
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 Councilor
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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identify a spouse, relative or regular associate who might have a legitimate
interest in bidding for council work. Relevant business interests, as defined
above, should be recorded in the register kept for this purpose.

6.2 Employees should also inform the Chief Executive and their Head of Service in
writing where they are involved either as an individual or as a partner in a
business or as a director of a limited company or where they have a
substantial shareholding in a public or private company which regularly has
dealings with the council. For this purpose, "substantial" can be defined as
more than £5,000 (nominal value) or 1/10Othof the nominal value, whichever
is the lesser. Friendship or membership of an Association or Society could
also influence your judgement and should be treated in the same way. If
employees are in doubt as to what interests they need to declare they should
seek guidance from their Head of Service.

.. 7. Appointment and other Employment Matters

7.1 Employees may be seen to have an interest in the appointment of relatives.
For this reason, applicants are required to declare any relationship to senior
employees. Likewise, senior employees should make known any relationship
known to exist with a candidate for employment of which they are aware.

7.2 Although the Council operates an Equal Opportunities policy in respect of
recruitment, there will inevitably be times when a successful candidate is
related to a senior employee. Provided these principles are followed (which
also apply to relationships with Members), no claims of favouritism are likely to
succeed but employees should not be directly involved in the appointment of
relatives.

8. Publications, Broadcasts and Lectures

8.1 On occasions where employees are interviewed by the media or agree to give
lectures in connection with their official duties they may retain any fees
awarded to them subject to the agreement of the Council. Heads of Service
should be consulted on any intended lecture or publication in the press or
other media which is connected with their official duties.

8.2 Employees are not prevented from publishing articles or giving lectures in
connection with their professions or upon which they have specialised
knowledge where they are not acting in an official capacity. In such instances,
however, they should make clear that the views expressed are their own and
that they do not necessarily represent Council policy.

8.3 Employees should take care when expressing their personal views publicly
that they do not undermine confidence in their objectivity in the performance of
their duties.
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