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1.3 CODE OF CONDUCT FOR ALL STAFF
Overview

All employees are expected to behave in a professional manner at all times and to keep in
mind they are an employee of Harbour Homes whether at work or not. Employees are
required to ensure their behaviour at any time does not bring Harbour Homes into disrepute.

(a) Managing Risk of Bribery and Corruption

It is our policy to conduct all of our business in an honest and ethical manner. We take a
zero-tolerance approach to bribery and corruption and are committed to acting
professionally, fairly and with integrity in all our business dealings and relationships
wherever we operate and implementing and enforcing effective systems to counter bribery.

The prevention, detection and reporting of bribery and other forms of corruption is the
responsibility of all those working for Harbour Homes under our control.

You must notify your Line Manager as soon as possible if you believe or suspect that you
are offered something by a third party in order to gain a business advantage with us, or
indicates to you that a gift or payment is required to secure their business.

You are encouraged to raise concerns about any issue or suspicion of malpractice at the
earliest possible stage. If you are unsure whether a particular act constitutes bribery or
corruption, or if you have any other queries, these should be raised with your Line Manager.
Concerns should be reported by following the procedure set out in our Whistleblowing
Policy.

Any employee who breaches this policy will face disciplinary action, which could result in
dismissal for gross misconduct.

(b) Gross Misconduct

Gross misconduct is conduct which is considered sufficiently extreme by Harbour Homes
as to render an employee liable to dismissal without notice.

Set out below are examples of behaviour which Harbour Homes treats as gross
misconduct. Employees should note that this list is not exhaustive.

Theft, dishonesty or fraud

Deliberate recording of incorrect working hours

Smoking within office premises, including the use of e-cigarettes and vapours
Assault, acts of violence, extreme verbal aggression or bullying

Unacceptable use of obscene or abusive language

Possession of use of non-prescribed drugs or alcohol on Harbour Homes premises,
or during working hours

Wilful damage to Harbour Homes’, employees’, or customers’ property

e Serious insubordination

Falsification of records or other Harbour Homes documents, including those relating
to obtaining employment

Unlawful Sex, Race or Disability discrimination

Refusal to carry out reasonable management instructions

Gambling with Harbour Homes finances, bribery or corruption

Acts of indecency, or sexual harassment
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e Serious breach of the Health and Safety policies and procedures

e Accepting gifts from outside organisations which have not been approved by
management

e Breach of confidentiality, including the unauthorised disclosure of Harbour Homes
business to the media or any other party

o Unauthorised access to or use of computer data
Copying of computer software, other than when authorised in the employee’s normal
course of employment

e Serious breach of the IT Policy

e Co-operate with a request to search as specified in the Code of Conduct

Dealing with Misconduct and Gross Misconduct

All alleged incidents of misconduct or gross misconduct will be dealt with under Harbour
Homes’ Disciplinary Policy and Procedure (see Section 3).

(c) Receipt of Gifts and / or Hospitality

All employees are expected at all times to adhere to Harbour Homes’ Policy on Entitlements,
Benefits and Payments Management (see Section 4).

(d) Declaration of Interests

The integrity of Harbour Homes’ staff must be beyond suspicion. If any employee has to
deal with any matter in the course of official duties in which he / she has a private interest
(however slight), then it is required that all relevant facts be reported to Harbour Homes’
Senior Management Team.

An employee will not, by reason of this rule, be disqualified from conducting an item of
business if the personal interest is so remote or insignificant that it cannot be regarded as
likely to influence him or her.

(e) Disclosure of Business Information

Employees are forbidden to disclose information of a confidential nature gained in the
course of their duties either orally or in any other way without the authority of the Chief
Executive. Please refer to Harbour Homes’ Policy on Openness and Confidentiality which is
reviewed regularly (see Section 3).

(f) Use of Email and Internet Access

Harbour Homes’ Internet and Email policy fully details standards for the use of internet and
email facilities for Harbour Homes purposes (see Section 4).

The use of email and the internet are efficient and cost-effective ways of communicating
and obtaining information. However, improper or inappropriate use of email and the internet
can have an adverse effect on Harbour Homes’ business and such use can also have
serious legal consequences.

