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INTRODUCTION

Purpose

The Code of Conduct outlines the standards of behaviour and professionalism expected from everyone
associated with SNIPEF Training Services Ltd (STS). Its purpose is to:

T
)l

)l
)l

Promote a culture of integrity, respect, and ethical decision making.

Ensure a safe, inclusive, and supportive environment for apprentices, employers, staff, contractors,
and college partners.

Protect the reputation of STS and uphold the values of the Plumbing and Heating Industry.

Provide clear guidance on appropriate conduct to foster trust, accountability, and mutual respect
across all interactions.

By adhering to this Code, individuals contribute to a positive and professional environment where everyone
can thrive, collaborate effectively, and achieve their full potential.

Scope

This policy applies to:

)l
1
)l

)l
)l

Apprentices: Engaged in Modern Apprenticeships in Plumbing and Heating and attending training
or workplace settings.

Employers: Hosting apprentices and partnering with STS to provide practical training and
mentorship.

SNIPEF Staff: Including Regional Training Officers, Regional Support Officers, Administrators,
Management and other team members.

Contractors and Suppliers: Providing goods or services on behalf of STS.

College Partners: Delivering education and training to apprentices in collaboration with STS.

The Code of Conduct is applicable across all settings related to STS operations, including workplaces,
training environments, and digital or online platforms. It sets clear expectations to ensure consistent
professional behaviour, safeguarding the wellbeing and success of all individuals involved.
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CORE VALUES AND PRINCIPLES

At STS, our commitment to fostering a professional, inclusive, and safe environment is guided by a set of
core values and principles. These values form the foundation of our Code of Conduct and underpin all
interactions within our organisation and its partnerships.

Our Commitment

)l
)l
)l
)l

Respect: We treat everyone with dignity and fairness, valuing diverse perspectives and contributions.
Inclusion: We promote equality and create an environment where everyone feels welcomed,
supported, and valued.

Professionalism: We uphold the highest standards of conduct, integrity, and accountability in all
aspects of our work.

Safety: We are committed to safeguarding the wellbeing of apprentices, staff, and all those
associated with STS, ensuring a secure and supportive environment for learning and development.

Alignment with British Values

STS is dedicated to promoting and embedding fundamental British values into its culture and operations.
These values include:

T

Democracy: Encouraging apprentices, employers, and staff to have a voice, actively participate, and
respect decision making processes.

Rule of Law: Adhering to legal frameworks, policies, and ethical guidelines that govern the workplace

and training environments.

Individual Liberty: Supporting individual sd freedom to mak:
respect others and maintain safety.

Mutual Respect: Recognising and valuing differences while fostering positive and respectful
interactions among all individuals.

Tolerance: Promoting understanding and acceptance of different beliefs, cultures, and viewpoints to

build strong, cohesive working and learning environments.

By adhering to these core values and principles, everyone associated with STS contributes to a professional,
inclusive, and respectful culture that reflects our organisational ethos and strengthens the Plumbing and
Heating industry.
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WHAT IS A CODE OF CONDUCT?

A CODE OF CONDUCT IS A SET OF GUIDING
PRINCIPLES AND RULES THAT OUTLINE THE
EXPECTATIONS FOR BEHAVIOUR AND ETHICAL
STANDARDS WITHIN AN ORGANISATION. IT SERVES
AS A FRAMEWORK FOR PROMOTING FAIRNESS,
RESPECT, AND PROFESSIONALISM, ENSURING THAT
ALL MEMBERS WHETHER EMPLOYEES,
APPRENTICES, OR STAKEHOLDERS UNDERSTAND
THEIR RESPONSIBILITIES AND OBLIGATIONS. BY
ADHERING TO A CODE OF CONDUCT, WE CREATE A
POSITIVE WORK ENVIRONMENT THAT FOSTERS
TRUST, INTEGRITY, AND ACCOUNTABILITY, ALIGNING
EVERYONE WITH THE ORGANISATION'S CORE
VALUES AND OBJECTIVES.
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PROFESSIONAL CONDUCT

STS expects all individuals associated with the organisation, including apprentices, employers, staff,
contractors, and college partners, to demonstrate professionalism in every aspect of their work and training.
Upholding these standards ensures a positive, productive, and respectful environment for all.

Expectations for Behaviour

To maintain the highest level of professionalism, individuals are required to adhere to the following standards:

T

Punctuality: Arrive on time for work, training sessions, meetings, and any other scheduled
commitments. Consistent punctuality demonstrates respect for others' time and dedication to
responsibilities.

Reliability: Fulfil assigned duties and responsibilities promptly and to the best of your ability. Inform
appropriate parties in advance if you are unable to meet commitments or deadlines.

Teamwork: Collaborate effectively with colleagues, apprentices, employers, and partners. Respect
diverse perspectives and foster a spirit of cooperation to achieve shared goals.

