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Code of Conduct 

for Employees

Islington Council’s Ways of Working (WOWs) and Core Values

The Council has adopted a set of ways of working (WOWs) which articulate our shared vision and agreed attitudes and behaviour:

Leadership 
Lead by example in everything you do. Encourage everyone to achieve the Council's aims and objectives.

Open and honest communication  

Give clear and accurate information to everyone when you write or speak to them. Give customers and employees time to respond. If you can't help, make sure you find a person who can.

Customer focus 

Treat everyone fairly and with dignity and respect in accordance with the Council’s policies on customer care and equalities and the requirements of the law. Focus on the needs of all our customers and employees in everything you do.

Supportive and working together
Be professional, flexible and supportive in your working relationships with other employees and with Councillors. . Tell people how you appreciate their good work, and learn from mistakes. Work as a team, and take an active role in developing everyone's skills, including your own.

Take responsibility
Take responsibility for your decisions and actions and for making improvements. Encourage everyone to do the same. Tell people when they need to know something. Remember, to the customer, you are the Council.

New ideas
Take a fresh approach to ways of improving the work of the Council and your section. Be keen to try out new ideas where appropriate. Ask questions and get involved. Taking a fresh and dynamic approach to ways of developing and continuously improving the organisation. Welcoming innovation, facilitating partnerships, asking questions and encouraging participation.

Efficiency and effectiveness
Focus everything you do on agreed work plans. Check the quality of what you do as you go along, assess how successful your work has been and make necessary changes. Update your work targets regularly.

The Council has also adopted the following core values to underpin how we work:

Accountability

Carry out your responsibilities reasonably and according to the law, remembering that you are accountable to, and owe a duty, to the Council.

      
Political neutrality

Do not allow your own personal or political opinions to interfere with their work and comply with any statutory restrictions on political activities which apply to your post.

This Code sets out required standards of employee conduct to comply with the WOWs and Core Values.
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PART ONE

1.0
Introduction

1.1
The role of Council employees is to serve the Council in providing advice, implementing its policies and delivering services to the local community. In performing their duties, Council, employees must act with integrity, honesty, impartiality and objectivity.The public is entitled to expect the highest standards of conduct from all Council employees. 
1.2
This Code is be given to existing employees and new employees when they commence employment.  If employees have any doubts or queries about what is acceptable conduct, or about anything else in this Code, they should raise these with their manager. 

2.0 The purpose of the Code and its status

2.1
The following sections of this Part of the Code set out the implications of the Council’s WOWs and core values for acceptable standards of behaviour by employees and the consequences of any failure to meet the standards to ensure:

· employees are clear about the Council's standards and expectations of them.

· employees deal appropriately with difficult and/or potenitally compromising situations.

· employees to recognise their individual, collective and corporate responsibility to promote and encourage high standards of conduct throughout the authority.

· 
that the public receives the best from Council services.

· that members of the public are treated respectfully and promptly and have a say in the services provided.

· improved management of the Council and its services

2.2 This Code cannot cover all of the Council's expectations of its employees. The Council could not possibly function without its employees' loyalty, competence, integrity, professionalism and simple common sense ‑ all these are implicit in the Code.

2.3
Managers have a particular responsibility to make sure that employees are aware of the Code and its requirements, and its implications for their duties and that working arrangements, practices and policies support and are compatible with the Code 
2.4
The Code forms part of employees' contracts of employment and action under the Council's 
Performance Management Procedures for misconduct and criminal 
convictions, and competence, may be taken in respect of any breaches of the Code.

2.5
Employees are expected to comply with the Code in all 
aspects of their work and in their lives outside work insofar as they may compromise their employment by the Council.

2.6
The Code does not place restrictions on employees' trade union activities, provided that these are reasonable, authorised by senior trade union branch officers, and are within the trade union facilities agreement.

2.7
The Code refers to a number of Council policies and procedures in respect of behaviour and the ways in which employees are required to work. Employees should refer to these for greater details on matters referred to in the Code. They can all be found on Izzi.

