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1. Introduction 
 
1.1. 	The Making Skills Code of Conduct provides guidance to the requisite behaviour and conduct of directors, managers, employees, consultants, tutors, and other stakeholders (collectively termed ‘practitioners’ for the purpose of this document) working within the organisation. 
1.2. 	This behavioural framework, based upon professionalism, integrity and respect of others, will ensure that Making Skills maintains an inclusive, supportive and responsive culture dedicated to the promotion of excellence in education and tutoring.  
1.3. 	This Code of Conduct should be considered a ‘living document’ which enables practitioners to understand the culture, values and expectations of working with Making Skills, and which will be updated as the organisation evolves.  
2. Related Policies and Procedures 
 
	2.1. 	Disciplinary Policy – applicable to employees only (Appendix 1) 
	2.2. 	       Equality & Diversity Policy (Appendix 2) 
	2.3. 	       Dignity at Work Policy (Appendix 3) 
	2.4.  	Grievance Policy – applicable to employees only (Appendix 4) 
	2.5. 	        Whistleblowing Policy (Appendix 5) 
	2.6. 	       Social Media Policy (Appendix 6) 
 
3. Professionalism 
 
3.1. The Making Skills Code of Conduct requires that all practitioners actively meet the standards set out by their relevant professional bodies.  
 
3.2. 	Practitioners must always recognise when they are perceived to be representing Making Skills and not act in a way that may cause damage to the reputation of the organisation. This includes in-person and online interactions as well as when using social media channels, including personal social media accounts.  
3.3. 	All practitioners must maintain an understanding of current legislation, statutory guidance and best practice standards that are relevant to their practice. They should also be aware of, and maintain compliance with, the Equality Act 2010 and all Making Skills policies and procedures. 
4. Integrity 
 
4.1. 	You should maintain the best interests of, and be mindful of your duty of care towards, service users, learners, parents and family, colleagues and members of the public. You should ensure that all reasonable actions are taken to ensure the safety and wellbeing of any person involved in your work activities. You should raise any perceived risks or legitimate concerns that you have with your manager or other appropriate person. 
4.2. 	Practitioner should be open and honest in their interactions and raise any issues with their manager or other appropriate person as early as possible. Raising vexatious complaints or grievances against colleagues, however, is considered potential misconduct and may be subject to a disciplinary sanction.  
4.3. 	Any practitioner who raises a legitimate concern will be supported and protected from any reprisal or victimisation. Making Skills is committed to creating a transparent environment where issues are surfaced and resolved.   
 5. Respect 
 
5.1. 	Making Skills is committed to creating a work environment where everyone is treated with respect and dignity.  
5.2. 	All practitioners should be friendly and approachable in all of their interactions. While it is normal to experience frustrations in the workplace, these should be addressed in a courteous and respectful manner with practitioners mindful of the potential impact of their own behaviour on others.  
 
5.3. 	If issues do arise between colleagues which are unresolved then this should be brought to the attention of the manager (Claire Kerr) or other appropriate person. In the first instance, the manager will attempt to resolve the issue informally, however, if an informal resolution cannot be reached, then the organisation’s formal grievance procedure will be followed. 
5.4. 	Bullying, harassment, victimisation and discrimination are totally unacceptable behaviours and practitioners should be fully conversant with the Equality Act 2010 and the protections afforded individuals with protected characteristics of age, sex, disability, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, and sexual orientation.  
5.5. 	Examples of bullying behaviour include, but are not limited to; shouting or swearing at a colleague, criticising a colleague in front of others, spreading malicious rumours or making malicious allegations, threatening behaviour either verbal or physical, humiliating others or exhibiting controlling behaviours. 
Appendix 1: Disciplinary Policy & Procedure 
 
Disciplinary Policy 
 
This policy is applicable to employees only, however the standards of conduct expected of directly employed employees provides a guide for those expected of other practitioners. 
 
Making Skills expect employees to meet high standards of conduct. Minor departures from our standards may be dealt with informally so as to avoid the need to engage this procedure. Nevertheless, we recognise that there will be occasions when informal action is not appropriate and in such cases this policy will be implemented. This policy will not usually be applied in the first two years of an employee’s employment.  
This policy does not form part of an employee’s contract of employment and may be altered or amended at the absolute discretion of Making Skills. We may start this procedure at any stage.  We may, at our absolute discretion, use an external third party to carry out any part or parts of this procedure. 
 