Confidentiality: Safeguard sensitive information about apprentices, employers, and the organisation.
Avoid sharing or discussing confidential matters unless authorised and required for legitimate
purposes.

Adherence to Company Policies: Comply with all STS policies and procedures, including those
related to safeguarding, Prevent, health and safety, and equality and diversity. Uphold the
organisation's reputation by ensuring actions and decisions align with its values and guidelines.

Professional Conduct in Online Spaces

With the increasing use of digital platforms for communication and training, professional conduct extends to
online interactions. Individuals are expected to:

)l
)l
)l

1

Use online platforms responsibly and for their intended purposes.

Refrain from posting or sharing inappropriate or offensive content.

Maintain a respectful tone in all online communications, including emails, messaging apps, and social
media.

Protect organisational and personal data in compliance with data protection regulations.

By adhering to these professional conduct standards, everyone within the STS network contributes to a
respectful, efficient, and high-performing workplace and training environment.
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RESPECTFUL WORKPLACE

STS is committed to fostering a respectful, inclusive, and supportive environment where everyone feels
valued and safe. A respectful workplace is essential to promoting collaboration, productivity, and the
wellbeing of all apprentices, employers, staff, contractors, and college partners.

Promoting Mutual Respect, Tolerance, and Inclusivity
At STS, we uphold the following principles to ensure a respectful workplace:

1 Mutual Respect: Treat all individuals regardless of their role, background, or beliefs with courtesy,
kindness, and professionalism.

9 Tolerance: Embrace and celebrate diversity, recognising that everyone has unique perspectives and
experiences.

1 Inclusivity: Create an environment where everyone feels welcome, supported, and empowered to
contribute their skills and ideas.

Prohibition of Bullying, Harassment, Discrimination, and Inappropriate Behaviour

STS has a zero-tolerance approach to any behaviour that undermines the dignity or safety of others. The
following behaviours are strictly prohibited:

1 Bullying: Repeated and intentional actions or comments that intimidate, degrade, or humiliate
another individual.

1 Harassment: Any unwelcome behaviour that creates an intimidating, hostile, or offensive
environment, including sexual harassment or harassment based on protected characteristics such as
race, gender, religion, or disability.

9 Discrimination: Treating someone unfairly or less favourably due to their age, gender, ethnicity,
religion, disability, sexual orientation, or any other protected characteristic.

1 Inappropriate Behaviour: Any conduct verbal, physical, or digital that is disrespectful, offensive, or
unprofessional.

Responsibilities of All Individuals

To maintain a respectful workplace, everyone associated with STS is expected to:

Lead by example, demonstrating respect and professionalism in all interactions.

Speak up if they witness or experience inappropriate behaviour, using the reporting mechanisms

outlined in STS policies.
9 Support colleagues, apprentices, and partners in fostering an inclusive and tolerant environment.

il
)l

Commitment to Action

STS is dedicated to addressing concerns related to workplace respect swiftly and effectively. Any reports of
bullying, harassment, discrimination, or inappropriate behaviour will be thoroughly investigated in line with
our safeguarding and grievance procedures. By working together, we can ensure that all individuals feel
valued, respected, and empowered to succeed.
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PROFESSIONAL CONDUCT

PROFESSIONAL CONDUCT REFERS TO THE
BEHAVIOURS, ATTITUDES, AND ACTIONS THAT
REFLECT THE STANDARDS OF
PROFESSIONALISM EXPECTED IN THE
WORKPLACE. IT ENCOMPASSES TREATING
COLLEAGUES, CLIENTS, AND STAKEHOLDERS
WITH RESPECT, MAINTAINING INTEGRITY IN ALL
ACTIONS, AND DEMONSTRATING COMPETENCE
| N ONEGOS WORK. ‘ADHERI NG T
CONDUCT MEANS CONSISTENTLY UPHOLDING
ETHICAL STANDARDS, COMMUNICATING
EFFECTIVELY, AND FULFILLING
RESPONSIBILITIES WITH DEDICATION AND
ACCOUNTABILITY. BY PRACTICING
PROFESSIONAL CONDUCT, WE CONTRIBUTE TO
A POSITIVE, RESPECTFUL ENVIRONMENT THAT
FOSTERS COLLABORATION, TRUST, AND THE
SUCCESS OF BOTH INDIVIDUALS AND THE
ORGANISATION AS A WHOLE.
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HEALTH AND SAFETY

STS is committed to ensuring the health, safety, and wellbeing of everyone involved in our training
programme, workplaces, and educational environments. Maintaining a safe environment is a shared
responsibility, requiring the active participation and vigilance of apprentices, employers, STS staff,
contractors, and college partners.

Responsibilities for Maintaining a Safe Working and Learning Environment
To create and sustain a safe environment, STS expects all individuals to:

1 Follow Health and Safety Guidelines: Adhere to all relevant health and safety policies, laws, and
regulations, both on-site and during training activities.

i Participate in Safety Training: Complete any required health and safety training and apply this
knowledge to daily tasks and practices.

