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Code of conduct Policy 


Policy Statement: 
3 Spirit Training is committed to creating a safe, inclusive, respectful and professional learning environment for all learners, apprentices, staff, employers, and visitors.
As a provider of DfE-funded education and training, we expect all individuals associated with our organisation to maintain high standards of behaviour, integrity and professionalism at all times.
This Code of Conduct outlines the standards expected and the consequences of failing to meet them.
Scope:
· This policy applies to:
· All learners and apprentices
· Staff and contractors
· Employers involved in apprenticeship delivery
· Visitors attending training premises
· Online and remote learning environments
· Work placement and employer premises
Core Principles:
All individuals must:
· Act with honesty and integrity
· Treat others with dignity and respect
· Promote equality, diversity and inclusion
· Maintain professional boundaries
· Follow safeguarding and Prevent requirements
· Comply with all relevant laws and funding regulations
Learner Code of Conduct:
Respect & Behaviour - Learners must:
· Treat staff, peers and employers respectfully
· Refrain from bullying, harassment, discrimination or victimisation
· Use appropriate language and behaviour
· Follow reasonable instructions from staff
· Maintain professional conduct in the workplace
Unacceptable behaviour includes (but is not limited to):
· Physical or verbal abuse
· Threatening behaviour
· Discriminatory language
· Sexual harassment
· Disruption of learning
Attendance & Punctuality - Learners are expected to:
· Attend all scheduled sessions, reviews and assessments
· Arrive on time
· Notify the provider and employer (where applicable) of absence
· Engage fully in learning activities
Persistent absence or lateness may result in disciplinary action and could impact funding eligibility.
Academic Integrity - Learners must:
· Submit their own work
· Avoid plagiarism, collusion, or cheating
· Complete assessments honestly
· Follow examination regulations
Any form of academic misconduct may result in assessment invalidation, formal warnings, or removal from the programme.
Health & Safety - Learners must:
· Follow all health and safety procedures
· Use equipment safely
· Wear required PPE
· Report hazards or incidents immediately
Failure to comply with safety requirements may result in removal from practical activities.
IT and Oline conduct - When using provider systems or participating in online learning, learners must:
· Use IT systems responsibly
· Not access inappropriate or illegal content
· Protect login details and personal data
· Not record sessions without permission
· Avoid cyberbullying or misuse of social media
Staff Code of Conduct
Staff must:
· Act in accordance with safeguarding legislation and Prevent duties
· Maintain professional boundaries with learners
· Avoid conflicts of interest
· Uphold confidentiality and data protection requirements
· Deliver training in line with funding and compliance rules
· Treat all learners fairly and without discrimination
Staff must not:
· Engage in inappropriate relationships with learners
· Falsify documentation, attendance, or assessment records
· Misrepresent funding claims or learner eligibility
Breaches may result in disciplinary action up to and including dismissal.
Employer Responsibilities (Apprenticeships)
Employers must:
· Provide a safe working environment
· Support apprentices’ off-the-job training requirements
· Allow time for training and reviews
· Treat apprentices fairly and without discrimination
Failure to comply may result in escalation procedures or withdrawal of learners.
Safeguarding & Prevent
All parties must:
· Report safeguarding concerns immediately
· Promote British values (democracy, rule of law, individual liberty, mutual respect, tolerance)
· Challenge radicalisation, extremism, discrimination and hate speech
Concerns should be reported to the Designated Safeguarding Lead (DSL).
Equality, Diversity & Inclusion 
£ Spirit Training does not tolerate discrimination based on:
· Age
· Disability
· Gender reassignment
· Marriage or civil partnership
· Pregnancy and maternity
· Race
· Religion or belief
· Sex
· Sexual orientation
Any incidents will be investigated in line with the disciplinary procedure.
Disciplinary Procedures (learners) 
Where conduct falls below expected standards, the following staged approach may apply:
1. Informal discussion
2. Verbal warning
3. Written warning
4. Final written warning
5. Suspension or removal from programme
Serious misconduct may result in immediate suspension pending investigation.

Gross Misconduct
Examples include:
· Violence or threats of violence
· Serious safeguarding breaches
· Theft or fraud
· Deliberate damage to property
· Drug or alcohol misuse on premises
· Falsification of funding or assessment records
Gross misconduct may result in immediate removal or dismissal.
Complaints and Appeals
Learners and staff have the right to:
· Raise complaints without fear of victimisation
· Appeal disciplinary decisions
Procedures are detailed in the Complaints and Appeals Policy.
Monitoring and review
This policy will be reviewed annually or sooner if required due to legislative or funding rule changes.
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