LONDON BOROUGH OF HAVERING

EMPLOYEE CODE OF CONDUCT


EMPLOYEE CODE OF CONDUCT POLICY

1 
INTRODUCTION
1.1
In the last few years there have been a number of initiatives which have looked at the conduct of local authorities such as:

· Employers Organisation: Code of Conduct of Employees

· The Cadbury Report

· The Nolan Report

· Employers Organisation Confidential Reporting Policy  & the Public Interest Disclosure Act 1998 (Whistle blowing)
1.2
The Nolan Report identified the following seven principles of conduct which should underpin public life :

· Selflessness   

· Integrity

· Objectivity

· Accountability

· Openness

· Honesty

· Leadership. 

1.3
This policy (which is mainly based on the Employers Organisation Code of Conduct of Employees) has therefore been written to reflect the three fundamental principles of openness, integrity and accountability covering:

· Probity and propriety

· Selflessness, objectivity and honesty; and

· Relationships.

2
PROBITY & PROPRIETY

2.1.
Standards
2.1.1
Employees are expected to conduct themselves in accordance with the highest possible standards of service to the public and where required give appropriate and impartial advice to other employees and members. 

2.1.2.
Similarly employees should conduct themselves in accordance with the highest possible standards when representing the Council at outside functions and the actions of employees should not bring the Council and/or its reputation into disrepute.

2.1.3
Should a employee notice anything unusual in the Council’s financial or business management dealings then these should be brought to the attention of their managers. (see section 13 under `Relationships’ below, the Council’s Confidential  Reporting Policy and Financial Regulations).

2.1.4
The Council’s Standing Orders and Financial regulations must be complied with in all  aspects of a person’s work. 

2.2
Use of Financial Resources
2.2.1
Employees must ensure that they take care of the public funds entrusted to them and safeguard property, assets and confidential information to ensure they are not stolen, abused or damaged. They should also strive to ensure value for money to the local community and to avoid legal challenge to the authority regarding its actions.

2.2.2
Care should be taken to ensure that official assets and resources are not used for private advantage and all claims for expenses are for expenditure actually incurred and claimed in accordance with agreed procedures and rates.

2.3
Use of Council Facilities

2.3.1  Employees must ensure that the councils facilities such as, telephone, e-mail, photocopying, faxing are not being misused for personal purposes. Prior consent should be obtained from your manager. Also refer to the E-mail/Internet Policy.     

2.3.2 The Council facilities which employees use as part of their normal duties are not available to be used when employees are pursuing their own private interests, for example, supporting activities intended to influence the Council's plans for services.

3.
SELFLESSNESS, OBJECTIVITY AND HONESTY

3.1
Disclosure of Information
3.1.1
The law requires that certain types of information must be available to members, auditors, government departments, service users and the public. Included within this would be rights to inspect committee reports (except for those which are lawfully ‘exempt’) and background papers.

3.1.2
Employees must not use any information obtained in the course of their employment for personal gain or benefit, nor should they pass it on to others who might use it in such a way.

3.1.3
Should an employee be approached by an external agency seeking a comment for public consumption then s/he should refer the matter to the Information Unit.

3.1.4  Employees need to be aware of the requirements of the Data Protection Act whenever they are considering providing information, regardless of whether it is manual/computerised information. Further information on this matter can be obtained from your Personnel Teams. 

3.2
Political Neutrality 
3.2.1
Employees serve the authority as a whole and must respect the rights of all individual Members. All Members must be treated equally, whatever their political allegiance and regardless of employees' personal views about their policies.

3.2.2
Some senior employees may be expected, within the Council’s guidelines to advise political groups. The information supplied must be impartial and confidential and must not compromise the political neutrality of the person providing such advice.

3.2.3
All employees must adhere to the expressed policy of the Council and not let their own political opinions interfere with this.

3.2.4
Some employees may be in senior positions which by law are politically restricted posts. As such they will be prevented from taking part in certain activities outside of their work. Further advice on this matter can be obtained from either your Personnel Team or Corporate Human Resources.

