CODE OF CONDUCT FOR SUPPLIERS

1.00
Introduction, Purpose and Scope of Code

1.01
The Peabody Group (“the Group”) engages suppliers to assist in the delivery of services to its customers and it is important that those suppliers adhere to the standards of behaviour and conduct that the Group expects of its own staff.

1.02
The Group has therefore established this Code to set out those standards, and it expects all suppliers to confirm compliance with it when they are engaged.  Suppliers are responsible for ensuring that they, their staff and any sub‑contractors comply with the standards set out in this document.

1.03   This Code of Conduct shall form a part of any contract entered into by the Group with Suppliers and compliance with the Code of Conduct shall be a binding obligation of each Supplier.

2.00
Behaviour and Conduct

Respect

2.01
Suppliers’ staff shall always act in a professional and courteous manner in all their dealing with colleagues, staff, residents and stakeholders. 

2.02
Staff involved in the delivery of services to residents and individuals shall always act in an efficient and impartial manner, avoiding any personal relationships that may give rise to conflict of interests or the appearance of any such conflict.


Equality and Diversity

2.03
Suppliers’ staff must be aware of and promote good practice in respect of equality and diversity, and avoid any discriminatory action.  In particular, the staff must be aware of their employer’s policy on equality and diversity and any particular aspects of the Group’s policy that are relevant to the work which they are carrying out on behalf of the Group.

2.04
Racist, sexist, homophobic or other discriminatory behaviour will not be tolerated from suppliers’ staff.


Appearance and Identity

2.05
The Group expects suppliers’ staff to be appropriately dressed and to carry identification.  Identification must include the person’s name and photograph, together with the name and telephone number of the supplier so that customers are able to verify the identity of the person concerned.

Visiting and Working in Residents’ Homes

2.06
Suppliers’ staff must not enter our residents’ homes without their approval or that of the Group where relevant, and an appointment must always be made.

2.07
Appointments should be kept subject to all reasonable endeavours by the supplier, and residents must be advised as soon as suppliers become aware of any unavoidable delays, cancellations or alterations to an agreed appointment.  Where appointments cannot be kept, new appointments must be made for a date and time convenient to the resident promptly following cancellation.  Suppliers must inform the relevant member of the Group’s staff in the event that appointments are re-arranged.

2.08
Suppliers’ staff who visit our residents’ homes must not smoke, eat or drink in residents’ homes without their permission, and must not use residents’ property (such as telephones and toilets) without their permission.

2.09
When working in or around residents’ homes suppliers must:

· protect residents’ property at all times;

· see that any materials and tools are not left in dangerous or inconvenient positions;

· see that items such as scaffolding are erected safely and in a way that causes minimum inconvenience, and are removed as soon as practically possible; and

· clean the areas where staff have worked and clear all rubbish.

· ensure that residents are not exposed to hazardous chemicals or materials and that all such hazardous material is handled with diligence and care to reduce any potential risk


Working with Vulnerable Residents

2.10
Suppliers’ staff who visit our residents’ homes must see that they are aware of any particular needs which residents have in respect of communication and behaviour.  The Group will endeavour to see that suppliers are made aware of any such requirements in respect of residents.  Where a supplier has not been made aware of a particular resident’s vulnerability but the supplier’s staff consider that a resident requires support, the Group should be informed as soon as possible.

2.11
Where suppliers’ staff need to communicate with residents who have specific communication needs, for example by providing information in different languages or formats, the Group will work with suppliers to satisfy those needs.

2.12
At all times and in all circumstances, the supplier shall adhere to all regulations and legislation that may apply to working methods to ensures that behaviours and conduct minimise risk to residents, the public, and suppliers staff. 

Parking

2.13
At all times, the supplier shall observe and follow the parking instructions and enforcement on Peabody land and estates, and will not, in the event of breach, be exempt from any parking enforcement sanctions that Peabody or any local authority may operate.
3.00
Working Conditions for Staff
3.01 Suppliers must see that their staff are provided with:

· a safe and hygienic working environment, taking into account the prevailing knowledge of the industry and of any specific hazards. Adequate steps shall be taken to prevent accidents and injury to health arising out of, associated with, or occurring in the course of work, by minimising, so far as is reasonably practicable, the causes of hazards inherent in the working environment;

· regular and recorded health and safety training, and such training shall be repeated for new or reassigned workers; and

· access to clean toilet facilities and to potable water, and, if appropriate, sanitary facilities for food storage shall be provided.