1 Promote Awareness: Stay informed about potential hazards and encourage others to prioritise
safety.

1 Use Equipment Properly: Ensure all tools, materials, and equipment are used according to
instructions and maintained in a safe condition.

Adherence to Safety Protocols

STS requires strict adherence to safety protocols to minimise risks in both work and training environments.
These include:

1 Wearing appropriate personal protective equipment (PPE) as required.

1 Following safe work practices for handling tools, machinery, and materials.

9 Observing safety signs, rules, and procedures at all times.

1 Reporting hazards or potential risks immediately to the appropriate authority.

Reporting Unsafe Practices

Maintaining a safe environment requires the proactive identification and reporting of unsafe conditions or
behaviours. Individuals are encouraged to:
1 Report any accidents, near misses, or unsafe practices immediately to their supervisor, employer, or
Regional Training Officer (RTO).
1 Document safety concerns using the appropriate reporting channels or forms provided by STS.
9 Collaborate with employers and STS staff to implement corrective actions where necessary.

Commitment to Safety

STS is dedicated to:
I Conducting regular risk assessments to identify and mitigate potential hazards.
9 Promoting a culture where health and safety are integral to all activities.
1 Responding swiftly and effectively to reports of unsafe conditions or incidents.

By working together and prioritising health and safety, we can ensure that all apprentices, employers, and
staff operate in environments that promote wellbeing, reduce risks, and allow for successful learning and
professional growth.
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SAFEGUARDING AND PREVENT RESPONSIBILITIES

At STS, safeguarding and Prevent are integral to our commitment to creating a safe, respectful, and inclusive
environment for apprentices, employers, staff, contractors, and college partners. Everyone involved in our
programme has a responsibility to uphold these values and act in accordance with safeguarding and Prevent
policies.

Obligation to Follow Safeguarding and Prevent Policies

1 Adherence to Policies: All apprentices, employers, STS staff, and associated partners are required
to familiarise themselves with and follow the organisat i onés saf eguarding and

1 Commitment to Protection: These policies aim to protect individuals from harm, including risks
associated with abuse, neglect, radicalisation, or extremism, ensuring a safe and supportive
environment for everyone.

1 Mandatory Training: Participation in safeguarding and Prevent training sessions is expected to
ensure all individuals understand their roles and responsibilities.

Encouraging Reporting of Concerns
Recognising and addressing risks promptly is essential to safeguarding. STS encourages all individuals to:

1 Be Vigilant: Stay alert to signs of potential harm, including radicalisation, extremism, abuse, or other
risks to safety.

1 Report Concerns Promptly: Raise any safeguarding or Prevent related concerns with the
designated Safeguarding Officer, a Regional Training Officer (RTO), or an employer. Concerns can
also be documented using the Safeguarding Reporting Form.

1 Confidentiality and Support: All reports will be handled with the utmost care, ensuring confidentiality
while prioritising the safety of those involved.

1 Act Without Fear: STS fosters a culture where reporting concerns is encouraged, without fear of
retaliation or judgment.

Commitment to a Safe Environment
STS is dedicated to fostering a culture of safeguarding and inclusivity by:

1 Promoting Awareness: Regularly sharing updates, resources, and best practices related to
safeguarding and Prevent.

I Collaborating with Partners: Working closely with colleges, employers, and external agencies to
address concerns effectively and implement preventive measures.

9 Protecting Vulnerable Individuals: Ensuring that all apprentices and stakeholders are protected
from harm and supported throughout their learning and working experiences.

By collectively prioritising safeguarding and Prevent responsibilities, we can ensure that everyone involved
in STS programme contributes to a safe, respectful, and inclusive environment where apprentices can thrive.
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RESPONSIBILITIES

RESPONSIBILITIES REFER TO THE DL
AND OBLIGATIONS EASBIVIDUAL HAS
WITHIN THE ORG/MITION, WHETHER
RELATED TO THEIR ROLE, COLLEAGL
THE BROADER GOALS OF THE TEAM.
FULFILLING RESPONSIBILITIES MEAN
.9LbD '/ /h!'be¢!.[9
ACTIONS, COMPLETING TASKS TO TH
Fokic e mEEgelr 1) [ L
CONTRIBUTING POSITIVELY TO THE
OVERALL SUCCESSKE
ORGANSATION. IT ALSO INVOLVES BE
PROACTIVE, RELIABLE, AND RESPON
TO THE NEEDS OF OTHERS, WHILE
ENSURING THAT COMMITMENTS ARE
WITHIN THE AGREEBON TIMELINES.
EMBRACING OUR RESPONSIBILITIES
ENSURES A STRONGLLABORATIVE,
AND EFFICIENT WORKING ENVIRONM
WHERE EVERYONE CAN THRIVE.
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USE OF RESOURCES AND TECHNOLOGY

At STS, the appropriate and responsible use of resources and technology is critical to maintaining
professionalism, safeguarding individuals, and fostering a productive learning and working environment.

