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CODE OF CONDUCT
Policy

KCP Environmental Services is striving to be an open and trusting Company.  We need a common understanding of shared values of honesty, equity and fare dealing, and some guidance in handling important areas so that we all know where we stand.  The code sets out what is expected of each of us, in all our dealings with other people in the Company and outside.

There are three golden rules to remember


(i) How it will look to other people

(ii) If in doubt ask your manager

(iii) Disclose all gifts and hospitality you receive

The Code
Personal Behaviour

We should consider the consequences of our actions on others in the work place and ensure that our behaviour does not get in the way of our own colleagues ability to perform our jobs effectively.

Confidentiality

We should only exercise prudence and caution in using confidential company information and in shearing it only with those who have a legitimate need to know.

Company Property and Time

We should use Company property and time for business purposes only.  We may only use Company property for personal reasons where we have been given permission or in emergency situations.
Personal Expenses

Sums we claim as expenses should have been reasonably incurred in pursuit of business interests. All expenses claims should be accompanied by an appropriate Vat receipt.




Outside Employment

We should not undertake outside employment, whether paid or unpaid, which interferes with our ability to undertake our duties within KCP Environmental Services.

Conflicts of Interest 

We should not put ourselves in a position where our personal interests conflict, or might be perceived to conflict, with the Company.

Improper Payments

We should not offer inducements of a sort that would be considered bribes in the course of doing business – either to obtain business or to retain it.

Business Gifts and Benefits

We should not accept gifts or benefits of a personal nature from/to any customer or supplier of the Company or any person or organization who have business connections with the Company other than those authorized by the management.  If individuals are presented with gifts/benefits they are expected to bring it to the attention of the management immediately

The Law

We should always act within the law of the land.

Dress Codes

All individuals should endeavour to dress in an appropriate manner which fits the working environment.



Company Vehicles
KCP Environmental Services strives to ensure that all Company Vehicles are clean and tidy and maintained at all times.  This provides a good representation of the Company, personnel and quality of workmanship provided.

Therefore it is the individuals responsibility to ensure that the vehicles being used during a working day are maintained to the standard set by the Company.

The following list is not exhaustive but intended to provide a basic summary of regular servicing and maintenance that is to be undertaken to ensure that cleanliness is maintained and a record of any defects is recorded formally.

· Remove rubbish and debris from vehicle daily.

· Ensure vehicle seats are kept free of debris and rubbish daily.
· Ensure vehicle seats do not get wet from overalls or working clothes.

· Ensure wet and dry overalls are stored separately in back of the vehicle.

· Ensure that working boots and wellingtons are stored in the boxes provided or in a suitable area to prevent damage.
· Ensure that paperwork and folders of Company Policy are kept dry and away from wet or dirty areas in the vehicle.

· Once a week, or more frequent if required, the vehicles should be washed and swept on the interior and exterior to the standard set and agreed.

· Ensure all VAT receipts and paperwork required for the Company are retained within the plastic folders provided.

· Complete Daily Defect Sheets for ALL vehicles used on that day.  If no defects noted then complete as NIL defect.  These should be signed and dated by the person undertaking the check.  Where defects are noted then this should be highlighted to a Director of the Company immediately.

All employees are reminded that whilst the arrangement for repair and maintenance of the vehicles are the responsibility of the Company, the driver or relevant licence holder is responsible daily for the safety of the vehicle on the Public Highway.  As such the Law will dictate any necessary fines/ action upon the driver of the vehicle, at the time of any incident.
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