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OPEN PUBLIC ITEM

1 Purpose
1.1 To enable consideration to be given to the proposed Eden District Council 

Employee Code of Conduct. 

2 Recommendation
It is recommended that:
1) the Employee Code of Conduct attached to this report as Appendix 2 is 

approved for the purpose of a consultation with staff; and
2) subject to such consultation the document be recommended to full 

Council for approval.

3 Report Details
3.1 The current Officers’ Code of Conduct is applicable to all Officers.  It is part of 

the Constitution and has not been reviewed in full for some time. It is attached 
to this report as Appendix 1.

3.2 A periodic review has taken place and consideration has been given to the 
necessity for changes to the document.  In recent years many Councils have 
adopted a model Member Officer Protocol which has been prepared on behalf 
of the Association of Council Secretaries and Solicitors (now subsumed into 
Lawyers in Local Government).  The proposed Eden District Council Officers’ 
Code of Conduct (attached as Appendix 2 to this report)  is based upon that 
model but suitably adapted.

3.3 It is suggested that the proposed document is more readable, written in plain 
English and provides clearer guidance about political activity, and 
confidentiality.  The proposed document removes outdated references to 
client / contractor units.  It provides more detailed guidance about hospitality 
and gifts (with a higher £25 threshold for declaration), sponsorship and 
personal interests.

4 Policy Framework
4.1 The Council has four corporate priorities which are:

 Decent Homes for All;
 Strong Economy, Rich Environment;



 Thriving Communities; and
 Quality Council

4.2 This report meets the Quality Council corporate priority.

5 Consultation
5.1 The Resources Portfolio Holder has been consulted upon the proposals set 

out in this report.  Any comments have been taken into account in finalising 
the report.  It is intended that the document will be subject to consultation with 
staff and Unison and presented to the Joint Consultative Committee.

5.2 The final decision in respect of this matter rests with full Council.

6 Implications
6.1 Financial and Resources
6.1.1 Any decision to reduce or increase resources or alternatively increase income 

must be made within the context of the Council’s stated priorities, as set out in 
its Council Plan 2015-19 as agreed at Council on 17 September 2015.

6.1.2 There are no proposals in this report that would reduce or increase resources. 
6.2 Legal
6.2.1 There are no legal implications other than the employment issues that are 

dealt with in the body of this report and within the Human Resources section.
6.3 Human Resources
6.3.1 Locally agreed policies and procedures are incorporated into the terms and 

conditions of employment for all employees.  Consultation will take place with 
Unison.

6.4 Statutory Considerations

Consideration: Details of any implications and proposed 
measures to address:

Equality and Diversity An Equality and Diversity Impact Assessment 
has not been carried as the draft policy follows 
current employment legislation.  Diversity runs 
through all aspects of the Council’s Human 
Resources Policies and managing this is integral 
within our policies and procedures thus ensuring 
compliance with legislative requirements.

Health, Social 
Environmental and 
Economic Impact

There are no implications arising from this report.

Crime and Disorder There are no implications arising from this report.

Children and 
Safeguarding

There are no implications arising from this report.



6.5 Risk Management

Risk Consequence Controls Required
The proposals are not 
approved.

The current Officer 
Code of Conduct could 
be viewed as not in 
accordance with current 
best practice.

The proposed new 
document is approved.

7 Other Options Considered
7.1 To not amend the current document. This is not recommended for reasons set 

out in paragraph 3.3 of this report.

8 Reasons for the Decision/Recommendation
8.1 To enable consideration to be given to the revised protocol.

Tracking Information

Governance Check Date Considered
Chief Finance Officer (or Deputy) 11 February 2019

Monitoring Officer (or Deputy) 12 February 2019

Relevant Assistant Director

Background Papers:
Appendices: Appendix 1 - Current Officers’ Code of Conduct

Appendix 2 - Proposed Employee Code of Conduct

Contact Officer: Mr M Neal, Deputy Chief Executive
Direct Dial: 01768 212237



Appendix 1
The Council’s current Officers’ Code of Conduct

C. Officers’ Code of Conduct
1. Introduction

The "appropriate manager" to whom questions, concerns or issues should be 
declared is defined as the relevant chief officer. If it would be wholly 
inappropriate to refer an issue to a chief officer it should be referred to the 
Monitoring Officer. The Code is incorporated into local conditions of service, 
disciplinary and grievance procedures.

2. Standards
Local government employees are expected to give the highest possible 
standard of service to the public, and where it is part of their duties, to provide 
appropriate advice to Members and fellow employees with impartiality. 
Employees will be expected, through agreed procedures and without fear of 
recrimination, to bring to the attention of the appropriate level of management 
any deficiency in the provision of service. Employees must report to the 
appropriate manager any impropriety or breach of procedure. The Council has 
adopted a Confidential Reporting Code to enable members of staff to raise 
concerns.

