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Code of Conduct Policy for Apprentices and Employers

1. Purpose
The purpose of this Code of Conduct is to establish clear expectations and standards of behaviour for apprentices and employers involved in the apprenticeship program. This policy aims to promote a professional, respectful, and safe work environment and ensure that all participants adhere to ethical and legal standards.
2. Scope
This Code of Conduct applies to all apprentices and employers participating in the apprenticeship program. It covers all interactions and activities related to the apprenticeship, including on-site work, remote work, and any other professional engagements.
3. General Principles
Professionalism: All parties should maintain a high level of professionalism in their behavior and interactions. This includes punctuality, appropriate attire, and respectful communication.
Integrity: All participants are expected to act with honesty and integrity. This includes being truthful, avoiding conflicts of interest, and upholding ethical standards in all work-related activities.
Respect: Mutual respect is essential. Participants must treat each other with respect and consideration, valuing diversity and avoiding any form of discrimination, harassment, or bullying.
4. Responsibilities of Apprentices
Work Performance: Apprentices are expected to perform their tasks to the best of their ability, meet deadlines, and take responsibility for their work.
Adherence to Policies: Apprentices must follow all workplace policies, including health and safety procedures, confidentiality agreements, and any other relevant guidelines set by the employer.
Communication: Apprentices should communicate professionally and promptly with their supervisors, colleagues, and any other relevant parties. This includes reporting any issues or concerns in a timely manner.
Confidentiality: Apprentices must respect and maintain the confidentiality of any sensitive information they encounter during their apprenticeship, including company data, client details, and proprietary information.
5. Responsibilities of Employers
Support and Guidance: Employers are responsible for providing apprentices with adequate training, support, and supervision to ensure they can perform their roles effectively and safely.
Fair Treatment: Employers must treat all apprentices fairly and equitably, providing a work environment free from discrimination, harassment, or bias.
Compliance: Employers should comply with all relevant laws and regulations, including those related to health and safety, employment rights, and equal opportunity.

Feedback and Development: Employers should provide constructive feedback and opportunities for professional development to apprentices, supporting their growth and progression within the apprenticeship program.
6. Conduct Expectations
Ethical Behavior: All participants must demonstrate ethical behavior in all their actions, avoiding any activities that could be considered fraudulent, illegal, or unethical.
Use of Resources: Participants should use company resources, including equipment and materials, responsibly and only for their intended purposes.
Conflict Resolution: Any conflicts or disputes should be addressed through appropriate channels. Apprentices should speak to their supervisors or designated representatives, while employers should ensure there are clear procedures for handling such issues.
7. Reporting Misconduct

Procedure: Any violations of this Code of Conduct or unethical behavior should be reported to the relevant supervisor, HR department, or designated contact person. For apprentices, reports should also be made to the Programme Manager for Apprenticeships.
Contact Information: Programme Manager for Apprenticeships: Janet Edwards
Email Address: JEdwards@oasiscareandtraining.org.uk
Telephone Number: 020 3007 2101
Confidentiality and Protection: All reports will be handled confidentially, and participants will be protected from retaliation for reporting misconduct in good faith.
8. Disciplinary Actions
Consequences: Failure to adhere to this Code of Conduct may result in disciplinary action. This could range from warnings and corrective measures to termination of the apprenticeship or employment, depending on the severity and nature of the violation.
Reporting to Key Account Manager: Any disciplinary actions will be reported to the Key Account Manager who placed the apprentice, ensuring transparency and consistency in handling misconduct.
9. Policy Review
Review and Updates: This Code of Conduct will be reviewed periodically and updated as necessary to reflect changes in regulations, practices, or organizational needs.
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