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Summary

· 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 outside activities, additional employment, or voluntary work must not, in the Council's view, be at the expense of the Council's interests, nor undermine public confidence in the Council's affairs.

· All Council employees must take all necessary steps to prevent a conflict arising between their Council duties and any outside interests they may hold.

· This policy provides managers with guidance on when and how Council employees must declare personal interests in any Council business, decision, policy or procedure on which they may have some influence, and sets out the procedure for recording such interests.

· For the avoidance of doubt, reference to Council employees includes all staff employed in schools which are maintained by the Council, including voluntary aided schools.

What personal interests do employees have to declare?
· The Council requires all its employees to maintain the highest standards of propriety in public service.   

· In accordance with section 117 of the Local Government Act, employees are legally required to disclose in writing any direct or indirect pecuniary interests in contracts to which the Council is/may/will be party.  If an employee is aware that their spouse has a pecuniary interest, that interest will be regarded as an indirect interest of the employee and must therefore be declared.  Failure to disclose such interests is a criminal offence.     

· For the avoidance of doubt, the Council requires that employees disclose any personal interests which may create a conflict of interest with their Council duties.  
How do employees have to declare personal interests?
· Employees must complete a Declaration of Interests Form to declare any interests covered above.  

· Employees must also declare any interests at meetings as appropriate.

· The Council also requires its chief officers, all senior managers on Band 5 or above and other designated employees, to complete the Declaration of Interests Form on appointment and at specified times thereafter.
· Completion of the Declaration of Interests Form in itself does not satisfy the requirement for employees to also disclose in writing any personal interests which may create conflicts of interests with their Council duties as these arise, as referred to above, nor does it satisfy the requirement to also declare interests at meetings when appropriate.
How is this information held?

· The register of Declarations of Interest will not be available for public inspection.  However, subject to any exemptions which may apply, information contained within the register will be disclosed in accordance with the Freedom of Information Act 2001.

What do Managers have to do?
Chief Officers must:

1. Compile a list of Designated Posts within their Directorates which require the post holder to complete Declarations of Interest forms as described above.  The list of designated posts must include: 
· all chief officer and senior manager posts at Band 5 or above level;

· any post referred to on their Directorate Scheme of Delegation for contract purposes; and

· any other post where the post holder has a significant involvement in contract matters or other work which requires a high level of transparent probity. 

2. Ensure that post holders whose posts are included in the lists of designated posts complete Declaration of Interests forms on the following occasions:

· on appointment /promotion/transfer to a post for which a Declaration is required;

· on any change in personal circumstances; and

· on the general Declaration completion date 01.04.10 and every three years thereafter.

3. Maintain a register of interests in respect of their service.  Click here for Register Template
4. The Chief Executive will declare his interests to the Leader of the Council.

All managers must ensure that all the Council’s relationships with stakeholders, outside bodies and partners, are conducted to the highest standards of probity, and any written contract or agreement should include provisions to further this standard.  

What do Employees have to do?
Designated posts:

Chief Officers, Senior Managers on Band 5 or above and any other employees who hold a designated post must:

· complete a Declaration of Interests Form;
· inform the Chief Executive or appropriate SEB Director  in writing of 
· any paid or unpaid activity or work outside their Council employment (including appointments to organisations which are funded or grant‑aided by the council).  (Employees are reminded of the requirements set out in the policy on additional employment & politically restricted posts [include link].);
· any financial and/or non‑financial interest they may have in any Council business;

·  any family tie or other relationship, with an organisation (or people who work for that organisation) if the employee may be required, in any way, to provide advice to Members or senior management on the management or funding of that organisation;

· any past or current relationships with contractors (including private, professional and/or domestic relationships), particularly if the employee has responsibility for engaging or supervising contractors, or has any other official relationship with them;
·  any relationship (business or private) they 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;
All employees must:
· maintain the highest standards of probity in public service at all times;

· not be involved in any decisions relating to discipline, promotion, or pay adjustments for any employee who is a relative, spouse or partner, friend or acquaintance (outside work), someone with whom they have a business relationship etc. 