Acceptable Use of Workplace Tools, Materials, and Digital Platforms

1 Workplace Resources: Apprentices, employers, and staff must use tools, equipment, and materials
responsibly, ensuring they are handled safely and solely for their intended purposes. Misuse, damage,
or theft of resources is strictly prohibited.

91 Digital Platforms: Access to digital systems, including email, training portals, and e-portfolio
platforms like OneFile, must be for legitimate work, training, or educational purposes only. Personal
use is permitted only if it does not interfere with professional responsibilities or violate organisational
guidelines.

1 Software and Licenses: Only authorised software and licensed materials may be used on
organisational devices. Unauthorised downloads, installations, or modifications are not permitted.

Addressing Online Safety

1 Safe Internet Use: All apprentices, employers, and staff must exercise caution when using the
internet to avoid exposure to harmful content, malware, or phishing attempts. Links and attachments
should be opened only from trusted sources.

1 Preventing Cyber Risks: Everyone is expected to adhere to the Prevent Policy, ensuring that online
activities do not expose individuals to radicalisation, extremism, or inappropriate content.

9 Protecting Personal Information: Safeguard personal data by following data protection laws and
organisational guidelines. Sharing sensitive information online without proper authorisation is
prohibited.

Misuse of Technology

1 Prohibited Activities: Using STS or employer resources to access, create, or distribute
inappropriate, illegal, or harmful content is strictly forbidden. This includes harassment, bullying, or
discriminatory behaviour on digital platforms.

1 Monitoring and Accountability: Digital platforms associated with STS may be monitored to ensure
compliance with policies. Unauthorised access, sharing of credentials, or bypassing security
measures is considered a violation of the Code of Conduct.

Social Media Guidelines

1 Professional Conduct Online: Apprentices, employers, and staff must uphold the organisat i on 6 :
values when engaging on social media platforms. Posts, comments, or content that could harm the
reputation of STS or its stakeholders are prohibited.

I Respecting Boundaries: Avoid sharing sensitive information about STS, its programme, or
individuals without proper consent.

1 Cyberbullying and Harassment: Any form of harassment, bullying, or discriminatory behaviour on
social media will be treated as a serious breach of conduct.

By ensuring the responsible use of resources and technology, STS promotes a safe, respectful, and
professional environment that supports the success of apprentices and stakeholders alike.
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CONFIDENTIALITY AND DATA PROTECTION

At STS, maintaining confidentiality and protecting data is essential to fostering trust, safeguarding individuals,
and complying with legal requirements. All apprentices, employers, and staff are expected to handle sensitive
information with care and integrity.

Maintaining Confidentiality

1 Sensitive Information: Apprentices, employers, and staff may encounter confidential information
regarding individuals, business operations, or organisational practices. This information must not be
disclosed to unauthorised individuals or shared without explicit permission.

1 Professional Conduct: Discussions about apprentices, employers, or colleagues should remain
professional and appropriate, whether in the workplace, college settings, or online. Gossip,
speculation, or unnecessary sharing of personal details is prohibited.

9 Safe Storage of Information: All physical and digital records containing sensitive information must
be securely stored. Access should be restricted to authorised personnel only.

Data Protection and GDPR Compliance

1 Legal Obligations: STS is committed to complying with the General Data Protection Regulation
(GDPR) and other relevant data protection laws. This includes the secure handling, processing, and
storage of personal data.

1 Apprentices and Employers: Personal information about apprentices and employers, such as
contact details, learning records, or safeguarding concerns, must be handled in line with GDPR
requirements.

1 Consent and Transparency: Data should only be collected and used for specific purposes, with
clear consent from the individual where required. Individuals must be informed about how their data
is used, stored, and shared.

Safeguarding Sensitive Information

1 Access Control: Only authorised individuals should have access to sensitive information. Sharing
passwords, login details, or access credentials is strictly prohibited.

1 Reporting Breaches: Any loss, theft, or unauthorised access to sensitive information must be
reported immediately to the relevant department or the Safeguarding Officer to ensure swift action
and compliance with legal obligations.

I External Sharing of Data: Information must not be shared with third parties, such as external
organisations or individuals, without proper authorisation or a clear legal basis.

