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1.0 Introduction

1.1 This code is provides guidance to employees, concerrring stanciards ot
conduct when thcy ffe carrying out the'ir duties, and in their relationships
with this ch;rritv and its ttustees.)

t.2 r\11 empluyees are rcquired. on accepting the position of ernployee to cleclltre
that thev will be suided bv tltis code.

1.5 The code represents a standard against which the conduct of emptoyees rvill
be .iudgr..d, bottr by [hc pLrblic' charitv comrnission. the cour-ts and trustees.

2. The Lalv

7.1 You must ilct et all times within the llilv. You should makc sure thlt you are
fnmiliar with and comply with the laws relating to your employme nt, and tire
guiciance containecl in this code. It is your responsibility to make sllre that
what you do cornplies with these requirenlents and this guidance" You
should regularly rcvierv your personal circumstances rvith this in mitrrl.
particularly when your circurnstances change. If in doubt seek advice ti'r:rn
director or the chair of the trustees.

3.0 Duty to the Charity and Private Interest.

in.\ 3.1 Your over riding duty as an employee is to help the charity to achieve its
'-*\'i'J 

charitable objectives. For CASH the charitable objective is:

T-o cult'ttyc:e edncati*n tln'ough the proyision of truin irug utd advice itt

J'inanciul. rnrtnagement and ndninistrutit,t sliills to tlte puhlir: rtnd in
p a rt i c: u lar t rs re p r es enfcrriyes of c h u r i t sb I t: rt r g uniscrlir.rls.

3.? .{ll f'unds held by the charity are to bq used in the pursuit of this uliective unr-l
yolt should advise and nssist the trustees ttl use the funds as ettectively:.tncl as

cfficientll. ' as prossible u,lri lst maintaining iln ethical u:rlnsideration oi thc

e nvi ron men t.
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Alsa in helpir:g tn achieve the eftjcient pursr.rit of the charities objectives y'olr
shauld be minrlful af the demand t'rom different user.s/clients anr"l the desisri
and tiugeting of the service in ways that ma-ximise tht: benelits to the
userslclients in relation to the achievement of the chariti*s ohiectives.

As an employee you have a duty of care to other empicyees and user$ of the
charities services. This includes consideration r:f health and safetv matters.

As an ernployee you have a duty to ensure that the chitrit-v is ar.vare of the
various laws that aftect its activities.

lf irou have a private or personal interest in a topic r,vhich trustees lrave tr-r
decide, you should never take any part in the decision.

You should never do anything as an empk:yec that you could rlot justif"v tt:
the public.

It is not enough to avoid actual impropriety (r,vrong dr:ing). You sht:uld at
all tirnes avoirl any occasion for suspicion and any appenrance of inrprr:per
conduct.

Disclosure of Financial and Other Interests.

You should declare both direct and indirect financial interest (including those
of a pilrtner tvith rvtrorn .you are living) rvhich yor.r may have in any fflittter
relating to the charity.

You should list in the register of interests trusteeships. directorships, palitical
office ancl employrnent in the register of interests held by the charit-v. Yor-t
shr:uld list any shareholdings in companies that you know do business rvith
the charity and drtails of any property in which yt)u have t tinancial inte r:est
that is leased or rented bv the charity.
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Non trnancial interests can tre just rrs inrpufilint. You sht:uld not allt:r,v the-
impression io be createci that,vou ere. or rnily be. usirlg vorlr positiun ;-rs i.ln
ernplttyee to pronlotr a private or perso{}al interesi. rather than forr,varding t}re
general interest of thr: charity and helping it to achieve its objectives. Private
and personal interesls include those of your family ancl lriends as well as
those arising through yolrr ethnic/cultural identity, sexual orientation. .
membership af, or association r,vith clubs. sr:cieties, religious institutir:ns" tnrl
othrer organisations such as trade unions, political parties. pressure groups.
free masons. and other voluntary organisations.