If an employee has been provided with a computer with the use of email and internet
access, the employee is authorised to use these for business purposes and limited
personal purposes. It should be remembered that both email and internet access are
provided to the employee for business purposes.
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Harbour Homes has no objection to occasional use of email and the internet for personal
purposes provided that this is done outside working time such as during the employee’s
authorised lunch hour or before and after work. Harbour Homes seeks to mainly rely on the
employee’s own good judgement in ensuring that the employee’s own personal use is
occasional.

Harbour Homes monitors email and internet use and employees cannot and should not
therefore expect any communications over the internet or email systems to be private.

Any failure on the part of an employee to comply with the policy may result in disciplinary
action being taken.

(g) Use of Social Media Sites

Personal use of social media is not permitted during working time or by means of Harbour
Homes’ computers, networks and other IT resources and communications systems.

Social media should never be used in a way that breaches any of Harbour Homes’ other
policies.

Employees must not post disparaging or defamatory statements about:
e Harbour Homes;

¢ Clients;

* Suppliers and vendors; and

* Other affiliates and stakeholders

Employees should also avoid social media communications that might be misconstrued in a
way that could damage our business reputation, even indirectly.

Employees are personally responsible for what they commmunicate in social media.
Employees should remember that what they publish might be available to be read by the
masses (including the organisation itself, future employers and social acquaintances) for a
long time. This should be kept in mind before any content is posted.

If employees disclose their affiliation as an employee of Harbour Homes, they must also
state that their views do not represent those of Harbour. For example, employees could
state, “The views in this posting do not represent the views of my employer”. Employees
should also ensure that their profile and any content they post are consistent with the
professional image they present to clients and colleagues.

Avoid posting comments about sensitive business-related topics, such as Harbour Homes’
performance. Even if employees make it clear that their views on such topics do not
represent those of the organisation, their comments could still damage Harbour Homes’
reputation.

If an employee sees content in social media that disparages or reflects poorly on Harbour
Homes or its stakeholders, they should report it to their Line Manager. Employees are
responsible for protecting Harbour Homes’ business reputation.

(h) Use of Harbour Homes’ Telephone for Personal Calls
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Reasonable use of Harbour Homes’ telephones for private calls is permitted at the
discretion of the Line Manager.

(i) Working Outside Harbour Homes

Employees may not hold any post or undertake any occupation or activity which would
require their attendance at any time during their working hours or prejudice the proper
performance of their duties for Harbour Homes.

Employees engaged in other paid or voluntary work are required to advise the
Departmental Director of the hours involved, in order that the Working Time Regulations
may be complied with.

Employees advising that they may work more than 48 hours per week due to engaging in
other paid or voluntary work will be asked to sign an Opt Out Agreement to ensure
compliance with legislation. In some circumstances it may be necessary for Harbour Homes
to restrict or forbid employees from engaging in other paid or voluntary work.

(j) Personal Property

Harbour Homes accepts no responsibility for any personal property whilst it is on Harbour
premises, even if it is being used for official purposes. Employees should ensure that their
personal possessions are adequately safeguarded.

(k) Provision of Personal Information to Harbour Homes

All employees have a duty to ensure that (a) their private address, contact details, date of
birth and details of next of kin are recorded in the office and (b) that any changes are
notified without delay.

(I) Employee Relations and Trade Union Membership

Harbour Homes does not specifically recognise any trade union; however as employer, it
believes in the principle of solving problems affecting employee relations with its employees
by discussion and agreement in the most appropriate manner.

A member of staff has the following rights:
* To be a member of such a trade union as he or she may choose
* Not to be a member of a trade union

Any member of staff who is a member of a trade union, or one who is similarly engaged on
matters affecting staff relations on behalf of a trade union, will be permitted by Harbour
Homes to take part in such activities as may arise from time to time. The time may be
outside working hours or to a reasonable extent, as agreed by Harbour Homes’ Board,
within working hours.

Any member of staff may seek election to office in a trade union and may hold office in the
union.

(m) Work Breaks

The legal position relating to breaks from work is that adult employees (over 18) who work
more than six hours per day have the statutory right to an unpaid rest break of at least 20
minutes away from their workstation under the Working Time Regulations 1998.
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Harbour Homes’ position is that it is expected anyone working more than six hours will take
a break of at least half an hour from their work. Other breaks, eg coffee breaks, smoking
breaks, etc, will be permitted at reasonable levels and at the discretion of management.

Any employee taking a break and leaving the building should sign the in / out register in
accordance with Fire Regulations.