3.0 
Who is covered by the Code
3.1
Part One of the Code applies to all employees of the Council.
3.2
Managers have a particular role and responsibility for assisting employees to meet the Council's standards and for taking action where standards are not met. Managers must take steps to ensure that they and all employees for whom they are responsible  comply with the requirement of the Code.  All managers are required to sign up to the Manager’s Promise (available on Izzi). 
3.3
Special requirements of the most senior employees (the Chief Executive, Directors and those managers who report directly to them) are set out in  Part Two of the Code.

3.4
Although the Code is primarily addressed to Council employees the Council expects that anyone it engages or contracts to carry out any of its functions will abide by the spirit of the Code. These include:

· consultants and their employees

· contractors and their employees

· the Council's partners and their employees

· employees of other organisations who have been seconded to work for the Council

· agency staff

· volunteers and individuals undertaking work placements or apprenticeships or similar roles

3.5
In the event that the Code is breached, consideration will be given to terminating, or seeking compensation under, 
the contract or other arrangement between the consuItant/contractor/outside organisation 
and the Council, and/or referring the matter to the police or other relevant regulatory body.

3.6
The Code will apply to employees in education establishments where it has been 
adopted by the governing body.

4.0
Standards, service delivery and equality

4.1
In addition to high levels of performance, a good image is vital for the Council so 
that its residents and businesses can have confidence in the 
services provided. 

4.2
As public servants, Council employees have a particular responsibility to look after public resources and property and  their conduct inside and 
outside work must never undermine the trust and confidence the public 
and the Council need to have in them to carry out their work properly and conscientiously.

4.3
Employees are the Council's 
"ambassadors". Most contact with the Council is carried out with Council 
employees. It is vital, therefore, that the public finds this contact polite, competent, professional, friendly, helpful and trustworthy. 


High standards 

4.4
At all times employees are required to:

 give the highest possible standard of service to the public and make service delivery their main priority

 do nothing inside or outside their working hours which could undermine public confidence in them as Council employees and/or in the Council

 work in the best interests of the Council, and the community it serves

 do nothing which results in the Council (or any other public authority) being denied revenue to which it is entitled (see also paragraph 4.46)

 follow Council policies and procedures, and meet laid down standards

Equality Issues

4.5 Islington is an equal opportunites service provider and employer. No form of discrimination is tolerated. All employees have a responsibility to promote and comply with the Council's equal opportunities policies and practices, including Dignity for All, and with the requirements of the law.

4.6 
Council employees are required to:

 make sure that the Council's equality policies are complied with and carried out.

 treat all members of the community and other employees fairly and equally regardless of their sex, race, colour, national or ethnic origin, sexuality, religion, age, disability or marital status

 assist all members of the community so that they can benefit from the services on offer

 never display in the workplace, nor allow others to display, sexist or racist material, or material which people could reasonably find offensive

 tell their managers about anything which may be discrimination, bullying and harassment or victimisation of themselves, colleagues, or members of the community

4.7
Managers have a particular responsibility for making sure that:

 services are delivered in a manner which effectively meets the Council's equality policies and that all groups within the community have equal access

 employees can enjoy a working environment which is free of any discrimination

 their Director/ Head of Service is informed about any incidents and/or complaints about discrimination, victimisation, or harassment

Attendance and Punctuality

4.8 
Employees must report promptly at the appointed time at their designated 
workplaces, at the start of their working day and after any authorised breaks.

4.9 
Employees who are prevented from reporting for work because of illness and/or injury must comply with the sickness notification/certification requirements detailed in their contracts of employment and/or as directed by their Director/Head of Service. 

4.10 Employees who arrive late for work and appointments cause inconvenience and annoyance. Lateness for appointments with people who do not work for the Council (e.g. residents) reflects badly on the Council. Council employees must arrive for appointments on time, unless there are exceptional circumstances.

4.11 The Council’s Smart Working policies set out the time keeping and whereabouts information requirements for staff when working away from the office.

4.12 Managers must:

 make sure that proper arrangements are in place for employees to record their start and finish times at work and their whereabouts during the day
Criminal Convictions/ Charges/ Investigations

4.13
Council employees must:

· keep the relevant Director or Head of Service informed of progress if they are investigated and/or charged in connection with a criminal offence 
· tell their Director or Head of Service immediately if they are convicted of any criminal offence, bound over, or cautioned about activities inside or outside work, including road traffic offences

Behaviour at Work

4.14  
The way employees behave at work directly affects the service, colleagues, the

             workplace, and the public's perception about Council services.