By upholding confidentiality and adhering to data protection regulations, STS ensures the privacy, dignity,
and safety of apprentices, employers, and staff, fostering a professional and trustworthy environment for all.
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GENERAL DATA PROTECTION
REGULATION

THE GENERAL DATA PROTECTION
REGULATION (GDPR) IS A SET OF
REGULATIONS DESIGNED TO PROTE(
PRIVACY AND PERSONAL DATA OF
INDIVIDUALS. IT OUTLINES HOW
ORGANATIONS MUSTOLLECT, STORE
AND PROCESS PERSONAL INFORMAT
ENSURING TRANSPARENCY, CONSENM
AND SECURITY AT EVERY STAGE. UN
GDPR, INDIVIDUALS HAVE THE RIGHT
ACCESS, CORRECT, AND REQUEST T
DELETION OF THEIR PERSONAL DAT/
ORGANRATIONS MUST COMPLY WITH
THESE RIGHTS WHILE SAFEGUARDIN
SENSITIVE INFORMATION FROM MISL
OR UNAUTHOHD ACCESS. BY
ADHERING TO GDPR, WE DEMONSTR
OUR COMMITMENT TO MAINTAINING
TRUST, RESPECTING PRIVACY, AND
PROTECTING THE RIGHTS OF ALL
STAKEHOLDERS.
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REPORTING CONCERNS

At STS, maintaining a professional and ethical environment relies on individuals reporting breaches of the
Code of Conduct in a timely and responsible manner. All reports will be handled with care, ensuring
confidentiality and protection for those raising concerns.

When to Report a Concern
You should report a breach of the Code of Conduct if you witness or suspect:

Inappropriate behaviour, including bullying, harassment, or discrimination.

Non-compliance with safeguarding or Prevent policies.

Misuse of company resources, breaches of confidentiality, or unsafe practices.

Any actions that compromise the integrity, professionalism, or safety of the workplace or training
environment.

=A =4 =4 =

How to Report a Concern
STS provides multiple ways for individuals to raise concerns:

1 Speak Directly to a Trusted Individual: Concerns can be shared with your Regional Training Officer
(RTO), Manager, or the Safeguarding Officer.

1 Complete the Reporting Form: A formal Code of Conduct Reporting Form is available to document
concerns. This can be submitted confidentially to the designated contact person.

1 Contact the Safeguarding Officer Directly: For sensitive or urgent matters, individuals can reach
out to the Safeguarding Officer to ensure prompt action is taken.

Confidentiality and Non-Retaliation

1 Confidential Handling of Reports: All concerns will be treated with the utmost confidentiality.
Information will only be shared with those directly involved in addressing the issue.

91 Protection from Retaliation: STS is committed to protecting individuals who report concerns in good
faith. Retaliation, harassment, or victimisation of those who raise concerns is strictly prohibited and
will result in disciplinary action.

1 Anonymity: If preferred, reports can be made anonymously. However, providing contact details can
help ensure a more thorough investigation.

What Happens Next?
Once a concern is reported:

1 It will be reviewed promptly by the relevant individual or team, such as the Safeguarding Officer or
Management.

An investigation will be conducted, if necessary, in line with STS policies and procedures.
Appropriate actions will be taken to address the issue, ensure accountability, and prevent future
breaches.

)l
)l

By providing clear reporting mechanisms and safeguarding those who come forward, STS ensures a culture
of accountability, professionalism, and respect in all areas of operation.
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DISCIPLINARY ACTIONS

At STS, adherence to the Code of Conduct is essential to maintaining a professional, respectful, and safe
environment. Any breach of the Code of Conduct will be taken seriously and addressed in accordance with
STS's grievance and disciplinary procedures.

Conseguences for Breaching the Code
Depending on the nature and severity of the breach, disciplinary actions may include:

)l
)l
)l
)l

Verbal Warning: For minor infractions or first time breaches, a verbal warning may be issued to
address the behaviour and prevent recurrence.

Written Warning: Repeated or more serious breaches may result in a formal written warning,
outlining the misconduct and the required improvements.

Suspension: For serious breaches, individuals may be suspended from duties or training pending
further investigation.

Termination of Employment/Engagement: Severe or repeated breaches may result in dismissal or
termination of the apprenticeship, employment, or contractual relationship.

Grievance and Disciplinary Procedures

All disciplinary actions will be conducted in line with STS's grievance and disciplinary procedures, ensuring:

)l
1
)l

Fairness and Transparency: Investigations and decisions will be carried out impartially and based
on clear evidence.

Right to Respond: Individuals accused of breaching the Code will have the opportunity to present
their account of the situation.

Right to Appeal: Those subject to disciplinary action have the right to appeal decisions if they believe
the outcome was unjust.

Zero-Tolerance Approach

STS has a zero-tolerance approach to:

)l
)l
)l

Bullying, harassment, or discrimination.
Behaviour that undermines safeguarding or Prevent responsibilities.
Actions that compromise the safety or integrity of the workplace or training environment.

Encouraging Compliance and Accountability

STS encourages all apprentices, employers, staff, and partners to:

|l

Familiarise themselves with the Code of Conduct and understand the expectations.

9 Take responsibility for their actions and decisions.
1 Support a culture of accountability by reporting breaches promptly and appropriately.

