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[bookmark: _Toc226670552]1. Purpose
Sibling Kinship supports sibling kinship carers and dependent siblings through online mentoring, counselling, peer support, practical guidance and awareness raising. Many people we support may be vulnerable and may have experienced trauma, bereavement, abuse or neglect.

This Staff Code of Conduct sets out the standards of behaviour expected from all staff to ensure:
· safe and high-quality service delivery;
· safeguarding and confidentiality are upheld;
· public trust in the charity is maintained;
· staff are treated fairly and consistently.

This policy should be read alongside:
· Safeguarding Policy (Adults and Children) and Safeguarding Policy for Staff and Volunteers
· Data Protection / Privacy Policy (UK GDPR) and Information Security Procedure
· Digital Working Agreement / Code of Conduct (for online sessions)
· Online Mentoring & Counselling Confidentiality Policy and Informed Consent procedures (where applicable)
· Bullying and Harassment Policy
· Whistleblowing Policy
· Complaints Policy
· Social Media Policy
· Expenses Policy and Internal Financial Controls

[bookmark: _Toc226670553]2. Core principles
All staff must:
· act in line with Sibling Kinship’s mission, values and charitable objectives;
· act lawfully, ethically and with integrity;
· prioritise safeguarding and wellbeing;
· maintain professional boundaries;
· protect confidentiality and personal data;
· be inclusive and anti-discriminatory;
· be accountable for their decisions and behaviour.

[bookmark: _Toc226670554]3. Standards of behaviour
[bookmark: _Toc226670555]3.1 Respect and professionalism
Staff must:
· treat service users, colleagues, trustees, partners and members of the public with respect and courtesy;
· communicate calmly and clearly, especially during distressing conversations;
· avoid behaviour that could reasonably be seen as intimidating, belittling, discriminatory or harassing;
· follow the Bullying and Harassment Policy.

[bookmark: _Toc226670556]3.2 Equality and inclusion
Staff must:
· provide services fairly and without discrimination;
· make reasonable adjustments where possible;
· challenge discriminatory behaviour where safe and appropriate;
· be aware of power imbalances and vulnerabilities within sibling kinship families.

[bookmark: _Toc226670557]3.3 Integrity and honesty
Staff must:
· be honest in communications, record-keeping and reporting;
· not misrepresent qualifications, experience or the charity’s services;
· report errors or incidents promptly (including data breaches and safeguarding concerns).

[bookmark: _Toc226670558]3.4 Professional boundaries
Because services are delivered online, boundaries are essential. Staff must:
· keep relationships with service users professional and appropriate at all times;
· not pursue or enter personal, romantic or financial relationships with service users;
· not give personal contact details or use personal social media to communicate with service users;
· not accept significant gifts, money or favours from service users;
· avoid dependency-creating behaviours (e.g., offering availability outside agreed channels or hours).

[bookmark: _Toc226670559]3.5 Use of authority and power
Staff must:
· use their role responsibly and never exploit their position;
· avoid coercion, pressure or manipulation;
· ensure consent and choice are respected wherever safe and appropriate.

[bookmark: _Toc226670560]4. Safeguarding obligations
All staff have a duty to safeguard children and adults at risk.
Staff must:
· read and follow Sibling Kinship safeguarding policies and procedures;
· complete safeguarding training required for their role;
· report all safeguarding concerns immediately to the Designated Safeguarding Lead (DSL) (or Deputy DSL);
· never promise absolute confidentiality to a service user where safeguarding may require sharing information;
· cooperate with safeguarding enquiries and referrals to statutory agencies.

Immediate danger: call 999, then inform the DSL as soon as possible.

[bookmark: _Toc226670561]5. Confidentiality and data protection (UK GDPR)
[bookmark: _Toc226670562]5.1 Confidentiality
Staff must:
· keep service user information confidential and share only on a need-to-know basis;
· follow the Online Mentoring & Counselling Confidentiality Policy (if delivering mentoring/counselling);
· understand and clearly communicate limits of confidentiality (safeguarding, risk to life, legal requirements).

[bookmark: _Toc226670563]5.2 Data protection and security
Staff must:
· comply with the Data Protection/Privacy Policy and Information Security procedures;
· only collect/use/store data necessary for the purpose;
· use secure systems and approved platforms (e.g., Microsoft Teams for sessions);
· protect passwords and use multi-factor authentication where available;
· avoid storing personal data on personal devices unless authorised and adequately secured;
· report any data breach or near miss immediately using the Data Breach Response Procedure.

[bookmark: _Toc226670564]6. Online working standards
Staff must:
· use encrypted/approved platforms for mentoring and counselling and groups;
· ensure a private environment when delivering sessions (cannot be overheard);
· use waiting room/lobby and safe meeting controls where available;
· never record sessions or permit others to record sessions;
· respond appropriately to technology failures, following the Emergency & Crisis Plan procedures;
· maintain professional appearance and conduct suitable for a supportive setting.

[bookmark: _Toc226670565]7. Conflicts of interest
Staff must:
· declare any actual or potential conflict of interest to their line manager/CEO/Chair;
· avoid involvement in decisions where a conflict exists (e.g., procurement decisions involving family members or personal business interests);
· follow the Conflicts of Interest Policy where applicable.

[bookmark: _Toc226670566]8. Financial conduct and charity resources
Staff must: 
· use charity resources (email, accounts, subscriptions, equipment) only for authorised work;
· follow Internal Financial Controls and Expenses Policy;
· not commit the charity to contracts or expenditure beyond delegated authority;
· never use charity funds for personal benefit;
· immediately report suspected fraud or financial irregularity.

[bookmark: _Toc226670567]9. Communications and social media
Staff must:
· represent Sibling Kinship professionally in all public communications;
· not disclose confidential information online;
· follow the Social Media Policy and any brand/tone guidance;
· not comment publicly on individual cases or disputes;
· refer media enquiries to the authorised spokesperson (Chair/CEO as designated).

[bookmark: _Toc226670568]10. Drugs, alcohol and fitness to work
Staff must not:
· work under the influence of drugs or alcohol;
· attend sessions impaired or unable to deliver safe support.

Any concerns about fitness to work should be raised with a manager promptly.

[bookmark: _Toc226670569]11. Reporting concerns (whistleblowing and complaints)
Staff are encouraged to report concerns promptly and in good faith, including:
· unsafe practice,
· safeguarding failures,
· bullying/harassment,
· financial misconduct,
· data protection breaches.

Reports should follow the Whistleblowing Policy and will be taken seriously. Retaliation against whistleblowers is not tolerated.

[bookmark: _Toc226670570]12. Breaches of this Code
Breaches may be managed through:
· informal guidance and support;
· additional training/supervision;
· formal performance management;
· disciplinary procedures (including warnings or dismissal in serious cases);
· referral to external bodies where required (e.g., safeguarding authorities, professional regulators, police, ICO).

Serious breaches include (not exhaustive):
· abuse or exploitation of service users;
· safeguarding negligence;
· deliberate confidentiality or GDPR breach;
· fraud or theft;
· harassment/discrimination;
· serious reputational misconduct on social media.

[bookmark: _Toc226670571]13. Acknowledgement

All staff must sign to confirm they have read, understood and agree to follow this Code of Conduct.

Name: ___________________________________________
Role: ____________________________________________
Signature: ________________________________________
Date: ____ / ____ / ______

Line manager / Sibling Kinship representative: __________________________
Signature: ________________________________________
Date: ____ / ____ / ______
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