4.15

Council employees must always:

· show respect for the public and colleagues and behave in a way which cannot reasonably cause offence to anyone

· exercise self‑control ‑ never behave in a loud, aggressive and angry manner, nor use foul and abusive language

Dress

4.16
The manner in which employees present themselves at work directly affects the Council's image, their colleagues and the service and should be appropriate for the work they are carrying out for the Council.  Therefore, Council employees are required to: 

· be clean, tidy and presentable at all times and comply with the requirements of local managers in relation to appropriate dress for their service and work role.

· always wear uniform or protective clothing if these have been issued, or made available for particular tasks, and make sure that these are clean and in good repair.

· always have regard to the health and safety implications of what they wear e.g. the need for safe footwear.

4.17
Employees may follow the traditions of their ethnic/cultural/religious background provided they are safe and appropriate to the job. This must be discussed with appropriate managers to make sure there are no health and safety implications.

Name badges

4.18
Employees must always wear their name badges at work (unless their Director/Head of Service has specifically agreed that they may carry it instead).

Driving 
4.19
Employees who have to drive in the course of their work must: 

 avoid making unnecessary and short journeys by car ‑ it is better for the environment to use public transport, cycle or walk.

 always drive courteously and according to the laws and rules of the road

 comply with the Council’s policy on drugs and alcohol (see paragraph 4.20.
 never drive having consumed prescription, or over‑the counter drugs, if there is a risk that their ability to drive could be affected 

 always make sure that vehicles are roadworthy, well‑maintained, appropriately insured, taxed, and suitable for the purposes for which they are being used 

 immediately advise their manager if they are stopped by the police whilst driving a Council vehicle

 immediately advise their manager if they are involved in a road traffic accident in the course of their work 

 avoid incurring a parking ticket in the course of their work, and advise their manager if they are issued with one
 have regular eye tests and advise their manager of any health issues which may affect their driving
Smoking

4.20
All employees are required to comply with the Council’s no  smoking policy.
Alcohol and Drugs 
4.21   It is Council policy that employees must not consume alcohol or take drugs (other than prescribed or over the counter drug) during working hours (including lunchtimes and other breaks) and must not work under the influence of either of these.
4.22
Employees must consult their GPs for advice on the effects any legal medication may have on their ability to perform or conduct themselves at work, and advise their managers accordingly.

4.23
Employees must inform their manager or Director or Head of Service if they have genuine reason to believe that a colleague may have an alcohol, drug or substance misuse problem.

4.24 Employees who think that they may have an alcohol, drug or substance abuse problem, can seek support through the employee assistance programme.
Health and safety

4.25 
All employees must:

· carry out their work in a safe and proper manner having regard at all times for their own health and safety and that of colleagues and the public

· be familiar with health and safety law, which is displayed in all workplaces, and the Council's Health and Safety Policy Statement

· comply with the health and safety regulations relating to the particular task(s) they are carrying out

· complete the health and safety training applicable to their jobs which the Council provides

4.26
Managers must make sure that their employees work in a safe place, with safe methods, and must be familiar with the Council's Health and Safety Policy Statement and their responsibilities within it.

Personal financial affairs

4.27    All employees must:

· not conduct their personal finances in a way which results in Islington Council, or another public body, being defrauded (this includes claiming Housing Benefit to which they are not entitled; failing to register for Council Tax; occupying Council property unlawfully)

· keep up to date with Council Tax, rent and service charges due to this and any other Council ‑ the Council will use any powers available to it to reclaim monies, including attachment of earnings

· avoid being the subject of legal action which may bring the Council into disrepute and/or undermine the relationship of trust and confidence between the employee and the Council.

4.28 Employees should note that:

· employment and payroll data held by the Council may be used to identify employees with debts to the Council, including rent, commercial rent, Council tax, leasehold service charges, Business Rates, Right‑to‑Buy Insurance, Housing Benefit etc.