3.02
Suppliers shall see that there is no discrimination in recruitment, compensation, access to training, promotion, termination or retirement, based on race, caste, national origin, religion, age, disability, gender, marital status, sexual orientation, union membership or political affiliation.  Suppliers shall see that the recruitment and promotion processes are open, fair and transparent.

3.03
Working hours for suppliers’ staff shall comply with the European Union Working Time Directive and industry standards, whichever affords greater protection.

3.04
Suppliers shall see that employees are provided with training appropriate to their roles, and shall assist them to realise their professional potential and ambitions (subject to the financial and operational status of the employer) by providing training and development opportunities.

3.05
Suppliers shall see wherever possible that staff are recruited from the supplier’s area of operations, defined as either the area in which the supplier’s office(s) is/are located or where work is being carried out, if different (for example, a construction site).

4.00
Health & Safety

4.01 The Group expects its suppliers to comply with all relevant legislation in respect of health and safety and to adhere to good practice.

4.02 The Group also expects construction contractors to be members of the Construction Health and Safety Assessment Scheme and to co-operate in producing risk assessments where these are required for certain contracts and in implementing other measures as the Group considers necessary.

4.03 In particular, the Group expects suppliers to:

· have a health and safety policy statement which is compliant with the law and recommended practice;

· carry out risk assessments where required and see that adequate safety method statements are drawn up prior to any work activity commencing;

· implement effective structures to assure compliance with health and safety legislation and generally manage health and safety matters;

· provide adequate training for staff in general, and see that staff asked to carry out particular tasks or activities have been provided with the relevant training and instruction and have sufficient experience;

· promote an awareness of good health and safety practice amongst staff;

· show and promote respect for the health, safety and welfare needs of staff;

· see that relevant information on risks to health and safety is provided to all those who might be affected by operations and maintain ongoing active communication with the Group and all others concerned;

· co-operate with the Group and others in ensuring that activity does not adversely impact the work or health and safety of others;

· employ only those sub-contractors who are competent to undertake the work concerned, and manage them effectively to see compliance with legislation and good practice;

· implement, maintain and supervise safe systems of work and practices which at least meet minimum health and safety requirements and performance standards, having regard for the continued occupation of premises and the proximity of the general public;

· provide and maintain appropriate protective equipment and see that employees and any sub-contractors use it;

· react promptly to concerns raised in respect of health and safety, and to implement any corrective action required as soon as reasonably practicable; and

· comply with the law in respect of any reportable accidents and incidents that arise from suppliers’ activities, and co-operate with the Group in managing the response to such accidents or incidents.

5.00
Probity

Declaration of Interests

5.01 The Group has established policies and procedures in order to see that its staff adhere to the highest standards of probity, and it expects suppliers to conform to these standards in order that the Group is not brought into disrepute.

5.02
It is therefore essential that suppliers’ staff declare any interests which are relevant to their employer’s contract with the Group, or which might in any way influence or be perceived to influence that contractual relationship.  It is particularly important that suppliers’ staff declare any relationship with a member of the Group’s staff or Board of Governors.

5.03
Relevant interests must be declared to the Group prior to any contract being signed and thereafter as soon as they become known to suppliers.  The Group will keep any declared interests under review and may require suppliers to see that connected persons have no involvement in contracts with the Group, in order to avoid any actual or perceived undue influence.

Gifts and Hospitality 

5.04 The Group’s arrangements for assuring high standards of probity include policies and procedures governing the receipt and offering of gifts and hospitality.

5.05
It is the Group’s policy that:

· personal gifts with a significant monetary value (i.e. those with a value exceeding £10.00) should not be accepted;

· staff and Governors should not accept hospitality where this could be perceived as having an improper influence over the Group’s decisions in respect of a transaction or supplier, or where acceptance might have adverse implications for the Group’s relationship with the other party;

· staff and Governors should not accept any hospitality of an expensive nature;

· staff and Governors should never accept hospitality from consultants, contractors or suppliers who are in the process of tendering for work from the Group; and

· hospitality must not be accepted where this could be thought to imply an obligation to the person or firm offering it.