4
RELATIONSHIPS
4.1
Dealing with the Public, Other Organisations and Employees
4.1.1
All employees should uphold the reputation of the Authority by treating both the general public, people from other organisations and other employees with care and respect. i.e. 

· In a helpful and courteous manner,

· On a timely, reliable and, where appropriate, confidential basis, and

· In an open, fair and efficient way.  

4.2
Suppliers/Contractors

4.2.1
Employees must be aware of the risks involved in contracting, purchasing and partnership relationships. 

4.2.2
Where involved in the tendering process and dealing with contractors, (potential and existing alike) employees should be clear on the separation of client, contractor and partnership roles within the Authority. Senior employees who have both a client and contractor responsibility must be aware of the need for accountability and openness.

4.2.3  Employees in contractor or client units must exercise fairness and impartiality when dealing with all customers, suppliers, other contractors and sub-contractors.

4.2.4
Employees who are privy to confidential information on tenderers or costs for either internal or external contracts should not disclose that information to any unauthorised party or organisation.

4.2.5
The tendering procedures must be carried out in accordance with the Authority’s standing orders, financial regulations and where relevant European procurement rules.

4.3
Councillors

4.3.1
Some employees’ duties may involve giving advice to councillors. Mutual respect between employees and Members is essential to effective local government. However close personal familiarity between employees and individual members can damage  the relationship. This should therefore be avoided.

4.4
Fraud/Corruption

4.4.1  Employees must be aware that :


(a)  It is a serious criminal offence for them to be involved in fraudulent and/or corrupt activities: this is not limited to internal fraud/corruption but extends to fraud/corruption by an employee of this Council upon another public body e.g. the Benefits Agency. 

(b)  It is a criminal offence for a local authority employee (in his/her position as an employee/officer, or by using his/her position as an employee/officer) to accept any fee or reward other than his/her proper remuneration.  This includes such things as unauthorised commissions, gifts, presents or bribes, contributions towards legal costs (incurred in legal proceedings brought by a third party against the employee) and special payment for work for which the employee is already being paid a proper remuneration.

4.4.2
In any proceedings for fraud/corruption, unless the contrary is proved, it will be assumed that the employee made the payment, gave, or received the gift corruptly.  It is, therefore, essential that employees comply with the hospitality/gifts policy and it will be for the employee to demonstrate that he/she has complied with the hospitality/gifts policy".

4.5
The Local Community and Service Users  

4.5.1
Employees must always remember their responsibilities to the community they serve and ensure courteous, efficient and impartial service delivery to all groups and individuals within the community. 

4.6
Contractors

4.6.1
All relationships with contractors or potential contractors must be made known/declared to the appropriate manager, in line with the General Declaration of Interest Policy. Orders and contracts must be awarded, subject to best value, on merit, by fair competition against other tenderers, and no favouritism should be shown to businesses run by for example friends, partners or relatives. 

4.6.2
Employees who engage or supervise contractors or have an official relationship with contractors and have previously had or currently have a relationship in a private or domestic capacity, must declare that relationship to their Line Manager. The line manager should fully record this information which should be retained on the employees personal file. The officer should also consider any other appropriate course of action, if any, to be taken. 

4.7
Appointment and Other Employment Matters

4.7.1
Employees involved in appointments must ensure that these are made on the basis of merit evaluated against person and job profiles. It would be unlawful for an employee to make an appointment which was based on anything other than the ability of the candidate to undertake the duties set out in the job profile. To avoid any possible accusation of bias, employees must disclose and must not be involved in decisions relating to an appointment where they are related to an applicant, or have a personal relationship outside work with them ie partner/ex-partner, relative or close friend. (refer to general declaration of interest policy) 

4.7.2
Similarly, employees must not be involved in decisions relating to discipline, promotion or pay adjustment for any other employee who is a relative,  partner/ex-partner or close friend.  