5.0 Criminal activities

5.1
Employees are required to report any criminal activities by their colleagues in the course of their employment.

6.0
Communication

6.1
The Council could not function without efficient and effective communication between staff, between service areas, between councillors and staff and between staff and the public.  Training in communication skills is therefore available. The Council's communications systems include:

· external and internal post

· telephone for internal and external calls

· fax
· email

· Internet

· Intranet

6.2
The Council has email and internet policies and guidelines. Employees must read and sign up to these before they use email and the internet.

6.3 
Employees' names, designations and service areas will be available to the public.

6.4
Communications may be intercepted where appropriate. This may include 
 
monitoring (and recording) of telephones, the internet and e‑mail.

7        Political neutrality

7.1
Employees are expected to serve the whole Council regardless of their own political views and, must:

 serve the authority as a whole and ensure that the individual rights of all Councillors are respected

 advise and support Councillors (if they are required to do this as part of their jobs) in a way which does not compromise the employees' political neutrality

 comply with Council policy when at work, and not allow their personal political views to interfere with the way they carry out their duties

 not use their workplace to promote/further personal political issues, or wear or display any material for any political or pressure group (unless they are required as part of their job to mount specific campaigns on behalf of the Council without compromising their political neutrality). This does not preclude the wearing or displaying of trade union identification/membership.

 be aware of the political restrictions imposed by the Local Government and Housing Act 1989 on certain posts (posts graded P04 and above and certain others), and how the Council's constitution might affect their jobs.
7.2
All Employees must be familiar with and behave in accordance with the requirements of the Protocol on Member/Officer relations in Part 6 of the Council’s Constitution.
8.0       Relationships

Employees' relationships with Councillors

8.1
Employees should be aware that close personal familiarity between employees and individual Councillors can damage their professional relationship and compromise efficient working. Where such a relationship occurs, the employee must bring it to the attention of her/his Director or Head of Service personally and in confidence so that the 
implications for the Council can be discussed and action taken to avoid any difficulties it may present.

8.2
This does not interfere with employees' rights, if they are Islington residents to correspond with their ward Councillors or constituency MPs on ward and constituency matters.

Managers' relationships with their staff

8.3
Similarly, close personal familiarity between managers and members of their staff can compromise efficient and proper working, and morale in the workplace. Where such a relationship occurs, the manager must bring it to the attention of her/his Director or Head of Service personally and in confidence so that the implications for the Council can be discussed and action taken to avoid any difficulties it may present.

Conflicts of interest arising from any connection employees or their close relations may have with a contractor/partner

8.4
Managers must make sure that ethical standards are embedded in to the Council's relationships with stakeholders, including outside bodies and partners. External suppliers and service providers are required to operate to public sector standards e.g. not offering or providing inappropriate gifts or hospitality to Council employees.

8.5
Contracts must be awarded on merit, by fair competition against other tenderers in accordance with the Council’s Procurement Rules, and no special favour must be shown to businesses run by, for example, friends, partners, and relatives.

8.6
Employees, who have responsibility for engaging or supervising contractors, or have any other official relationship with them, must declare any past or current relationships with them (including private, professional and/or domestic relationships) to the appropriate Director or Head of Service in writing.

8.7
Employees must notify their Director or Head of Service of any relationship (business or private) they or a close relative may have, or may have had, with an external contractor or potential contractor, so that the implications for the Council can be discussed and action taken to avoid any difficulties it may present.

9.0 Selection and recruitment (including equal opportunities) and other employment matters

9.1
Employees involved in the recruitment and appointment of employees, must ensure that appointments are made on the basis of merit. In order to avoid any accusation of bias, employees must not be involved in any appointment, or any other decision relating to discipline, promotion or pay and conditions for any other employee, or prospective employee, to whom they are related or with whom they have a close personal relationship outside work.

9.2 
All Council appointments must be made on merit and in accordance with the Council's Selection and Recruitment Procedures.

Providing references

9.3  
References given to other employers on behalf of the Council must be signed by the appropriate Director or Head of Service, or other nominated senior manager in the service, on Council headed paper with an official stamp. Employees may give personal references but these must never be on Council stationery and must not imply that they are Council references ‑ any personal reference must make it clear that it is provided on a personal basis.

