








Appendix 9
CODE OF CONDUCT

For Contractors and Consultants

Carrying out work on behalf of the Council and its Schools
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In this Code of Conduct, reference to “Customers” includes Headteachers, Premises Managers, Governors and school staff.

Introduction to the Code of Conduct
The council is committed to providing its customers with an efficient and high quality service. To achieve this, it is important that you know the standards of conduct expected of all contractors and consultants.

It is the responsibility of managers and supervisors to make sure that all their employees and sub-contractors are aware of this Code and that they understand its importance and adhere to it.

Please contact the relevant school representative if you have any queries.

Common Courtesy
All customers are entitled to consideration, understanding and respect. It is essential that you:

· Are courteous at all times

· Keep appointments

· Work only within permitted hours

· Have proper identification and wear it

· Avoid excessive and unnecessary noise and do not use radios, tape/CD players

· Do no smoke inside  the customer’s premises

· Avoid over familiarity

· Do not drink alcohol

· Provide necessary protection and dust sheets

· Do not move furniture and effects without permission

· Do not use customers washing or toilet facilities in domestic dwellings

· Do not use customers gas, electricity telephone, tools and equipment

· Do not leave windows and doors unsecured

· Park your vehicle in a responsible way

· Protect gardens, plants, flowers and trees

· Clean up at the end of each working day and ensure all services are safely restored

Access to School Premises
All visits to school premises, whether to price tenders, inspect or carry out work must be by prior appointment and be within the hours set out in the specification. The names of employees carrying out the site visit must be given. 
Specifications will state notice periods for access and these must be strictly observed. Out of hours working will only be allowed with written approval.

Broken Appointments

Once you have made an appointment with a customer, you must keep it. If, for unforeseeable reasons, you have to break an appointment you must contact the school immediately and:

· Apologise

· Explain the reason for failing to turn up

· Make a new appointment

Identification

You must wear personal, up to date identity badges giving your name, the name of your firm and its telephone number, an issue and expiry date and a passport type photograph.

You must introduce yourself by name and company and say clearly why you have called.

Dress

You must dress at all times in a neat and tidy manner befitting your role. If a uniform is provided, you must wear it.

Protection of customers and members of the public

You must make sure that all work is carried out in a safe manner. Customers must be fully informed about daily activities and specifically notified about any works that could cause particular inconvenience or potentially place them at risk from injury. Materials and equipment must be stored safely. Scaffolding must always be inaccessible to the public, particularly children. Safe access to and from buildings must be maintained at all times. Any external ladders must be removed and planked overnight or when not in use.

You must comply with your company Health & Safety policy, the Control of Substances Hazardous to Health (COSHH) and The Health and Safety At Work Act at all times.

Protection to Property

Your work must be carried out without damaging other parts of the building. If damage occurs you must record it on site, report it to supervisory staff and the council, and take immediate action to rectify it. 
You must take special care during external redecoration work to prevent damage by paint spillage or drips.

You must do all you can to avoid damage to plants, trees, paths and gardens. If damage cannot be avoided, this should be firstly discussed, agreed and recorded with the school’s representative.

Protection to School’s Possessions

When your work is inside a property, all furniture and carpets must be completely covered by dust sheets.

You will be expected to move all the furniture except built-in units or where valuable or breakable items have been left in place by the customer. You should ask the customer to remove this kind of item to a safe place before beginning work. 

The Work Area
You must explain to the customer the importance of keeping clear of the work area, especially where children are present.

Plant, equipment, tools and materials must be used correctly and not left in a dangerous position. Agreement must be reached with the customer before equipment is left on site.

Power Tools
You must only use your own or your company’s tools and equipment. If electricity is required, a generator must be provided or an agreement reached with the school to use and pay for units consumed.

Use of Telephone
You must not use the school’s telephone unless permission has been given and the call is in connection with the work being carried out. Agreement must be reached with the customer as to the cost of the call and reimbursement made.

You should carry a mobile phone and use it wherever possible.

Energy
You should avoid wasting fuel and electricity. Turn off engines and equipment when not in use. Keep machinery serviced for maximum efficiency.

Pollution

You should dispose of materials in the proper manner. Remember that fly-tipping and pouring pollutants down a drain are illegal.

Discrimination

It is your duty to be aware of and work in accordance with Barnet Values and Equal Opportunities Policy. The council will not tolerate acts of unlawful discrimination, derogatory, racist or sexual remarks, innuendoes or racial and sexual harassment towards customers, members of the public or council staff.

If proven the contractor or consultant may be removed from council work.

Contact with Minors

You must not place yourself in a position where you are alone with a child. If no other adult is present, do not enter the premises, or stop work and seek instructions.

Consultation

You must keep the customer fully informed about the progress of the work and when access is needed.

I/We have read and understood the above Code of Conduct and I/We agree to implement this as part of the contract.  The Code of Conduct forms part of the terms and conditions of the contract.

NAME (printed)
………………………………………………………..

SIGNED

………………………………………………………..

COMPANY

………………………………………………………..

POSITION IN COMPANY
……………………………………………….

DATE  ……………………………….
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