By outlining clear disciplinary actions, STS reinforces the importance of the Code of Conduct in fostering a
positive, professional, and safe environment for everyone involved.
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REPORTING CONCERNS

REPORTING CONCERNS IS AN ESSENTIAL
OFMAINTAINING A SAFE, ETHICAL, AND
ACCOUNTABLE ENVIRONMENT. WHETHER
POTENTIAL VIOLATION OF THE CODE OF
CONDUCT, A BREACH OF PROFESSIONAL
CONDUCT, OR ANY OTHER ISSUE THAT AF
THE WELLBEING OF INDIVIDUALS OR THE
ORGANRATION, REPORTING ALLOWS FOR
EARLY IDENTIFICATION AND RESOLUTION
PROBLEMS. WE ENCOURAGE EVERYONE
SPEAK UP IF THEY HAVE CONCERNS, ENS
THAT ANY ISSUES ARE ADDRESSED PRON
AND FAIRLY. CONFIDENTIALITY AND
PROTECTION AGAINST RETALIATION WILL
MAINTAINED FOR ALL INDIVIDUAL®WHAISE
CONCERNS IN GOOD FAITH, AS WE STRIV|
CREATE A SUPPORTIVE AND TRANSPARE]
WORKPLACE FOR ALL.
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CONFLICT OF INTEREST

At STS, we are committed to maintaining transparency, fairness, and professionalism across all our
operations. To uphold these values, it is essential to identify, disclose, and appropriately manage any conflicts
of interest that may arise.

What Is a Conflict of Interest?

A conflict of interest occurs when an individual 6s
interfere with their ability to act impartially and in the best interests of STS or its stakeholders.
Examples of Conflicts of Interest
Conflicts of interest may include, but are not limited to:
9 Financial Interests: An individual benefits financially from decisions they make on behalf of STS
(e.g., awarding contracts to a family member 6s
1 Favouritism: Providing preferential treatment to certain apprentices, colleagues, or employers based
on personal relationships or biases.
1 Competing Responsibilities:Hol di ng external roles or commit me
duties at STS.
1 Gifts and Hospitality: Accepting gifts, Favors, or hospitality that could influence decision-making.

Disclosing Conflicts of Interest

STS requires all apprentices, employers, staff, and contractors to:

)l
)l
)l

Identify Potential Conflicts: Be vigilant about situations where personal interests may conflict with
professional responsibilities.

Disclose Promptly: Notify the relevant manager, supervisor, or the Senior Leadership Team as soon
as a potential or actual conflict is identified.

Complete a Disclosure Form: If required, complete a formal Conflict of Interest Disclosure Form to
document and assess the situation.

Managing Conflicts of Interest

Once a conflict of interest is disclosed, STS will:

|l
)l

Assess the Situation: Review the details of the conflict to determine its potential impact.
Implement Safeguards: Take appropriate steps to mitigate risks, such as reassigning
responsibilities, restricting involvement in decision making, or requiring the individual to recuse
themselves from specific situations.

Monitor Compliance: Ensure ongoing monitoring and transparency to prevent any recurrence of
conflicts.

Preventing Conflicts of Interest

To minimise conflicts, STS encourages:

i Transparency: Open communication about roles, responsibilities, and interests.
Follow us on social media: o o @SNIPEFtraining Skills /
Development y
SNIPEF Training Services Ltd. is a limited company registered in Scotland. Registered No. SC082700 Scotland

Registered office: Bellevue House, 22 Hopetoun Street, Edinburgh EH7 4GH.

k


https://scottishlivingwage.org/employer-directory/snipef-ltd/
mailto:training@snipef.org
http://www.becomeaplumber.org/
https://www.skillsdevelopmentscotland.co.uk/
https://www.facebook.com/SNIPEFtraining
https://twitter.com/snipeftraining
https://www.instagram.com/snipeftraining/

& SNIPEF

TRAINING SERVICES

SNIPEF Training Services Ltd
Bellevue House, 22 Hopetoun Street, Edinburgh, EH7 4GH
B :0131524 1245 :training@snipef.org &: www.becomeaplumber.org

1 Awareness Training: Regular training to help staff and stakeholders recognise and address potential
conflicts.

1 Adherence to Policies: Following organisational policies on procurement, recruitment, and decision
making to ensure fairness and impatrtiality.

Accountability

Failure to disclose or appropriately manage a conflict of interest may result in disciplinary action, as outlined
in the Disciplinary Actions section of this Code of Conduct.

By addressing conflicts of interest transparently and proactively, STS ensures that decisions are made in the
best interests of apprentices, employers, and the organisation as a whole.

DRESS CODE AND PERSONAL PRESENTATION

At STS, maintaining a professional appearance is essential in fostering a respectful and safe environment
for apprentices, staff, and employers. The following guidelines outline expectations for dress and hygiene in
both workplace and training environments.