Procedure 
1. Investigation 
1.1. An investigation may be undertaken prior to any disciplinary action. 
1.2. You must fully co-operate with any investigation.  
1.3. If you are invited to an investigation meeting, there is no right to be accompanied. 
 
2. Suspension  
2.1. If appropriate, we may suspend you on full pay. If you are suspended, your contract of employment will remain in force, but you will not be entitled to access any of our premises except at our prior request or with our prior consent and subject to such conditions that we may impose. 
3. Disciplinary Hearing 
3.1. If it is decided that there is a disciplinary case to answer, you will be informed of this, normally in writing.  
3.2. You will be invited to attend a disciplinary hearing. 
3.3. You are entitled to be accompanied to a disciplinary hearing by a work colleague or a trade union representative.  
3.4. You will be given the opportunity to state your case before any decision is made.  
3.5. The chair of the hearing may decide the issue at the hearing or adjourn the hearing to consider their findings. 
3.6. You will be informed of the decision. This will normally be in writing. 
 
4. Appeals  
4.1. If you are dissatisfied with the outcome of the disciplinary hearing you may appeal. If you wish to appeal you must do so within seven days of the date of the outcome letter (or where no letter is issued, the date you are informed of the decision). 
4.2. An appeal should be in writing and must set out the grounds for your appeal along with any accompanying documentation. 
4.3. You will be informed of to whom you should appeal when you are given the disciplinary outcome. 
4.4. At an appeal hearing, you are entitled to be accompanied by either a work place colleague or a trade union representative. 
4.5. The outcome of the appeal will be conveyed to you, normally in writing. The appeal decision will be final. 
 
5. Misconduct 
5.1. Examples of misconduct are: 
5.1.1. Occasional and minor poor timekeeping; 
5.1.2. Minor breaches of our rules; 
5.1.3. Minor failure to observe our procedures; and 5.1.4. Minor breaches of health and safety procedures. 
5.2. These examples are not exhaustive or exclusive. Offences of a similar nature will also be dealt with under this procedure. 
5.3. Misconduct, short of gross misconduct, will, depending on severity, normally result in a written warning, which would normally last for 6 months, or a final written warning, which would normally last for 12 months. 
5.4. Where there is a further act of misconduct whilst a warning remains live, or where an act of misconduct is sufficiently serious to warrant it, dismissal may result.   
 
6. Gross Misconduct 
6.1. Examples of gross misconduct are: 
6.1.1. unauthorised absence; 
6.1.2. theft, fraud and bribery (giving and receiving); 
6.1.3. falsification of records; 
6.1.4. breaches of confidentiality or trust; 
6.1.5. fighting or assault; 
6.1.6. insubordination; 
6.1.7. failure to obey a reasonable management order; 
6.1.8. deliberate or reckless acts of damaging company property or property of another person; 
6.1.9. serious breaches of company policies or procedures; 
6.1.10. bringing yourself or the company into disrepute; 
6.1.11. acting in a manner which undermines the trust and confidence in the employment relationship; 
6.1.12. bullying, victimisation and/or harassment towards an employee, or external representative of another organisation; 
6.1.13. being under the influence of alcohol (including below the drink drive limit) or drugs and/or consuming alcohol or drugs during working hours; 
6.1.14. acts of verbal abuse and/or acts of violence or threats of violence towards either an employee, customer/client or representative of another organisation;  
6.1.15. possession and/or use/being under the influence of illegal drugs or legal highs; 
6.1.16. negligence or incompetence that causes loss, damage or injury or a serious risk of injury; 
6.1.17. breaches of health and safety regulations;  
6.1.18. covert recording. 
 
