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Staff Code of Conduct and Professional Standards 
1.
Aims & Objectives

This code applies to all staff at Tollymore National Outdoor Centre – both full time and part time.

Given that staff at Tollymore National Outdoor Centre are public servants, it is reasonable that they should reflect the core values expected by society of those in public office and as outlined in the Northern Ireland Civil Service Staff Code of Conduct i.e. integrity, honesty, objectivity and impartiality. 
1.1 ‘Integrity’ is putting the obligations of public service above your own personal interests.

1.2 ‘Honesty’ is being truthful and open.

1.3 ‘Objectivity’ is basing your advice and decisions on rigorous analysis of evidence

1.4 ‘Impartiality’ is acting solely according to the merits of the case and serving equally well people of different gender and sexual orientation as well as political, religious, ethnicity persuasions. 

2. Standards of Behaviour 
2.1 Integrity

Staff must: 

· Deal with the students on courses, potential customers, key stakeholders and the general public courteously, enthusiastically, fairly, efficiently, promptly, effectively and sensitively, to the best of their ability.

· Fulfil duties and obligations responsibly.
· Be professional, ensuring that they:

· Are punctual for courses and meetings
· Honour arrangement
· Are fully prepared

· Are appropriately dressed for the activity in which he/she is engaged (Physical /social /formal/informal/representative)

· Observe personal hygiene standards

· Be certain that his/her language will neither cause embarrassment nor offence.

· Are aware of the implications of body language

· Are careful to ensure that his/her usage of legal drugs, (Alcohol, nicotine, medication etc.) does not affect their professional ability tor judgement. 
· Make sure public money and other resources including centre equipment are used properly, efficiently and are treated with the utmost respect
· Handle information as openly as possible within the legal framework.
· Underpin the professionalism of The Service by making returns and keeping records as required by Governing Bodies or Sport NI
· Comply with the law and uphold the administration of justice. 
Staff must not: 

· Misuse their official position, for example by using information acquired in the course of official duties to further their private interests or those of others.

· Accept gifts or hospitality or receive other benefits from anyone which might reasonably be seen to compromise your personal judgement or integrity.

· Disclose official information about any aspect of the centre’s operations, systems or workings without authority. 

· Malign or undermine in any way the centre or its operations to either students or other parties
2.2 Honesty 
Staff must: 

· Set out the facts and relevant issues truthfully, and correct any errors as soon as possible

· Use resources only for the authorised purposes for which they are provided. 

· Ensure that all equipment is fully signed out and returned as required.

· Ensure that all food partaken is fully paid for through the office where it is not provided as part of a course.

Staff must not: 
· Deceive or knowingly mislead students, potential customers, or the public.

· Be influenced by improper pressures from others for the prospect of personal gain. 

2.3 Objectivity 
Staff must: 

· Provide information and advice, on the basis of the evidence, and accurately present any options and facts

· Take decisions on based on the facts that are presented.
· Take due account of technical, expert and professional advice. 

Note TNOC recognises that in the outdoor environment – decision making is based on previous experience, the instructor’s ability and an empathy with the group and therefore decisions always have an element of subjectivity within them.
Staff must not: 
· Ignore inconvenient facts or relevant considerations when providing advice or making decisions.

· Frustrate the implementation of policies once decisions are taken by declining to take, or abstaining from, action which flows from those decisions. This is especially important in relation to policies and procedures for the management of risk in the outdoor environment.
2.4 Impartiality 
Staff must: 

· Carry out their responsibilities in a way that is fair, just and equitable and reflects the centre’s commitment to equality and diversity and the obligations of Sport Northern Ireland under Section 75 of the Northern Ireland Act 1998. 

Staff must not: 

· Act in a way that unjustifiably favours or discriminates against particular individuals or interests. 

2.5 Political Impartiality 
Staff must: 

· Support and serve students, potential customers and the general public whatever their political persuasion, to the best of their ability in a way which maintains political impartiality and is in line with the requirements of this Code, no matter what their own political beliefs are.