4.8
Outside Commitments

4.8.1
Employees graded SO1 and above (or who receive remuneration equivalent to or above scp 29) are required to seek written permission to take up any outside employment. For further details contact your personnel team. Managers should ensure that any other employment undertaken must not conflict with the guidelines of this policy.

4.9
Personal Interests
4.9.1
Employees who have an interest (whether financial or otherwise) in a matter that involves the Council’s business, must not allow that interest to conflict with their work on behalf of the Council.  Any such interest must also be declared in accordance with the Declaration of Interest Policy.   In general terms, this policy requires an employee to complete the Declaration of Interest form and return it to their Group Director/Assistant Chief Executive, as appropriate.  Employees are also required to update this information on an annual basis.
4.10
Managing Diversity
4.10.1
Employees have an obligation to ensure that policies relating to equality issues as agreed by the authority are complied with, in addition to compliance with the requirements of the law. All members of the local community, customers and other employees have a right to be treated with fairness and equity.

4.10.2The Council will not accept any behaviour of harassment of employees or members of the community i.e. in relation to race, gender, disability or sexual orientation. Any breach of this will be severely considered and may be subject to disciplinary action.

4.11
Gifts, Hospitality & Entertainment
4.11.1
It is essential that employees do not offer or accept any payments, bribes, favour or inducement which might influence (or appear to influence) an official action.

4.11.2
Gifts, hospitality and entertainment should only be offered or accepted in situations where there is a genuine need to impart information or represent the Authority. This must be expressly approved by the Executive Director as detailed in the hospitality register guidelines. 

4.11.3
All such offers/gifts must be entered in the hospitality register with details as to whether the offer has been accepted or declined. For further details see the hospitality register guidelines. 

4.12
Sponsorship

4.12.1
Where an outside organisation wishes to sponsor or is seeking to sponsor an activity, whether by invitation, tender, negotiation or voluntarily, the basic conventions concerning acceptance of gifts or hospitality apply. Particular care must be taken when dealing with contractors and/or potential contractors.

4.12.2  Where the Authority wishes to sponsor an event or service, which is 
likely to be of direct benefit to an employee, his/her spouse, partner 
and/or relative,  that employee must make full disclosure of any such 
benefit and must have no other involvement whatsoever in the 
process.

4.12.3  Where the Authority wishes to sponsor an event/service which is likely 
to be of indirect benefit to an employee, his/her spouse, partner and/or 
relative, that employee must make full disclosure of any such interest 
to his/her line manager. Thereafter, the employee concerned may be 
involved in the process only upon the authority of the line manager. 
Any such authorisation may only be given after the line manager 
 
concerned has investigated and determined the extent of any such 
potential indirect benefit. At all times, employees should ensure that 
impartial advice is given and that there is no conflict of interests 
involved. Details of any advice given should be recorded and retained 
on file.

4.13
Reporting Suspected Irregularities
4.13.1
Employees are likely to be the first people to notice anything unusual in the Council’s financial dealings.  Due to the importance which the Council place on this issue they have adopted a local Confidential Reporting Policy (based upon the Employers Organisation Code of Practice on Confidential Reporting). Confidential Reporting (also know as whistleblowing) is the terminology used for drawing attention to suspected misconduct within an organisation.

4.13.2
It is the  responsibility of all employees to report any concerns they may have in line with the Confidential Reporting Policy or Financial Regulations.

4.13.3
In order to meet any concerns an employee may have in expressing concerns about their colleagues, managers or members’ conduct they are offered protection from any harassment, victimisation or discrimination directly resulting from these actions. 

4.13.4  Employees must however be aware that should it be found that they have acted maliciously or vexatiously, then disciplinary action may be taken against them. 

5
MONITORING
5.1  
The Personnel Managers will monitor this policy and procedure within their Service Cluster and Corporate Human Resources will provide a corporate overview. The policy and procedure will be subject to regular review on the basis of good practice and monitoring data.  Corporate Human Resources will be responsible for producing annual reports and recommendations for the Council.
6
CONCLUSION
All employees should adhere to this policy. If an employee breaches the policy, this could lead to disciplinary action not excluding dismissal.
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