6.2. These examples are not exhaustive or exclusive and offences of a similar nature may be dealt with as gross misconduct. Gross misconduct will normally result in dismissal without notice or payment in lieu of notice. 
Appendix 2: Equality & Diversity Policy 
Making Skills is an equal opportunities employer and actively support human rights and all equality legislation and promote diversity and inclusion throughout the company. Our ethos is to respect and value people’s differences, and to help everyone achieve more at work as well as in their personal lives so that they feel proud of who they are and of the part they play in our success.  
We believe that all decisions about people at work should be based on the individual’s abilities, skills, performance and behaviour and our business requirements.  
We accept our legal obligations under the Equalities Act 2010, which makes it generally unlawful to discriminate directly or indirectly in recruitment, employment or after employment on the grounds of: 
· Age.  
· Disability.  
· Gender Reassignment. 
· Marriage & Civil Partnership. 
· Pregnancy and Maternity.  
· Race (which includes colour, nationality and ethnic or national origins).  
· Sexual orientation. 
· Sex. 
· Religion or belief. 
 
Upon joining Making Skills, employees will be informed of our Equality and Diversity policy and that they are obligated to comply with its requirements and promote fairness in the workplace. We expect everyone in our team to adhere to our policy. Any form of discrimination, abuse or harassment will result in disciplinary action being taken, including dismissal for serious cases. The policy will also be drawn to the attention of subcontractors.  
Transgender Employees/Gender Reassignment  
If you inform us of any changes in your personal circumstances and/or intention to transition, we will discuss any support that may be required and adjustments that we could make to ensure that you are supported. 
Your employee records will be updated upon request from yourself though we made need a legal name change for certain records (payroll, pension, etc.). 
Names/Pronouns  
Employees will be addressed by the name and pronoun that they choose.  
Complaints 
If you feel that you have been subjected to any form of harassment or discrimination, please raise this with your line manager immediately. Should you require it, our formal grievance procedures ensure sympathetic handling, and hopefully satisfactory resolution, for all aspects of employee concerns or dissatisfaction. 
Appendix 3: Dignity at Work Policy 
 
This policy does not form part of employees’ terms and conditions of employment and may be subject to change at the discretion of management.  
 
Our commitment  
Making Skills is committed to creating a work environment free of harassment and bullying, where everyone is treated with dignity and respect.   
Harassment and bullying can have very serious consequences for individuals and the organisation. Harassment or bullying may make people unhappy, may cause them stress and affect their health and family and social relationships, may affect their work performance and could cause them to leave their job.  
 
Effects on the organisation can include loss of morale, poor work performance, increased turnover of staff, legal claims and damage to Making Skills’ reputation.  
  
Making Skills will not tolerate bullying and harassment of any kind. All allegations of bullying and harassment will be investigated and, if appropriate, disciplinary action will be taken. Making Skills will also not tolerate victimisation of a person for making allegations of bullying or harassment in good faith or supporting someone to make such a complaint. Victimisation is a disciplinary offence.  
The scope of this policy  
This policy covers bullying and harassment of and by managers, employees, contractors, agency staff and anyone else engaged to work at the Making Skills, whether by direct contract or otherwise. If the complainant or alleged harasser is not employed by Making Skills, e.g. if the worker's contract is with an agency, this policy will apply with any necessary modifications such as that Making Skills could not dismiss the worker but would instead require the agency to remove the worker, if appropriate.  
The policy covers bullying and harassment in the workplace and in any work-related setting outside the workplace, e.g. business trips and work-related social events.  
What is bullying and harassment?  
Bullying is offensive, intimidating, malicious or insulting behaviour, and/or an abuse or misuse of power that is meant to undermine, humiliate or injure the person on the receiving end.  
Harassment is unwanted conduct related to relevant protected characteristics, which are sex, gender reassignment, race (which includes colour, nationality and ethnic or national origins), disability, sexual orientation, religion or belief and age, that: 
• has the purpose of violating a person's dignity or creating an intimidating, hostile, degrading, humiliating or offensive environment for that person; or  • is reasonably considered by that person to have the effect of violating their dignity or of creating an intimidating, hostile, degrading, humiliating or offensive environment for them, even if this effect was not intended by the person responsible for the conduct.  
 