Employees whose duties involve tendering, outsourcing, partnerships, the awarding of contracts, dealing with contractors, etc. must:

· always award contracts on merit, by fair competition against other tenderers, and show no special favour to businesses run by, for example, friends, partners, and relatives;

· be aware of and follow the relevant Council procedures set out in the Code of Governance, 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 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/Head of Service if they are unclear whether or not they may be compromised in relation to the awarding of contracts;
Declarations of Interests at Cabinet/Committee/Sub-Committee meetings

All Cabinet/Committee/Sub-Committee agendas contain a standard item as follows:-  “To receive declarations by Members and Officers of the existence and nature of any personal or prejudicial interests in matters on this agenda”.
Employees must:

· declare a financial or non-financial interest in an issue if they are advising or otherwise participating in debate (this does not negate the need to make a written notification as described before);

· such a declaration of interest should, wherever possible, be made at the beginning of the meeting if the necessity for such a declaration is foreseen; or at the earliest moment if it was not foreseen that an employee would be required to participate in advising/debating;

· if in doubt, consult the Director of Legal and Administrative Services or their representative well in advance of the meeting in question.

Appendix A

WESTMINSTER CITY COUNCIL

Declaration of Interests Form
(Council policy “Out of Work Activities and Declarations of Interests”)

In accordance with Council policy, this form must be completed by all employees in receipt of Chief Officer and senior manager (Reward Bands 5 to 7) terms and conditions of employment, and by other employees as required by the Chief Executive or appropriate Chief Officers.  

The form must be completed or updated on appointment/transfer/promotion to relevant posts; when there is a change in circumstances; and on the dates stipulated within the policy.

The information on the form will be used to compile registers of pecuniary and personal interests.  The registers will be compiled and maintained by the Chief Executive or SEB member, as appropriate.  The registers will be reviewed in the periods defined in the policy when relevant employees are required to complete and re-submit forms.  Employees are required to complete and submit a form whenever their circumstances change.  Every endeavour is made to keep registers up to date but the onus is on employees to ensure that their registration details are accurate and up-to-date.  Information will be maintained during the employees’ employment and for up to six years thereafter.

Under the Data Protection Act 1998, Data Subjects have rights to challenge, alter or erase the inaccurate and unlawful processing of their information. In the first instance please contact The Data Protection Officer, Information Services, 16th Floor, Westminster City Hall, 64 Victoria Street, London SW1E 6QP. If you are not satisfied with their response you may contact The Information Commissioner: Wycliffe House, Water Lane, Wilmslow, Cheshire Sk9 5AF.

All parts of the form must be completed (enter “nil” or “N/A” as appropriate if you have no interests to declare under that heading).

Attach additional sheets as required.  

Speak to the Chief Executive or appropriate Chief Officer if you are in any doubt about your completion of the form.  It is your responsibility to declare anything which may impact on your employment.

Westminster City Council Officer’s Declaration of Interests

I, (full name)   


Job title

GIVE NOTICE that I have the following financial interests which have the potential to conflict with the interests of the City Council (please state “None” where appropriate):

(a) [Any employment other than with WCC] [any business or self-employment]

(b) [Name(s) of employer(s)] [Name(s) of firm(s) in which I am a partner]

[Name(s) of Company/ies of which I am a remunerated director] (delete whichever does not apply)


(c) Name(s) of any incorporated body/ies having a place of business or land in Westminster, and in which I have a beneficial interest in a class of securities of that body/those bodies that exceeds the nominal value of £25,000, or one hundredth of the total issued share capital of that body/those bodies


(d) Description of any contract for goods, services or works made between Westminster City Council and myself or a firm in which I am a partner, a company of which I am a remunerated director, or a body of the description specified in (c) above


(e) Address or other description (sufficient to identify the location) of any land in Westminster in which I have a beneficial interest 


(f) Address or other description (sufficient to identify the location) of any land where Westminster City Council  is the landlord and the tenant is a firm in which I am a partner, a company of which I am a remunerated director, or a body of the description specified in (c) above


I further GIVE NOTICE of the following other interests which have the potential to conflict with the interests of the City Council:

(a) I am a member or hold a position of general control or management of the following public authority/ies or body/ies exercising functions of a public nature


(b) I am a member or hold a position of general control or management of the following company/ies, industrial and provident society/ies, charity/ies or body/ies directed to charitable purposes 


(c) I am a member or hold a position of general control or management of the following body/ies whose principal purposes include the influence of public opinion or policy 


I further GIVE NOTICE of the following indirect interests which have the potential to conflict with the interests of the City Council:

(a) Any pecuniary Interest which my spouse /civil partner may have in Westminster City Council or in any company, business or organisation which may have an interest in Westminster City Council.



DECLARATIONS OF INTERESTS AND OUT OF WORK ACTIVITIES 





How to use this document:





Press Ctrl + left click on the Hyperlink in order to follow link.


Press Ctrl + Home on the keyboard to come back to the front page.
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