Expectations for Appropriate Dress
Workplace Attire

1 Industry Specific Requirements: For Plumbing and Heating environments, individuals must wear
suitable workwear, including Personal Protective Equipment (PPE), such as:
9 Safety boots.
1 Hard hats.
1 Gloves.
1 High-visibility vests, where applicable.

1 Functionality and Safety: Clothing should be clean, durable, and appropriate for the tasks being
performed, ensuring freedom of movement while adhering to safety regulations.

Training and Office Environments

I Smart Attire: In classroom or office settings, individuals are expected to dress smartly yet
comfortably, avoiding overly casual items such as ripped jeans, flip-flops, or inappropriate slogans.

1 Uniforms: Where applicable, uniforms provided by employers or STS should be worn as intended
and maintained in good condition.

Event-Specific Dress Codes

For formal events, networking sessions, or employer visits, specific dress code requirements will be
communicated in advance, such as business attire or branded STS uniforms.

Hygiene and Personal Presentation

I Personal Hygiene:
I Maintain a high standard of hygiene to ensure a comfortable and professional environment.
This includes clean clothing, regular grooming, and general tidiness.
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1 Avoid wearing strong scents (e.g., perfume, cologne) that may cause discomfort or allergic
reactions to others.

Cultural and Religious Sensitivity

STS values diversity and inclusion. Cultural or religious attire is respected and accommodated unless it poses
a safety risk.

Prohibited Attire or Presentation

Clothing or accessories with offensive language, imagery, or symbols.

Items that pose safety risks, such as loose-fitting garments, dangling jewellery, or open-toed footwear
in work environments.

9 Excessively casual or inappropriate items, such as loungewear, beachwear, or overly revealing
clothing.

)l
)l

Virtual Training and Meetings

For online training or meetings, individuals should present themselves in a neat and professional manner, as
they would in an in person setting.

Compliance with the Dress Code
1 Support and Reminders: If the dress code is not adhered to, individuals will be reminded of the
expectations and supported in understanding the policy.
1 Escalation: Continued non-compliance may result in appropriate actions in line with disciplinary
procedures.

This policy reflects STS's commitment to professionalism, safety, and inclusivity in all aspects of its
operations.
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CONFLICT OF INTEREST

A CONFLICT OF INTEREST OCCURS WHEN
Lb5L+#L5! I [ Q{ t 9 WHETHER
FINANCIAL, FAMILIAL, OR OTHERWASE THE
POTENTIAL TO INFLUENCE THEIR PROFES
DECISIONS OR ACTIONS. IT IS CRUCIAL TC
RECOGISE AND DISCLOSE ANY SITUATION
WHERE PERSONAL INTERESTS MAY INTER
WITH IMPARTIALITY, FAIRNESS, OR OBJEC
IN THE WORKPLACE. BY IDENTIFYING AND
ADDRESSING CONFLICTS OF INTEREST, W
MAINTAIN TRUST, INTEGRITY, AND
TRANSPARENCY, ENSURING THAT ALIODISK
ARE MADE IN THE BEST INTEREST OF THE
ORGANBATION AND ITS STAKEHOLDERS. O
DISCLOSURE AND APPROPRIATE MANAGE!
OF POTENTIAL CONFLICTS HELP PREVENT
UNETHICAL BEHAVIOUR AND SAFEGUARD
REPUTATION OF THE ORGANDN.
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SOCIAL MEDIA AND ONLINE BEHAVIOUR

At STS, we recognise the significant role that social media and online platforms play in communication and
professional networking. This section outlines the expectations for appropriate online behaviour to ensure
professionalism, protect the organisation's reputation, and align with our policies on safeguarding and
conduct.

Guidelines for Professional Conduct on Social Media
i Personal and Professional Boundaries:

1 When using personal social media accounts, individuals must avoid content or behaviour that
could reflect poorly on STS, their employer, or the apprenticeship programme.

9 For professional accounts associated with STS or related organisations, maintain a respectful,
factual, and professional tone in all posts and interactions.

1 Confidentiality and Data Protection:

1 Do not share sensitive or confidential information about apprentices, employers, colleagues,
or STS operations.
91 Protect personal data in compliance with GDPR and safeguarding policies.

1 Appropriate Content:

Avoid posting or sharing content that includes:
9 Offensive, discriminatory, or inflammatory language or imagery.
1 Material that could be interpreted as harassment, bullying, or promoting radicalisation or
extremism.
1 Content that breaches health and safety standards, safeguarding guidelines, or company
policies.

Prohibited Social Media Behaviour
1 Defamation or Harm to Reputation:
1 Do not make derogatory or defamatory statements about STS, employers, apprentices,
college partners, or any stakeholders.
f Avoid engaging in online conflicts or di sc
reputation.

9 Misrepresentation:

1 Do not falsely represent yourself as a spokesperson for STS unless authorised to do so.
1 Clearly state that personal opinions shared online do not represent the views of STS or its
partners.

