BRECKLAND COUNCIL

1.
Code of Conduct

1.1
Breckland Council has adopted the “seven principles of public life” recommended by the Nolan Committee.  As an employee of the Council, you are a holder of public office, so the seven principles apply to you.


This means


(i)
Selflessness - You should take decisions solely in terms of the public interest.  You should not do so in order to gain financial or other material benefits for yourself, your family, or your friends.


(ii)
Integrity - You should not place yourself under any financial or other obligation to outside individuals or organisations that might influence you in the performance of your official duties.


(iii)
Objectivity - In carrying out public business, including making public appointments, awarding contracts or recommending individuals for rewards or benefits, you should make choices on merit.


(iv)
Accountability - You are accountable for your decisions and actions to the public and must submit yourself to whatever scrutiny is appropriate to your office.


(v)
Openness - You should be as open as possible about all the decisions and actions that you take.  You should give reasons for your decisions and restrict information only when the wider public interest clearly demands.


(vi)
Honesty - You have a duty to declare any private interests relating to your public duties and to take steps to resolve any conflicts arising in a way that protects the public interest.


(vii)
Leadership - You should promote and support these principles by leadership and example.  You must bear in mind that any personal adverse publicity, particularly if it arises as a result of your conduct will reflect on the Council as a whole and may affect your ability to continue your employment.

1.2
Breckland Council staff are expected to give the highest possible standard of service to the public.  You should:


(i)
Be polite and helpful to the public.


(ii)
Behave courteously and provide impartial advice to councillors and colleagues.


(iii)
Ensure your personal appearance is consistent with the public’s expectations, bearing in mind the work you do.


(iv)
You are required to let



(a)
your supervisor or
(b)
your Portfolio Manager
(c)
Scrutiny Manager 
(d)
Strategic Manager or the
(e)
Chief Executive (as appropriate)



know of any aspect of the provision of a service or behaviour of a colleague, which might, if more widely known, bring the Council into disrepute.

2.
Competence Standards
2.1
All employees are expected to perform their duties with:


(i)
due care,


(ii)
competence,


(iii)
diligence and


continue to maintain such standards.

2.2
If you hold a specific technical and professional qualification you should:


(i)
carry out your duties in accordance with the standards set by your professional body;


(ii)
conform with any guidelines on ethics produced by your professional body.

3.
Disclosure of Information

3.1
The law requires certain types of information to be available to members, auditors, government departments, and the public.  You should make yourself aware of which information the Council is and is not open about.  If you are not sure, ask!

3.2
Any information obtained in the course of your employment should not be used for your personal gain or benefit, and you should not pass it on to anyone else who could use it for their benefit.  You should not divulge any personal information about a councillor without permission unless disclosure is required by law.

4.
Political Neutrality

4.1
Staff serve the authority as a whole, and you must ensure that the individual rights of all councillors are respected.

4.2
You may be invited to advise political groups.  You must do so in a way which does not compromise your political neutrality.

4.3
You must not allow your own personal or political opinions to interfere with your work.  You must follow all lawful policies of the Council.

5.
Relationships with:
5.1
Councillors


You are responsible to the Council through your senior managers.  Mutual respect between you and councillors is essential to good local government.  You should avoid familiarity with individual councillors which could damage your relationship and prove embarrassing to other staff and councillors.

5.2
The Local Community and Service Users


Always remember the Council’s responsibility is to the community and give a courteous, efficient and impartial service to all groups and individuals within the Council’s policies.

5.3
Contractors


If you engage or supervise contractors or deal with suppliers on behalf of the Council then any business/private relationships with those organisations should be recorded in the Register of Disclosures and Interest.  Orders and contracts must be awarded on merit, in accordance with the Council’s procedures.

6.
Appointment and Other Employment Matters

6.1
If you are involved in the appointment of staff you must follow the Recruitment Code of Practice at all times.  If you are related to an applicant, or have a close personal relationship with one outside work you should declare it to the Human Resources Manager.

6.2
Similarly, you should not be involved in decisions about discipline, promotion or pay adjustments for someone with whom you have a close relationship.

7.
Outside Commitments

7.1
You should be aware that your contract prevents you from taking outside employment which conflicts with the Council’s interests.  Staff above Grade 8 are required to obtain written consent from their Portfolio Manager/Chief Executive before taking any outside employment.  This will be recorded on their personal files.  Staff at Grade 8 or below are obliged to notify their Portfolio Manager/Chief Executive of any external employment, in order to secure compliance with the working time directive.

7.2
You should follow the Council’s rules about the ownership of intellectual property and copyright in work done by you during your employment with the Council.

8.
Personal Interests
8.1
You must declare to your Portfolio Manager/Strategic Manager/Chief Executive any financial or non-financial interests that you consider could conflict with the Council’s interests, or could cause your conduct to be questioned.