Examples of bullying or harassment  
Bullying and harassment may be misconduct that is physical, verbal or nonverbal, e.g. by letter or e-mail (so-called "flame-mail").  
Examples of unacceptable behaviour that are covered by this policy include (but are not limited to):  
· physical conduct ranging from unwelcome touching to serious assault;  
· unwelcome sexual advances;  
· the offer of rewards for going along with sexual advances, e.g. promotion, access to training;  
· threats for rejecting sexual advances, e.g. suggestions that refusing advances will adversely affect the employee's employment, evaluation, pay, advancement, assigned work, or any other condition of employment or career development;  
· demeaning comments about a person's appearance;  
· unwelcome jokes or comments of a sexual or racial nature or about an individual's age, disability, sexual orientation or religion;  
· questions about a person's sex life;  
· unwanted nicknames related to a person's age, race or disability;  
· the use of obscene gestures;  
· excluding an individual because they are associated or connected with someone with  
a protected characteristic, e.g. their child is gay, spouse is black or parent is disabled; 
· ignoring an individual because they are perceived to have a protected characteristic when they do not, in fact, have the protected characteristic), e.g. an employee is thought to be Jewish, or is perceived to be a transsexual; 
· the open display of pictures or objects with sexual or racial overtones, even if not directed at any particular person, e.g. magazines, calendars or pin-ups;  
· spreading malicious rumours or insulting someone;  
· picking on someone or setting them up to fail;  
· making threats or comments about someone's job security without good reason;  
· ridiculing someone;  
· isolation or non-cooperation at work; and  
· excluding someone from social activities.  
 
What is victimisation?  
Victimisation is subjecting a person to a detriment because they have, in good faith, complained (whether formally or otherwise) that someone has been bullying or harassing them or someone else, or supported someone to make a complaint or given evidence in relation to a complaint.  
Provided that you act in good faith, i.e. you genuinely believe that what you are saying is true, you have a right not to be victimised for making a complaint or doing anything in relation to a complaint of bullying or harassment and Making Skills will take appropriate action to deal with any alleged victimisation. 
What should I do if I think I am being bullied or harassed?  
You may be able to sort out matters informally. The person may not know that his or her behaviour is unwelcome or upsetting. An informal discussion may help them to understand the effects of their behaviour and agree to change it. You may feel able to approach the person yourself, or with the help of a manager, trade union representative or another employee.  
Alternatively, an initial approach could be made on your behalf by one of these people. You should tell the person what behaviour you find offensive and unwelcome and say that you would like it to stop immediately. You may want to add that, if the behaviour continues, you intend to make a formal complaint to your manager. You should keep a note of the date and what was said and done. This will be useful evidence if the unacceptable behaviour continues and you wish to make a formal complaint.  
If an informal approach does not resolve matters, or you think the situation is too serious to be dealt with informally, you can make a formal complaint by using the Making Skills grievance procedure.  
Procedure 
All complaints will be investigated promptly and, if appropriate, disciplinary proceedings will be brought against the alleged harasser.  
You will have the right to be accompanied by a work colleague or trade union representative of your choice at any meeting dealing with your grievance.  You will be kept informed of the general progress of the process of investigation and the outcome of any disciplinary proceedings.  
Making Skills will decide on a balance of probabilities, after considering all available evidence, whether or not harassment or bullying has occurred. Making Skills will treat complaints of bullying and harassment sensitively and maintain confidentiality to the maximum extent possible. Investigation of allegations will normally require limited disclosure on a "need to know" basis. For example, your identity and the nature of the allegations must be revealed to the person you are complaining about, so they are able to respond to the allegations. Some details may also have to be given to potential witnesses, but the importance of confidentiality will be emphasised to them. 
Wherever possible, Making Skills will try to ensure that you and the alleged harasser are not required to work together while the complaint is under investigation. 
In a serious case, the alleged harasser may be suspended while investigation and any disciplinary proceedings are underway.  
What can I do to help stop bullying and harassment?  
We all have a responsibility to help create and maintain a work environment free of bullying and harassment. You can help to do this by:  
· being aware of how your own behaviour may affect others and changing it, if necessary - you can still cause offence even if you are "only joking";  
· treating your colleagues with dignity and respect;  
· taking a stand if you think inappropriate jokes or comments are being made;  
· making it clear to others when you find their behaviour unacceptable, unless it should be obvious in advance that this would be the case;  
· • intervening, if possible, to stop harassment or bullying and giving support to recipients;  
· making it clear that you find harassment and bullying unacceptable;  
· reporting harassment or bullying to your manager and supporting Making Skills in the investigation of complaints; and  
· if a complaint of harassment or bullying is made, not prejudging or victimising the complainant or alleged harasser.  
 