1 Cyberbullying and Harassment:
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1 Any form of cyberbullying, including trolling, harassment, or inappropriate messaging, will not

be tolerated and will be subject to disciplinary actions.
Guidance for Social Media Use

1 Educational and Professional Opportunities:
1 Use social media to share industry related news, successes, or achievements that positively
reflect your role as an apprentice, employer, or staff member.
T Engage with STS6s official soci al medi a chani
9 Privacy Settings:
1 Regularly review and update privacy settings on personal social media accounts to control
who can view your posts and interactions.
1 Be cautious of accepting friend or follow requests from unknown individuals.

1 Reporting Inappropriate Content:

1 If you encounter inappropriate or harmful content related to STS or its stakeholders, report it
to the Safeguarding Officer or appropriate authority.

Compliance and Monitoring
9 STS reserves the right to address any breaches of this policy that negatively impact the organisation,
its stakeholders, or its reputation.
9 Breaches may result in disciplinary action, up to and including termination, depending on the severity
of the incident.

This policy aims to promote responsible and respectful use of social media and online platforms while
safeguarding the reputation and values of STS.

ALCOHOL, DRUGS, AND SUBSTANCE USE

STS is committed to fostering a safe, productive, and professional environment for all apprentices, employers,
and staff. This section outlines the expectations regarding alcohol, drugs, and substance use to ensure the
health, safety, and wellbeing of everyone associated with STS.

Prohibition of Impairing Substances
1 Alcohol and Drugs in the Workplace and Training Environments:

I The use, possession, distribution, or sale of illegal drugs, alcohol, or other controlled
substances is strictly prohibited in workplaces, training environments, and any settings
associated with STS activities.

1 Employees, apprentices, and contractors must not attend work, training sessions, or any STS
events under the influence of substances that impair their performance or judgment.

9 Prescription Medications:
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91 Individuals using prescribed medications that may impair their ability to perform their duties
must inform their employer or training supervisor to ensure safety measures are in place.

Rules for Drug and Alcohol Testing (If Applicable)
9 Testing Policy:

1 Where required, STS reserves the right to implement drug or alcohol testing policies in line
with relevant laws and industry standards.

1 Testing may be conducted in response to incidents, safety concerns, or as part of pre-
employment or apprenticeship enrolment requirements.

1 Consent and Confidentiality:

T Testing will only be conducted with the indi\
legal and ethical guidelines.
9 All results and related information will be treated with strict confidentiality.

Health and Safety Considerations
1 Being under the influence of drugs or alcohol can significantly increase the risk of accidents, injuries,
and unsafe practices in the workplace or training environments.
9 All individuals are responsible for ensuring they are fit to perform their duties without endangering
themselves or others.

Support for Substance Use Issues
9 STS encourages anyone struggling with substance use to seek help and support.
1 Resources may include access to employee assistance programmes, counselling services, or
external support organisations.

Reporting and Consequences
1 Reporting Concerns:

1T Concerns about substance wuse that may i mpair
safety should be reported to a trusted individual, such as an employer, Regional Training
Officer (RTO), or the Safeguarding Officer.

1 Reports will be handled confidentially and with sensitivity.

9 Disciplinary Actions:

9 Breaches of this policy may result in disciplinary actions, up to and including dismissal,
depending on the severity of the incident.

1 Employers and apprentices found violating this policy may also face removal from STS
programs or contracts.

This policy reinforces STS commitment to maintaining safe, healthy, and professional environments free from
the risks associated with alcohol, drugs, and substance use.
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SOCIAL MEDIA

SOCIAL MEDIA BEHAVIOUR REFLE
NOT ONLY ON THNDIVIDUAL BUT
ALSO ON THE ORGBAIION AS A
WHOLE. IT IS IMPORTANT TO
MAINTAIN PROFESSIONALISM ANL
RESPECT WHEN USING SOCIAL Ml
WHETHER FOR PERSONAL OR WC
RELATED PURPOSES. THIS INCLUI
REFRAINING FROM SHARING CON
THAT COULD DAMAGE THE
REPUTATION OF THE ORGANON,
COLLEAGUES, OR STAKEHOLDER!
BEING MINDFUL OF PRIVACY AND
CONFIDENTIALITY. ENGAGING IN
POSITIVE, CONSTRUCTIVE
CONVERSATIONS AND USING SOC
MEDIA RESPONSIBLY ENSURES Tt
WE CONTRIBUTE TO A RESPECTF!
AND SUPPORTIVE ONLINE
ENVRONMENT. ALWAYS REMEMBE
THAT ONLINE ACTIONS CAN HAVE
LASTING IMPACTS, AND MAINTAIN
APPROPRIATE BEHAVIOUR HELPS
UPHOLD THE VALUES AND INTEGF
OF THE ORGAMTION.
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