10.0
Outside commitments and personal interests.

10.1 Employees must not allow their private interests or beliefs to conflict with their professional duty. 

10.2 Employees' off‑duty hours are their personal concern, but they must not subordinate their Council duties to their private interests, or put themselves in a position where they may appear to conflict. Any additional employment, or voluntary work, must not, in the Council's view, be at the expense of the Council's interests, or undermine public confidence in the Council's affairs.

Additional appointments (paid or unpaid)

10.3 Employees must inform their managers of any activity or work outside their Council employment. This includes appointment to organisations which are funded or grant‑aided by the Council.

Conflicts of interest between employees' activities outside and inside work

10.4

Employees must:

 inform their Director or Head of Service of any financial and non‑financial interest the employee may have, if they think that it might bring about some conflict with their work

 report any family tie, or other relationship, with an organisation (or people who work for that organisation) if the employee, in any way, provides advice to Councillors or senior management on the management or funding of that organisation or is involved in the adminstration of the contract or other arrangement governing the Council’s relationship with the organisation.
Employees who serve on Council‑funded voluntary organisations

10.5
Such employees must advise their Director or Head of Service of any potential conflict of interests.

11.0
Best value, tendering, outsourcing, partnerships etc. 

11.1
Employees who are involved in tendering, outsourcing, partnerships, the awarding of contracts, dealing with contractors, etc. must:

· be aware of and follow the Procurement Rues set out in the Constitution and any other relevant procedures

· be clear on the separation of client and service‑provider roles

· not disclose confidential information to any unauthorised party or organisation

· exercise fairness and impartiality when dealing with potential service providers

· not participate in any employee/management buy‑out of Council services without the written express approval of the Council or within two years of leaving employment of the Council

· not show special favour to current or former employees or their partners, friends, relatives, or associates in outsourcing to businesses run by them in a senior or relevant managerial capacity

 comply with the confidentiality arrangements of the Council's partner organisations

 discuss any problems with their Director or Head of Service if they are unclear whether or not they may be compromised in relation to the awarding of contracts

12 
Financial procedures and use of financial resources

12.1 
Employees must:

· ensure that they use any public funds entrusted to them in a responsible and lawful manner.

· always try to obtain value for money and avoid legal challenge to the Council

· be conversant with and comply with the Council's Financial Regulations set out in the constitution

12.2
Managers must make sure that their employees are aware of and comply with the Council's Financial Regulations. They must ensure that the financial procedures and practices for which they are responsible conform to the Council's regulations and are secure against theft and fraud ‑ advice must be sought from the Chief Internal Auditor if there is any doubt.
12.3
Managers must ensure that employees graded PO3 or above for whom they are responsible and whose work routinely involves them in the decision making process in respect of grants given by the council and/or procurement by the council, complete the Council’s standard declaration of interests form within 28 days of taking up their appointment.  These employees should be asked to review and update their declaration at least once a year.
13 
Safeguarding Council property

13.1   
Employees must:

· only use Council property, vehicles or other facilities for Council purposes and according to instructions

· not remove Council property, including laptops and phones, from Council premises unless authorised to do so, for example for the purposes of Smart Working
· secure Council property against theft/loss/damage

· report any theft/loss/damage of Council property

13.2
Managers must inform the Chief Internal Auditor of any theft of Council Property and s/he will advise on whether or not the police should be involved.

13.3
The Council’s property includes its "Intellectual property” which includes inventions, creative writings and drawings, including those created by an employee in the course of their duties.

14
Gifts and hospitality

14.1
It is a serious criminal offence for employees to corruptly receive or give any gift, loan, fee, reward or advantage for doing, or not doing, anything in connection with their duties. This also applies to showing favour or disfavour. If it is alleged that an employee has corruptly accepted such a reward it will be for her/him to demonstrate that this is not the case.

14.2
Hospitality includes drinks, meals, entertainment, overnight accommodation, travel and holidays, but not a lift in a private or company car or in a taxi, or light refreshment in the course of official duty.

14.3
The following rules apply to any gifts and hospitality, including those provided 
on a basis where employees reimburse all or any part of the costs.