8.2
You should declare to your Portfolio Manager/Strategic Manager/Chief Executive, membership of any organisation not open to the public without formal membership and commitment of allegiance, and which has secrecy about rules, membership or conduct.  If you are a member of an organisation of this type you must enter it into the Register of Employee Disclosures and Interests.

8.3
When attending meetings of the Council or its Committees you should declare any financial interest in any item and withdraw from the meeting while the matter is under consideration unless authorised to remain in the meeting by the Members present.

8.4
If any matter, which you would normally handle at work, involves any individual company or organisation in which you, a relative or close friend has a financial interest, is a member or serves as an officer, arrange for that case to be dealt with by a colleague other than yourself, and record why this is taking place.

9.
Equality issues

9.1
You should comply with the Council’s equality policies.  The public and the staff have a right to be treated with fairness and equity.

10.
Separation of Roles During Tendering

10.1
If you are involved in the tendering for Council contracts or dealing with contractors you should be clear about the separation of client and contractor roles within the authority.  You must be aware of the need for accountability and openness.

10.2
If you are in a contractor or client unit you must deal with customers, suppliers, other contractors and sub-contractors fairly and impartially.

10.3
If you see confidential information on tenders or costs for either internal or external contractors you must not disclose that information to any unauthorised person.

10.4
If you intend to participate in a management buyout you should inform your Portfolio Manager/Strategic Manager/Chief Executive, enter the details in the Register of Employee Disclosures and Interests and withdraw from the contract awarding processes immediately.

10.5
You must not treat current or former employees or their partners, close relatives or associates more or less favourably than other people when considering the award of contracts to businesses run by them or employing them.

11.
Corruption

11.
It is a serious criminal offence to corruptly receive or give any gift, loan, fee, reward or advantage.  If an allegation is made you may have to demonstrate that any such rewards have not been corruptly obtained.
12.
Hospitality and Gifts
12.1
Offers of hospitality should not be accepted unless authorised by your Portfolio Manager/Chief Executive and recorded in the Register of Gifts and Hospitality.

12.2
When receiving authorised hospitality you should be particularly sensitive as to its timing in relation to decisions which the Council may be taking affecting those providing the hospitality.

12.3
Acceptance of hospitality through attendance at relevant conferences and courses is acceptable (if declared) provided it is clear the hospitality is corporate rather than personal and where purchasing decisions are not compromised.

12.4
If expenses for a visit to inspect equipment, etc. are offered, you should ensure that the cost of such a visit is reasonable and that it is declared, to avoid jeopardising the integrity of subsequent purchasing decisions.

12.5
You should not accept significant personal gifts, or preferential trading terms from contractors and outside suppliers.  The Council will allow staff to accept insignificant promotional items of token value such as pens, diaries, etc.

12.6
Preferential trading terms may be accepted where they are available to the general public or through other organisations of which you are a member.

12.7
When gifts or hospitality have to be declined, those making the offer should be courteously but firmly informed of the procedures and standards operating within the authority.  If it is impossible to return unacceptable gifts, these must be declared in the Hospitality and Gifts Register.

12.8
If you are in doubt as to whether you may accept a gift or hospitality, then don’t!.

13.
External Sponsorship of Local Government Activities

13.1
When an outside organisation wishes to sponsor a local government activity, (by invitation, tender, negotiation or voluntarily), the rules concerning acceptance of gifts or hospitality apply.  Particular care must be taken when dealing with contractors or potential contractors.

14.
Council Sponsorship of Community or Individual Activity

14.1
Where the Council through sponsorship, grant aid, financial or other means, is giving support in the community, and you are giving advice you should ensure that it is impartial and that there is no conflict of interest involved.  When the Council wishes to sponsor an event or service neither you nor your partner, any relative or personal friends must benefit from the sponsorship in a direct way without there being full disclosure to the appropriate manager.  You must enter any such interest in your departmental Register of Employee Disclosures and Interests.

15.
Use of Financial Resources

15.1
You must ensure that you use public funds entrusted to you in a responsible and lawful way.  You should try to obtain value for money to the local community and avoid legal challenge to the authority.

16.
Expressions of Concern or Suspicion (Whistleblowing)

16.1
You are required to report in accordance with the Council’s Whistleblowing Procedure and/or its Anti-Fraud and Corruption Strategy, any suspicions or concerns you may have that something may be fraudulent or corrupt, a danger to health and safety or a breach of this code to the Portfolio Manager, Scrutiny or the Head of Audit.  The Council will take reasonable steps to protect the identity of those who provide such information and will conduct any investigation in confidence.  Nevertheless, you should be aware that despite the Council’s best efforts, the process of investigating your concern may well reveal your identity.



17
The Code forms part of the Council’s Disciplinary Rules.
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