(n) Use of Employee Data

Harbour Homes retains the right to hold and process both electronically and in hard copy
form any personal and sensitive data relating to you for the purposes of employee-related
administration, processing your employee file and management of its business, for
compliance with applicable procedures, laws and regulations and for providing data to
external suppliers who administer your employment benefits solely for the purpose of
providing you with those benefits. (See Data Protection Policy: Retention of Employee
Records).

(o) Items in Voids

Harbour Homes’ Void Procedures must be followed for abandoned property not taken into
storage by Harbour Homes, found in voids and vacant houses. Employees must obtain
permission from the Chief Executive to remove property for personal use and a payment
made to a local charity.

(p) Harbour Homes Vehicles
Driving of Harbour Homes vehicles is restricted as follows:

Employees receiving car allowance do not have the use of Harbour Homes cars without the
consent of the Departmental Director

* Only employees of Harbour Homes may drive

* For insurance purposes drivers must be over 21 years old

* Cars are only to be used for business purposes

* No learner drivers are allowed to drive Harbour Homes cars

Cars provided will be of a make and model determined by Harbour Homes and purchased
from a dealer as approved by the Board. Insurance will be effected by Harbour Homes. The
road tax licence will be renewed by Harbour Homes. The insurance policy, cover note and
registration documents will be kept by the Finance Manager who is responsible for renewal,
when necessary.

All users must produce a valid driving licence for examination by Harbour Homes prior to
any use of Harbour Homes vehicles. In the event of an accident the driver must observe the
following procedure:

e Stop and give own and Harbour Homes’ name and address, and the vehicle
registration number to any personal reasonably requiring same. Obtain similar
information from the driver(s) of the other vehicle(s) involved. If, for any reason, names
and addresses are not exchanged at the time of the accident, the occurrence must
be reported to the police within 24 hours. If, in any event, the accident involves injury
to a person, the police must be informed within 24 hours.

e Submit a detailed report, within 48 hours, to the Director of Finance & Corporate
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Services or Finance Manager.

e The vehicle may be taken to a nearby garage but in no circumstances should
instructions be given for repairs to be carried out.

e At no time or under any circumstances admit liability for the cause or consequence
of any accident. A certificate of insurance is available from Harbour Homes, if required.

A Harbour Homes car may not be used in any circumstances:
* For hire or reward.

* For the carrying of unauthorised goods

* For racing, pacemaking, rallying or any motor competition.

Harbour Homes will meet all costs in relation to the business use of vehicles with the
exception of fines for parking, speeding or any other reason. Refuelling of vehicles will be
the responsibility of allocated users.

Any damage, malfunction or breakdown (including tyre replacement) must be reported
immediately to the appropriate Director. Harbour Homes reserves the right to seek
reimbursement of the cost of repair where damage is caused through carelessness,
negligence or abuse.

Use of Harbour Homes cars should be booked through the Outlook Car Diary System. An
employee who has made such a booking will receive priority in the use of a car over
someone who has not made a booking.

Staff allocated a car for personal use must comply with the ‘Rules for Allocated Users’.
Further information can be obtained from Harbour Homes’ Car Policy.
(q) Health and Safety

Any accident or injury on duty should be reported at once to the Departmental Director and
the Corporate Services Manager, together with the names and addresses of any witnesses
so that Harbour Homes can comply with the Health and Safety at Work Acts. Employees
must comply with Harbour Homes’ Health and Safety policy.

(r) Staff / Customer Relationships — Guidance

Relationships between staff and customers are very different from other professional
relationships. If staff and customers are not clear about their respective roles and
boundaries within these, it can lead to misunderstanding and confusion.

If boundaries are not adhered to, it could leave staff open to allegations of unprofessional
conduct and can place staff at risk. Such actions have the potential to bring Harbour
Homes into disrepute and could lead to disciplinary action. Equally, if boundaries are not
adhered to, the service that customers are offered could be compromised and, at worst,
could ultimately lead to allegations of abuse. Please refer to the Staff / Customer
Relationships Guidelines.

(s) Dress Code

Harbour Homes trusts its people to use their judgement and common sense and dress in a
way that makes them feel great, is respectful to clients and colleagues and safe and
appropriate for the environment they are in.
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The following is a list of clothing that is generally deemed as unacceptable:
* Clothing with slogans / pictures

* Blue denim

* Sportswear

* Football colours

* Revealing clothing



