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Employees' Code of Conduct

1. General

1.1 The public is entitled to expect conduct of the highest standard from local
authority employees. Public confidence in the integrity of the service would be
shaken if there were the least suspicion that employees could be influenced by
improper motives. Do not do anything which you could not justify in public. It
is not enough to avoid actual impropriety; you should at all times avoid any
cause for suspicion or the appearance of improper conduct.

1.2 Employees' off-duty hours are their own personal concern but care should be
taken to ensure that there is never any conflict between official duties and
private interests. Employees are not prevented from undertaking additional
employment but must ensure that this does not conflict with the Council's
interests or weaken public confidence in the conduct of the Council's business.
For example, whilst an employee engaged in Development or Building Control
work may help a prospective developer to submit an application for Planning
or Building Regulation approval to another Local Authority, it would be unwise
for such an individual to deal directly with this authority and a serious breach of
conduct to both submit and check their own plans.

1.3 Additionally, employees graded above Scale 6 must seek approval from their
Head of Service before engaging in other business or taking up additional
appointments.

2. Gifts and Hospitality

2.1 The entertainment of clients or customers as it is commonly and reasonably
offered by many contractors and consultants is not unacceptable.
However, offers of gifts, favour and hospitality should always be treated with
extreme caution. If such gifts, favours or hospitality could be
reasonably perceived as forms of inducement to favour the purchase of
a particular product/service, award of contract etc., then it could expose
you or the Council to criticism or comment and you should therefore
tactfully but firmly refuse the offer.

2.2 The timing of the approach (while negotiations are in progress or after a
contract has been awarded) will be relevant and the offer of even minor gifts
on a regular basis should be treated with circumspection in case the wrong
interpretation could be placed upon it.

2.3 Acceptance of any gift etc. which could reasonably be viewed as an
inducement would be a criminal offence. It may be reasonable to accept:

Gifts of a promotional character (e.g. calendars, diaries) which are obviously
of low (Le. less than £10) monetary value and carry a promotional
logolinscription etc.
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Gifts, on the conclusion of any visit, of a sort which could not be
misinterpreted. (There are no strict rules on this but regard should be given to
the nature and commercial value of any gift, any perceived intrinsic value or
re-sale value. If in doubt, refuse.)

Working lunches, refreshments offered at demonstrations of equipment or
bu$iness meetings which could not be reasonably arranged at any other time
and where the hospitality is merely incidental to the business activities and
not vice versa.

2.4 If employees are in any doubt concerning such offers, they should inform their
Head of Service (or Manager) in advance, where feasible, and seek advice. A
book will be available in each Department to record the acceptance of a gift,
favour or hospitality, and this must be completed promptly by the employees
concerned. (NB It is not necessary to record gifts of a promotional nature
which are of low value, and where the offer is not open to misrepresentation).

2.5 Invitations to meals or functions of a social or festive nature should not be
accepted if any ulterior motive could reasonably be attributed to the invitation.
Before accepting any invitation of this kind, the circumstances should be
reported to the Head of Service and details recorded in the book kept for that
purpose.

2.6 In offering hospitality, employees should aim for reasonableness whilst using
sensible judgement according to the nature of the occasion. Employees should
be able to justify the arrangements they have made as being in the interests of
the authority as a whole. For example, (a) when a meeting cannot be held as
part of normal daily Council business; (b) when visitors have had to make a
special journey.

2.7 Employees concerned with purchasing or the award of official contracts should
not divulge their private address to contractors nor should they become overly
familiar with contractors or their employees. This includes normal social
contact as well as contact during business hours and such employees should
exercise considerable discretion when in the public eye to avoid any
misinterpretation of their behaviour in this context.

Under no circumstances should an employee make use of contractors'
services on terms any different from those available to the general public or
other Council employees.

2.8 It is a criminal offence to demand or accept any gift or reward in return for an
employee allowing himself or herself to be influenced by any person seeking to
obtain a contract from the Council. In such cases, the burden of proof rests
with the employee to show that it was not corruptly given.

2.9 Any employee who knowingly accepts a gift or favour from a contractor or
other person seeking dealings with the Council will be liable to summary
dismissal. If an employee has any doubt about accepting a gift or service, the
circumstances should be reported to the Head of Service. If an employee
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receives an unsolicited gift or believes that a person is otherwise attempting to
influence him or her, the Head of Service should be informed immediately.

3. Other Inducements

3.1 Employees should be on their guard against other approaches which suppliers
or contractors may adopt in order to gain the approval of the Council or
unofficial sponsorship. For example, new types of food or other new products
offered free or at reduced prices, or free gifts for the officer placing orders
where promotional gifts are offered.

4. Legacies

4.1 Employees who have worked closely with individual members of the public
(e.g. Wardens of Sheltered Accommodation and Social Services employees)
may find that they have been remembered in the wills of people whom they
have looked after. Save for employees in Social Services, employees are not
forbidden from accepting legacies but should remember that the acceptance of
such may be open to misinterpretation. In this context, employees should,
therefore, always attempt to provide the same level of service for all members
of the public in accordance with Council policy. If an employee becomes aware
of an intended legacy, the circumstances should be discussed with the Head
of Service.

5. Access to Confidential Information

5.1 There is a fundamental duty on all employees not to use information they have
access to at work to further their private interests or those of their relations and
friends. Deliberate exploitation of confidential information will be regarded as
a serious offence which may warrant summary dismissal. For example, an
employee buys land or property knowing through his or her work that its value
is likely to increase. Considerable discretion should also be exercised when
discussing work activities in a social context in case information is divulged
which could benefit another party.

5.2 Employees must not divulge information concerning other employees' private
affairs to any other person unless the consent of that employee is first
obtained or the law permits that information to be divulged in the particular
circumstances.

6. Register of Interests

6.1 It is not compulsory for employees to register all their business interests
outside the authority. In accordance with the provisions of the Local
Government Act, employees must inform the Chief Executive and Head of
Service in writing if they have any financial interest, direct or indirect, in any
contract which the Council has entered into or is proposing to enter into or any
application for a licence, consent or permission. Employees should also
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possible for someone not involved with that application to understand what
the decision was and how and why it was reached.

. The main source of this documentation will be the Officer's report to
committee and, if the committee does not agree the recommendation, the
committee minutes.

. For delegated applications, a formal note of the main planning
considerations is written and kept on file.

. These principles apply equally to enforcement and Local Development
Framework matters.

. All committee reports and delegated decision reports will be checked and
agreed by the Development Control Manager.

. A written note should be kept of all potentially contentious meetings and
telephone conversations; this may be in the form of a follow-up letter.
Whilst it will be impossible to keep a full note of every meeting,
conversation and site visit, a record should be kept of significant events
and a record kept of when site visits have taken place. The extent of the
note should be in proportion to the significance of the event.

. Complaints alleging a breach of the statutory local code may be made
directly to the Standards Board.

20. Hospitalitv

20.1 Councillors and Officers are advised to treat with extreme caution any offer or
gift, favour or hospitality which is made to them personally. The general
presumption should be that hospitality is declined politely but firmly. Where to
do so would cause offence and the hospitality involved is minimal, it should be
recorded as soon as practically possible in a Hospitality Book maintained by
the Monitoring Officer.

20.2 Members are also obliged, under the Model Code to register any gifts or
hospitality received over the value of £25 within 28 days of receipt.

20.3 The high standard of conduct and impartiality expected of Officers is
contained in the Council's Code of Conduct for Employees.
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