Managers have a particular responsibility to: 
· set a good example by their own behaviour;  
· ensure that there is a supportive working environment;  
· make sure that staff know what standards of behaviour are expected of them;  
· intervene to stop bullying or harassment; and  
· report promptly to your manager any complaint of bullying or harassment, or any incident of bullying or harassment witnessed by them.  
 
Appendix 4: Grievance Policy & Procedure 
 
Where you have a grievance relating to any aspect of your employment, you should have no hesitation in raising the matter informally with your line manager.  
If the grievance cannot be resolved informally and you wish to make a formal grievance this must be set out in writing to your line manager.    
Where it is not possible to raise the matter with your line manager, for example if they are absent for a significant period of time or if the grievance relates to them, then you should raise your concerns with a more senior manager. 
You will usually be invited to attend a meeting to discuss your grievance. You are entitled to be accompanied by a work colleague or trade union representative at the grievance meeting. 
Following the meeting, it may be necessary to carry out further investigation. 
After the meeting, and following any further investigation, the meeting chair will inform you of their decision in writing.  You have the right to appeal against the decision. 
If you wish to appeal, you must do so in writing within 7 days of the date of the outcome letter. You will be informed of to whom you should appeal when you are given the grievance outcome.  You will then be invited to attend another meeting, after which you will be informed of the final decision in writing. 
Appendix 5: Whistleblowing Policy 
 
Scope  
This policy applies to all employees and directors of Making Skills. It does not form part of employees’ terms and conditions of employment and may be subject to change at the discretion of management. Other individuals performing functions in relation to Making Skills, such as agency workers and contractors, are also encouraged to use this process, where appropriate. 
 
It is important to the business that any fraud, misconduct or wrongdoing by workers or officers of Making Skills is reported and properly dealt with. The Company therefore encourages all individuals to raise any concerns that they may have about the conduct of others in the business or the way in which the business is run. This policy sets out the way in which individuals may raise any concerns that they have and how those concerns will be dealt with.  
THE PUBLIC INTEREST DISCLOSURE ACT 1998  
The public interest disclosure Act 1998 amended the Employment Rights Act 1996 to provide protection for workers who raise legitimate concerns about specified matters.  
These are called "qualifying disclosures". A qualifying disclosure is one made in good faith by an employee who has a reasonable belief that:  
· a criminal offence;  
· a miscarriage of justice;  
· an act creating risk to health and safety;  
· an act causing damage to the environment;  
· a breach of any other legal obligation; or  
· concealment of any of the above; is being, has been, or is likely to be, committed. It is not necessary for the worker to have proof that such an act is being, has been, or is likely to be, committed - a reasonable belief is sufficient. The worker has no responsibility for investigating the matter - it is CB Making Skills’ responsibility to ensure that an investigation takes place. 
A worker who makes such a protected disclosure has the right not to be dismissed, subjected to any other detriment, or victimised, because he/she has made a disclosure. 
Making Skills encourages workers to raise their concerns under this procedure in the first instance. If a worker is not sure whether or not to raise a concern, he/she should discuss the issue with his/her line manager.  
 
 
PRINCIPLES  
· Everyone should be aware of the importance of preventing and eliminating wrongdoing at work. Workers should be watchful for illegal or unethical conduct and report anything of that nature that they become aware of. 
· Any matter raised under this procedure will be investigated thoroughly, promptly and confidentially, and the outcome of the investigation reported back to the worker who raised the issue.  
· No worker will be victimised for raising a matter under this procedure. This means that the continued employment and opportunities for future promotion or training of the worker will not be prejudiced because they have raised a legitimate concern. 
· Victimisation of a worker for raising a qualified disclosure will be a disciplinary offence.  
· If misconduct is discovered as a result of any investigation under this procedure the Company's disciplinary procedure will be used, in addition to any appropriate external measures. 
· Maliciously making a false allegation is a disciplinary offence.  
 
· An instruction to cover up wrongdoing is itself a disciplinary offence. If told not to raise or pursue any concern, even by a person in authority such as a manager, workers should not agree to remain silent. They should report the matter to a director.  
 