14.4
Employees must not accept or solicit from any member of the public, firm or organisation with whom the Council has had, is having, or may in the future have any dealings:

a) any gift (other than an inexpensive seasonal gift, such as a calendar or diary for use in the office); or

b) any hospitality
without the written authorisation of their Corporate or Service Directors or  Heads of Service .

14.5
The Chief Executive, Corporate and Service Directors and Heads of Service will not accept or authorise the acceptance of any such hospitality unless they are satisfied that the hospitality is not offered with any intention to corrupt, or could be seen to be intended to corrupt, and its acceptance is in the interests of the Council. As a general rule, participation in activities paid for by firms outside office hours or whilst on leave is not considered to be commensurate with employment with the Council. 

14.6 All employees must record via the on-line register on Izzi any gift or hospitality they are offered or receive with a value of £25 or more or exceeding such other  limiits as notified Izzi from time to time. This includes any gift or hospitality that is declined or donated, for example to the Mayor’s Charity 
15.
Sponsorship ‑ giving and receiving

15.1
Where an outside organisation wishes to sponsor a Council 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 or potential contractors.

15.2 Where the Council wishes to sponsor an event or service no employee nor any partner, spouse or relative must benefit from such sponsorship, directly or indirectly, without there being full disclosure to an appropriate manager of any such interest. Similarly, where the authority through sponsorship, grant aid, financial or other means, gives support in the community, employees must ensure that impartial advice is given and there is no conflict of interest involved.

16.0 Confidentiality and disclosure of information

16.1
Although the Council aims to operate in an open and transparent way, some information held by the Council is confidential or sensitive and therefore not appropriate to a wide audience and the Council may be subject to statutory or common law obligations to keep it confidential.  On the other hand the Council is also subject to obligations to release information in some circumstances, for example under the Freedom of Information Act.
Employees' responsibilities for confidential information

16.2
Managers must make sure that they have secure systems in their work place to safeguard confidential information and that their employees maintain confidentiality at all times. They must also comply with the Council's policies and practices under the Data Protection Act 1998.

16.3 Employees must:

· be aware of the implications of the Data Protection Act 1998 on the use, maintenance, transfer and disclosure of personal information about employees and the public

· not disclose any confidential information (including intellectual property) to anyone outside the Council, and make sure that this information is kept securely ‑ this applies while working for the Council and after they leave

· not disclose confidential information to colleagues unless there is proper authority

· take all reasonable steps to protect and safeguard confidential documents etc, particularly if they need to be taken outside the usual workplace


Information concerning people using Council services

16.4
To a large extent, service delivery relies on the people who receive Council services having confidence that information on their private affairs, the contents of their homes and business premises, their circumstances, situations and lifestyles, will be treated with discretion.

16.5
Accordingly, employees must:

· treat information about people using Council services with the utmost confidentiality and in accordance with the Data Protection Act 1998 this information must not be passed to anyone who is not authorised to receive it

· not discuss private homes and/or business premises they may have to go to in the course of their work except where they can say that such a discussion is necessary for service delivery, or is necessary by law

Personal information about colleagues 

16.6
Employees must keep personal details and work records of other employees  confidential,  and must not reveal these to third parties without authority, or unless the permission of the employees concerned has been obtained, or where it is required by law.

Personal information about Councillors

16.7
Employees must keep to themselves information received from a Councillor which is  personal to that Councillor and has nothing to do with the Council, except  where the Councillor gives permission for the information to be disclosed, or where disclosure is required by law.

Giving information to the media

16.8
Under no circumstances can employees communicate directly with the media (e.g. national and local papers, press agencies, radio, television stationsprofessional journals) about their work, or matters concerning the Council, unless specifically authorised to do so by the Chief Executive.

16.9 Employees must refer any approach by the media for an interview, an article and/or comment on Council affairs, to the Council’s Communications Officers.

16.10
Nothing in these paragraphs prevents senior trade union officials from contacting 
the media in relation to appropriate trade union activities.

Information concerning competitive tendering, Council procurement activities and best value.

