 Selflessness – taking decisions solely in terms of the aims and values of CADAS and not for 
financial or other material benefits for yourself, family or friends. 

2 Integrity – not placing yourself under any obligations, financially or otherwise, to outside 
individuals or organisations that might influence you in the performance of your duties. 

3 Objectivity – making certain that in the delivery of service you ensure impartiality and that 
choices are made on merit alone. 

4 Accountability – accepting accountability for your decisions and actions and submitting 
yourself to whatever scrutiny is appropriate. 

5 Openness – being as open as possible about all the decisions and actions that you take, 
giving reasons for your decisions and restricting information only when individual or 
commercial confidentiality clearly so demand. 

3. General Conduct 
Staff and volunteers are expected to carry out duties in accordance with CADAS’ policies and 
procedures.  
 
High standards of personal conduct are expected, together with courtesy, efficiency, reliability, 
sobriety and punctuality. 
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4. Financial Conduct 
a) All members of CADAS must ensure that funds and resources entrusted to them are used 

for the purpose intended and in a responsible and lawful manner. They should seek to 
safeguard such funds and resources from abuse, theft or waste.  

b) Awareness of, and observation of, CADAS’ financial regulations, standing orders                                  
and internal controls is important, when handling money or making financial decisions. 

5.  Confidential Reporting 
If you become aware of any deficiencies in service delivery, breach of this code or other 
procedures, or other impropriety, you are obliged to report it to the Service Manager(s). CADAS 
will ensure that this can be done without any fear of recrimination or punishment. 

6. Failure to follow the Code of Conduct 
Failure to comply with this code of conduct will be viewed as misconduct and will be dealt with 
according to our Disciplinary Policy and Procedures for staff and volunteers. 

7. Confidentiality 
Any information about clients, colleagues or other individuals must be regarded as strictly confidential. 
Such information may only be released outside the organisation with the written consent of the 
individual concerned. 
 
Exceptions to this will only be made in meeting overriding legal requirements e.g. 
Safeguarding/Child Protection and in such cases, permission is required from the Service 
Manager(s). 

8 Impartiality 
a)  In order to avoid any possible accusation of bias, staff and volunteers must not be involved 

in an appointment where they are related to the client, or have personal relationships with 
them outside CADAS. Any such relationship should be declared to the Service Manager(s) 
or Volunteer Coordinator. 

b) Similarly, any member must not be involved in any decisions relating to discipline, 
promotion or dismissal for anyone who is a relative, partner or close friend.  

9. Outside Activities 
a) Activities outside of CADAS are the private concern of any staff member or volunteer, but in 

some circumstances could overlap or conflict with CADAS’ interests. In all cases, activities 
need to be declared to the Service Manager(s). For example, the counting of CADAS clients 
and sessions for a private qualification would need to be declared. 

b) Members of CADAS must seek permission from the Service Manager(s) before undertaking 
outside activities if they overlap with CADAS duties in some way, if they arise through the 
member’s connection with CADAS or if they make use of material to which they have access 
by virtue of their association with CADAS. 
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10. Social Media  
a) CADAS recognises blogs, networking sites, and other social media as possible tools to support the 

Company’s operational goals. Employees must be mindful of their conduct when participate in 
social media as part of their job duties or at any time that they give the appearance of speaking on 
behalf of the Company or its affiliates; identify themselves as Company employees or as affiliated 
with the Company; or discuss the Company or its affiliates. 
 

b) Employees should be mindful that the things they say or do on social media are publicly available 
and searchable and may be forever accessible, which can be then associated to CADAS.  
 

c) Comments, expressions, and other postings on social media must be honest and respectful of 
others; respect confidential, personal, and proprietary information; and comply with applicable 
laws and CADAS policies. 
 

d) Being on social media on your mobile phone or computer while on company time, including but 
not limited to Facebook Messenger, Twitter, Instagram, or Pinterest, is also akin to being on a 
personal call while at work. Please do your best to focus during your work hours and check these 
applications during personal time like lunch breaks or at the end of the day. 

11. Use of Facilities 
 
No paid work for another organisation should be undertaken on CADAS premises, and no use 
should be made of any office facilities (such as telephone, postage, photocopying, printing etc) in 
connection with such work. This prohibition extends to unpaid or voluntary activity unless 
permission is obtained from the Service Manager(s). 

12. Gifts 
a) Staff and volunteers must not accept cash or personal gifts with a significant monetary value 

under any circumstances. Items of nominal value, such as chocolates, flowers and similar 
items may be accepted and the Supervisors and Service Manager(s) must be informed. 

b) Personal gifts may not be solicited under any circumstances. 
 
13. Driving on Organisation Business 

a) You must ensure your vehicle is insured for business use and you will be required to produce 
evidence of adequate cover. 

b) Any additional charge incurred by you as a result of ensuring that your vehicle is insured for 
business use, can be reclaimed from CADAS subject to appropriate evidence. 

c) On the occasion of any incident involving your vehicle whilst being driven on CADAS business, you 
must make a full, honest written report of the occurrence whether or not personal injury or vehicle 
damage is involved. 

d) You must immediately report to your Line Manager any type of damage sustained to your vehicle 
whilst being used on CADAS business, no matter how minor. 
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e) CADAS has an ongoing obligation to ensure the health, safety and welfare of all their employees 
and volunteers.  This also extends to when other members of staff or volunteers are travelling with 
you in your own vehicle whilst on CADAS business.  If this is the case, you are not permitted to 
smoke whilst any passengers are in the vehicle with you. 

f) You must immediately report to your Line Manager any type of driving conviction or summons 
which may lead to a conviction.  All fines resulting from convictions or other offences are your own 
responsibility. 

g) At all times when driving on CADAS business, you must abide by the relevant appropriate statutory 
regulations. 

h) Security measures must be followed at all times for the safe-keeping of the vehicle and its contents 
i.e. when unattended for any period of time (this includes whilst on a petrol station forecourt) the 
vehicle must be locked securely.  If it is reasonable and appropriate to do so, items of value must 
be removed.  If this is not appropriate, items of value along with any other contents of the vehicle, 
should not be left in open view. 

i) Under no circumstances must you drive on behalf of CADAS whilst you are under the influence of 
any medication or drugs (whether prescribed or not), alcohol or substance that is likely to affect 
your driving efficiency, awareness, concentration or safety. 

14.  Declaration of Interests 
a) Staff and volunteers must ensure that their private or personal interests do not influence any 

decisions that they make at CADAS and that their position is not used for personal gain of 
any sort either for themselves directly, or friends, family or associates. 

b) If you are present at a Board or Committee meeting which is discussing an item that poses 
a conflict of interest for you, you should declare that interest. If the conflict is clear and 
substantial then you will take no part in that discussion or decision. 