PROCEDURE  
This procedure is for disclosures about matters other than a breach of an employee's own contract of employment. If an employee is concerned that their own contract has been, or is likely to be, broken, they should use the Company's grievance procedure. 
1. In the first instance, and unless the worker reasonably believes their line manager to be involved in the wrongdoing, or if for any other reason the worker does not wish to approach their line manager, any concerns should be raised with the worker's line manager. If they believe the line manager to be involved, or for any reason does not wish to approach the line manager, then the worker should proceed straight to stage 3. 
  
2. The line manager will arrange an investigation of the matter (either by investigating the matter themself or immediately passing the issue to someone in a more senior position). The investigation may involve the worker and other individuals involved giving a written statement. Any investigation will be carried out in accordance with the principles set out above. The worker's statement will be taken into account, and they will be asked to comment on any additional evidence obtained. The line manager (or the person who carried out the investigation) will then report to the board, which will take any necessary action, including reporting the matter to any appropriate government department or regulatory agency. If disciplinary action is required, the line manager (or the person who carried out the investigation) will report the matter to the human resources function or company Director and start the disciplinary procedure. At the conclusion of any investigation, the worker will be told the outcome of the investigation and what the board has done, or proposes to do, about it. If no action is to be taken, the reason for this will be explained.  
 
3. If the worker is concerned that their line manager is involved in the wrongdoing, has failed to make a proper investigation or has failed to report the outcome of the investigations to the board, they should inform the director of Making Skills, who will arrange for another manager to review the investigation carried out, make any necessary enquiries and make their own report to the board as in stage 2 above. If for any other reason the worker does not wish to approach their line manager they should also in the first instance contact the director of Making Skills. Any approach to the director will be treated with the strictest confidence and the worker's identity will not be disclosed without his/her prior consent.  
 
4. If at the conclusion of stages 1, 2 and 3 the worker reasonably believes that the appropriate action has not been taken, they should report the matter to the proper authority. The legislation sets out a number of bodies to which qualifying disclosures may be made. These include:  
· HM Revenue & Customs;  
· the Financial Services Authority;  
· the Office of Fair Trading;  
· the Health and Safety Executive; and  
· the Environment Agency.  
 
 
 
 
 
Appendix 6: Social Media Policy 
 
SOCIAL NETWORKING POLICY 
This policy does not form part of employees’ terms and conditions of employment and may be subject to change at the discretion of management.  
Making Skills recognises that many employees use the internet for personal purposes and that many employees participate in social networking on websites such as Facebook, Twitter, Pinterest, Instagram, Tik Tok and Google+ etc.  
The purpose of this policy is to outline the responsibilities of employees using the internet to access social networking websites.  
PERSONAL CONDUCT  
Making Skills respects an employee's right to a private life. However, we must also ensure that the organisation’s confidentiality and reputation are protected.  
Making Skills, therefore requires employees using social networking websites to:  
· ensure that they do not conduct themselves in a way that is detrimental to their employer; and 
· take care not to allow their interaction on these websites to damage working relationships between members of staff and clients of the organisation.  
· do not post information (comments, photographs or other information) about people who work for or are connected with us unless you are certain that all the people concerned consent to the posting and it is appropriate to do so, or if there is a compelling and sensible reason to do so. Friendships or relationships outside of work where the primary reason for posting is to do with that friendship or relationship could be a sensible reason to do so. Making Skills’ social media sites and accounts are intended to be used solely for business purposes.  
 
MONITORING OF INTERNET ACCESS AT WORK  
Making Skills reserves the right to monitor employees' internet usage, but will endeavour to inform an affected employee when this is to happen and the reasons for it. Making Skills considers that valid reasons for checking an employee's internet usage include suspicions that the employee has:  
· been spending an excessive amount of time viewing websites that are not work-related; or 
· acted in a way that damages the reputation of Making Skills and/or breaches commercial confidentiality or the rights of other members of staff. Making Skills reserves the right to retain information that it has gathered on employees' use of the internet for a period of one year.  
 
Document Review 
The Making Skills Code of Conduct was created in October 2025 and takes effect on 15th October 2025. This document, and the policies held within, will be reviewed annually. 
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