If'you have a privati: or personal non trnanciarl interest in a matter relating tu
the charities business you should alwavs disclose it to the clirector or the
ch*ir of the trustees unless it is a general intere st thut is shared other mcmtrers
o{ the genera} public" A general interr'st could include your ethnic and
cultural identiilcatir:n, spiritual belief.s, and sexunl orrjentation. You shouirl
be familialuvith CASI-I's equal opportunitirs policy and seek to follor,v this
policy at all times

lt- your interest arises trom your being appointed by CASH tc t:e their
representative on the nlanagement committee of another charity rlr rrolunturv
organisation or other organisation fonned tor public purpose (and not fnr thc
personal benetit of the rnembers) yoLr may assulne that this interest is
assumed within your nornral working role, but infonn the Direc'tor or Chirir
of trustee should any matter arise ttrat rnight e ffect the financial well being or'
reputation o1'CASI{.

lf your interest arises frcru your be ing an elected mernber of a public
authority or an unpaid rnernber of the managemsnf committee t:f iinothcr
charity or voluntary eirganisation or r;ther organisation tormetl tur public
purpose (ancl not lor the personal benefit of'the menrbers) and vou r,vere *ot
appointed to be a repres*ntative of CASH then you strould alr,r,ays give
priority to your role as an employee ot'CASI{ and rvithdr;-rrv f rom anv
discussion or activities thirt miuht resr"rft in a conflict o{'interest.

Disclosure in other dealings

You shoulcl always &pply the principlbs airout disciilsule of inter-est tu vuur'
dealings with the charit1,,. and in your unofficial relirtior:s r,vith other
empioyees and trustees in the sanlc ttrat you wrluld in ttie torrnlrl rvorking
environnrent.
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You should not remain as an emplo.vee if it wr:uld inl,olve you in riecl:rring
an inrerest so often tliat yoll wr:uld be of little valve to the cfrarit-v r:lr it'it
rvould be tikely t$ rveaken pr-rbiic.canfldence in the chrrrity.

Emplayces and'Irustees.

Murual respep between enrployees and trustees is essential for the good
tunctioning&f the charity. Close personel tamiliarity betr,veen inrliviclual
employe{ and other employees and tn:stees can damage this relationship,
upset systems of line managernent ancl prove embarrasing to other
enrployees and trustees"

lf you sit on an inten'itw panel or take part in appointing an empk:yee you
should be tamiliar rvittt the ch;rities equai opportunities. You should nur let
your personal lrerferences intlueng$ lour jutlgement. The only questiolt ycll
should consider is which candidate r.voulcl bcst serve the charity. You slror-rkl
not canvnss tlre suppon r:f your colleagues for any canditate and )'ou shtrr-licl
resist any atternpt by cthers to canvas yours.

Use of contidential and Private Information.

As an emplcyes you will acquire information that lias not been made pui:lic
and is confidential. It is a betrayal of trust tr: bre*r:h this confidence. \'ou
shauld never disclose or use conildential information fcr the personal
advantage ol'yourself or of anyone known tt: you, or to the disadvantage or
the discredit of the charity.

You should be particularly ilware of the line nenagernent structurcs of othe r
organisations and not divulge confidential infonn&tion abor.rt theses
organisations to parts ol the organisalion tl:at are nt;t aware of it. Be carctul
of in{ormal discussions at receptiorrs and other events lvhen yoll mieht feel
like <Jiscussing the matter cnly to rliscover that the p€rson from the t:thrr
organisation had no knorvletlge of itl
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Gifts and Hospitality

You shculd be very' cautious of any olter of gift or hospitality r:rade ta _y-olr
personally, particularlv when a person or r:rganisation is seeking to do
business r,vith the charity. This includes gifts from suppliers Uke stationarv
companies which iue clearly intended for use at horne rather than by the
chutty.

There iue no hard and tast rules about acceptance or refusal of hospitality or
tokens cf goodr.vill. For example, lverking lunches may be a proper q.'nv t)l'
doing business. pr*vided th*t they are approved by the charity i.rnd nr-r
extravagance is invi:ived. Likewise it may be reascnable for a trustee ta
represent ths chartty iit a social function or errent organisecl by outsicie
psrsons or boclies.

Yr:u are personally responsii:le fbr all rlecisions cr)nnecterl witir the
acceptancc or ol'fer of gitis or huspitality and tor avoiding the risk of
dantaging public confidence in the charity. Tlhe ofter of gitts or invitirtions
sttoultl alwirys be reporled to the l)irector of the charity of to the Chair *l'the
trustees.
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9.0 Expenses

9. 1 The l)irector ciln advise you as ta lvhat exp€nses can be clainred-

10,0 Use of CASH's Facilities

11.1 You should always make sure that any facilities (such as stationary. stamps
etc.) are used str-ictly for the duties of being an employee and for no other
purpOse.

11.0 Appointments to other botlies

1 t. I You may bc appointed or noilrinated by CASH to be a rnember of anotl:er
body or organisation - tor instance a joint working part_y, or another charitl'.
You shauld always observe the Code in carrying out yo$r duties crn tliat bod-v
in the siirule way you would rvith CASH.
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