· Act in a way which deserves and retains the confidence of both customers and managers within SNI and DCAL, while at the same time ensuring that you will be able to establish the same relationship with those whom you may be required to serve in the future.

· Comply with any restrictions that have been laid down on your political activities. 

Staff must not: 

· Act in a way that is determined by party political considerations , or use official resources for party political purposes

· Allow personal political views to determine any advice given or actions undertaken. 

3. Other considerations. 
3.1 
Dealing with people 

In order to achieve an optimum training and / or outdoor experience staff at TNOC must: - 

· Show interest in and enjoy the company of others.

· Be tolerant of different views, values and beliefs.

· Be an enabler in the support of the development of people’s skills.

· Be aware that although touching is often a very important way of offering support, comfort, and reassurance, it is also open to misperception and misinterpretation - touch should be used with the greatest care and consideration.

· Be aware that minimal reasonable force may be used, only as a last resort, and only as a means of restraint as per the TNOC reasonable force policy.

· Always remember that the use, or promotion, of illegal substances is a criminal offence and should be treated accordingly.

· Be conscious that any physical relationship entered into by the instructor should reflect the ethos and professional standards of the centre.

With respect to specific issues in dealing with young people staff must:

· Be aware that aggressive physical contact between staff and young persons is illegal.

· Always remember that a person under the age of 17 years cannot, in law, give consent to sexual activity.

· Be prepared to articulate for young people to ensure that their rights are recognised.

· Be respectful of the young person's trust.

Dealing with and challenging inappropriate behaviour
· No matter how skilfully and sensitively people are managed, a small minority will occasionally engage in aggressive or inappropriate behaviour, which may threaten the safety or even the enjoyment of other people and staff. 

· Where such behaviour is manifested by a young person the member of staff should in the first instance refer the matter to a visiting member of staff.

· However, if the member of staff is unavailable or is not dealing with the behaviour effectively the instructor may need to suspend any activity and return to the centre where the matter will be discussed with the centre manager.

· If the young person becomes extremely uncooperative or aggressive the instructor may need to use restraint as per the reasonable force policy.

· If the behaviour is manifested by an adult the instructor should request that they desist – but if they fail to do so then the activity may be suspended and the group return to the centre whereupon the matter will be discussed with the centre manager.

· Behaviour, language and insinuation by a group member that is racist, sexist, degrading to particular communities should all be deemed as inappropriate. 

3.2
Colleagues

Consistency and communication leads to effective understanding, harmony, discipline, and positive reinforcement of the aims and objectives of the centre and this consistency must be apparent in interpersonal relationships with both colleagues and customers. Staff must show equal understanding and consideration towards their colleagues as well as to the customers. 
Therefore staff must: - 

· Be mindful that working in Tollymore is essentially team work to ensure that customers have a high quality experience in the adventure activities and the facilities and services offered back at the centre.
· Remain on duty for the duration of any required session

· Be available for and open to training to improve skills, knowledge, attitudes, and understanding 

· Ensure that training requirements are recognised and receive the necessary attention and encourage team training at every level.
3.3 The Centre 

The environment in which adventure activities and the residential experience is delivered should reflect the value, which is placed on the customers. All staff have a responsibility for creating an environment, which is warm, attractive and inviting to people in which they can feel safe and valued. 
Staff therefore will: 
· Contribute both directly and indirectly to a safe, clean and welcoming centre environment 

· Expect and encourage the students to respect a smoke free environment - with a designated smoking area. 

· Greet and welcome students and visitors arriving at the centre and follow due procedures.

· Ensure that everyone connected with the centre is involved in the promotion of hygiene, cleanliness and healthy lifestyles. 

· Update information on notice boards.
· Ensure equipment in use is safe and in good condition at all times.
· Ensure that staffing ratios in operation are appropriate to the activities 

· Participate in the implementation of and publicly support the policies of the centre
· Ensure that a designated person is on hand and available to administer First Aid in an emergency.
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