5.06 Suppliers are therefore asked not to offer expensive gifts or hospitality to staff or Governors of the Group.  In some exceptional circumstances, staff are permitted to accept gifts with a value in excess of £10.00 but suppliers are discouraged from offering them because acceptance might imply, or be seen to imply an obligation to the supplier concerned.

5.7 5.07
Suppliers are permitted to offer working lunches to staff provided that these are on a moderate scale.  Staff are not permitted to accept hospitality of an expensive nature (even where business is discussed) and will not generally accept any hospitality which is not related to business.  For more information, please see Peabody’s Gifts and Hospitality Policy.


Procurement

5.08
The Group has established procedures to see that it complies with the requirements of legislation and good practice in respect of procurement.  The Group expects its suppliers to be similarly compliant, particularly in respect of the relationship between the two organisations.

6.00
Openness and Confidentiality


Openness

6.01
Suppliers must work with the Group in an open, honest and transparent manner, demonstrating a commitment to these values at all times.


Confidentiality and Data Protection

6.02
In order for suppliers to carry out their work, it might be necessary for confidential information (which might include personal data as defined in the Data Protection Act 1998, DPA 98) to be shared between the Group and its suppliers.

6.03
As a minimum, suppliers must put into place technical and organisational measures which are equivalent to those imposed upon the Group by the Seventh Principle set out within the DPA 98.  Suppliers must comply with those requirements in respect of all confidential information (whether or not it includes personal data), together with all other relevant law and any clauses below which set higher standards than those defined in law.

6.04
In event of a breach of the Data Protection Act where the responsibility for said breach is due to a failure of the supplier to fulfil their responsibilities, the supplier agrees to indemnify Peabody against any consequence thereof.  
7.00
Environment

7.01 The Group expects its suppliers to:

· have an effective and properly implemented environmental policy in order to minimise any adverse impact which their operations might have on the environment;

· adhere to all environmental legislation and regulations to facilitate the protection of the environment;

· identify a person who has responsibility for compliance with regulatory and legal requirements and who actively promotes good practice in respect of environmental matters;

· work actively to minimise harm to and improve the environment, and proactively pursue any initiatives that bring about that improvement, including any established by the Group.

7.02
The Group also expects its construction contractors to comply with the requirements of the Considerate Constructor Scheme and the Considerate Contractor Scheme.

8.00
Handling of Complaints

8.01
The Group operates a Complaints Policy which establishes a procedure which residents, service users and neighbours can use to make a complaint about the Group’s services or operations.  The Group will inform suppliers about its process when they are engaged.

8.02
The Group will use the Complaints Process to handle any complaints made about the work of a supplier, unless specific arrangements for complaints handling have been made in respect of the supply or contract concerned.

8.03
Suppliers are required to co-operate in addressing any complaints that are made about their work, regardless of the route through which they are made.  In particular, suppliers must send any complaints to the Group’s Quality Assurance Manager (QAM) on the day or receipt and the QAM will assist the supplier and the relevant staff from the Group to resolve the matter informally if possible.  If the matter cannot be resolved then the QAM will supervise the handling of the complaint with a view to reaching a resolution.

9.00
Monitoring Compliance and Handling Breaches

9.01
The Group will monitor compliance with this Code through customer satisfaction surveys, routine monitoring of complaints (both formal and informal) and observation of the behaviour and conduct of suppliers’ staff.

9.02
Minor breaches of this Code will be drawn to the attention of management within suppliers and the Group expects that non-compliance will be addressed quickly.

9.03
Serious breaches of this Code will be recorded in writing and formally communicated to the supplier concerned.  The Group will consider whether further formal action is necessary and the contractual provisions in respect of dispute handling and resolution and termination of contracts shall be invoked if necessary.  For more information, please see Peabody’s Complaints Policy.
10.00
Further Information

10.01
Suppliers should address questions and requests for further information about this Code to the Group’s Company Secretary.

We hereby consent to comply with the requirements of the Code while providing services to the Trust.

Signed: ____________________________


Date: ________________
On behalf of: _________________________________________________________
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