16.11
No business can allow its competitors to know how its business operates ‑how it calculates its charges and costs, and what its tender price may be. Information of this kind tells competitors how to undercut the Council's tender.  The Council must of course always comply with it Freedom of Information Act obligations.
16.12
Therefore, employees must:

 remember that a crucial part of preparing for competitive tendering or best value' activities is keeping commercial information confidential, as each affected workforce may be in competition with businesses outside the Council

 seek the agreement of the appropriate Director/Head of Service before any information concerning competitive tendering or best value' exercises is released

 not use any information obtained in the course of their work for personal gain or benefit, nor pass it on to anyone else who may use it in this way

Employees who are unsure whether or not to disclose information

16.13
Employees must ask their manager for advice if there is any doubt as to whether 
or not information should be disclosed.

17.0 Malpractice/ fraud/ corruption/ whistleblowing 
(Public Interest Disclosure Act) 
17.1
Where an employee becomes aware of activities which that employee believes to be illegal, improper, unethical or otherwise inconsistent with this Code, the employee should report the matter under the Counil’s whistleblowing policy which is available on Izzi.  This policy sets out the protection available to employees who make disclosures and the protection available under the law 
18.0 Provisions applicable to procurement officers
18.1
Procurement officers are required to complete and keep up to date a standard declaration of pecuniary and personal interest for yourself and your partner (if applicable) for inclusion in the public register kept by the Chief Executive.

PART TWO

19.0
Application of this Part

19.1
This Part of the Code applies to the Chief Executive, Corporate Directors, Service Directors and Heads of Service (“Senior Employees”) in addition to Part One.
20.0
Values for Senior Employees
20.1
Impartiality of officers of the authority

Senior Employees must not compromise, or attempt to compromise, the impartiality of anyone who works for or on behalf of the Council, either directly or as a response to pressure from others.  Senior Officers should not attempt to force employees to take action or change advice if doing so would prejudice their professional integrity.

20.2
Improper use of position

Senior Employee must not use, or attempt to use, their position improperly either for their or anybody else’s advantage or disadvantage.

20.3
Considering advice provided

If a Senior Employee seeks advice, or advice is offered to them, on aspects of how the employees’ Code applies, the Senior Employee must have regard to that advice.

21.
Personal interests

21.1
Senior Employees must register, within 28 days of taking up their appointment, any interests set out in the categories below. This record of interest must be in writing, to the Council’s Monitoring Officer.  The registration of interests protects the qualifying employee by giving early warning of any possible areas of conflict of interest and provides assurance to the public that the qualifying employee is acting transparently. Only registration of personal interests in areas where there are clear grounds for concern that such an interest could give rise to accusations of partiality in decision making and working practice of the authority are required. 

These are:
· Membership, or position of control or management, in bodies exercising functions of a public nature (that is, carrying out a public service, taking the place of a local or central governmental body in providing a service, exercising a function delegated by a local authority or exercising a function under legislation or a statutory power).
· Any business the employee might own or have a share in, where that shareholding is greater than £25,000 or if the employee has a stake of more than 1/100th of the value or share capital of the company.
· Any contracts between the authority and any company the employee has an interest in, as above.
· Any land or property in the authority’s area in which the employee has a beneficial interest.

These interests must be declared on a standard declaration provided by the Council and will be included in the public register kept by the Chief Executive.

21.2
Senior Employees may seek to exempt their personal interests from the register of interests if they consider, for instance that having this information on record might put themselves or others at risk. In such cases, the Senior Employee should discuss the matter with the Monitoring Officer.

22.0
Prejudicial interests

22.1
A prejudicial interest is considered to be a matter which affects the Senior Employee’s financial interest or relates to a licensing or regulatory matter in which he or she has an interest and where a member of the public, who knows the relevant facts, would reasonably think that his or her personal interest is so significant that it is likely to prejudice his or her judgement of the public interest.

22.2
A prejudicial interest in a licensing or regulatory matter may stem from a direct financial interest or from a more tangential interest, where for instance approval for a licence may affect a body with which the Senior Employee has a personal interest or will affect him or her personally.

22.3
Senior Employees with a prejudicial interest should declare such an interest. Where possible, they should take steps to avoid influential involvement in the matter. Where this is not possible, their prejudicial interest should be made clear.
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