3. Disclosure of Information
a) It is generally accepted that open government is best. The law requires 

that certain types of information must be available to members, 
auditors, government departments, service users and public. The 
authority itself may decide to be open about other types of information 
Employees must be aware of which information their authority is and is 
not open about, and act accordingly.

b) The Freedom of Information Act enables greater access to information 
held by the Council. The Data Protection Act may need to be 
considered in relation to requests for information too. Training will be 
provided on the Acts to staff and Members and a policy on each Act 
has been adopted. Each policy is available electronically and members 
of staff should have an awareness of the Acts in relation to their 
responsibilities.

c) Employees should 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. Any particular information 
received by an employee from a Member which is personal to that 
Member and does not belong to the authority should not be divulged by 
the employee without the prior approval of that Member, except where 
such disclosure is required or sanctioned by the law.



4. Political Neutrality
Employees serve the authority as a whole. Officers must serve all Members 
and not just those of any controlling political group, and must ensure that the 
individual rights of all Members are respected.
a) Subject to the Council’s conventions and protocols, employees may be 

required to advise political groups. They must do so in ways which do 
not compromise their political neutrality.

b) Employees, whether or not politically restricted, must follow every 
lawful policy of the authority and must not allow their own personal or 
political opinions to interfere with their work.

5. Relationships
a) Members

The specific role of some Officers is to give advice to Members. Any 
such advice should be given impartially and without compromising 
political neutrality. Mutual respect between employees and Members is 
essential to good local government. Close personal familiarity between 
any officer and an individual Member can damage the relationship and 
prove embarrassing to other employees and Members and should 
therefore be avoided.

b) The Local Community and Service Users
Officers should always remember their responsibilities to the 
community they serve and ensure courteous, efficient and impartial 
service delivery to any groups and any individual within that community. 
A Customer Service Strategy and Customer Care Policy has been 
adopted to identify the standards of service which can be expected.

c) Contractors
Any relationship or interest of a business or private nature with external 
contractors, or potential contractors, should be made known in writing 
to an officer’s manager. The manager should forward the written 
declaration to the Deputy Chief Executive for inclusion in the central 
register. Orders and contracts must be awarded on merit, by fair 
competition, and no special favour should be shown to any business 
run by, for example, friends, partners or relatives in the tendering 
process. No individual should be subject to unlawful discrimination. All 
individuals should be treated fairly and properly and with regard to the 
Equality legislation which prohibits discrimination.

d) Officers
An Officer cannot use his/her position to confer any inappropriate 
advantage or disadvantage on any person or himself/herself. An officer 
should consider whether any interest or relationship he/she has with 
any tenderer or prospective contractor is such that he/she should 
exclude himself/herself from the tendering process. An officer should 
exclude himself/herself if the interest is such that a member of the 
public, knowing the facts, would consider that his/her judgement may 
be prejudiced or compromised.



An officer who engages or supervises contractors or has any other 
official relationship with contractors and has previously had or currently 
has a relationship in a private or domestic capacity with any contractor, 
should declare that relationship to the appropriate manager.

6. Appointment and Other Employment Matters
a) An officer who is involved in appointments of staff should ensure that 

any appointment is made solely on merit. It is unlawful for an employee 
to make an appointment which was based on anything other than the 
ability of the candidate to undertake the duties of the post. In order to 
avoid any possible accusation of bias, employees should not be 
involved in an appointment where they are related to an applicant, an 
applicant is a friend or someone with whom he or she has a close 
personal relationship outside work. Any officer who is involved in the 
recruitment of staff should have appropriate training upon relevant 
employment issues.

b) Similarly, employees should not be involved in decisions relating to 
discipline, promotion or pay adjustments for any other employee who is 
a relative, friend, partner or close acquaintance.

7. Outside Commitments
a) Officers above grade H are required under their conditions of service to 

obtain written consent to take any outside employment. All officers 
should be clear about their contractual obligations and should not take 
outside employment which conflicts with the authority's interests. The 
principal purposes of this requirement are to prevent any conflict of 
interest and to ensure any relevant regulation or statute is met. 
Conditions may be imposed on any consent which are reasonably 
required to meet these principal purposes. There are restrictions, for 
example, on the number of hours a person can work.

b) Officers must follow the authority's rules on the ownership of 
intellectual property or copyright created during their employment: the 
Council owns the copyright in documents or any material produced by 
any person during the course of his/her employment.

8. Personal Interests
a) An officer must declare to an appropriate manager any non-financial 

interests which may bring about a conflict with the Council’s interests or 
which could allow the impression to be created that he/she, is or may 
be, using his/her position to promote a private or personal interest, an 
interest of a family member and a friend or a club, society or other 
organisation of which he/she is a member.

b) In deciding what is a 'non-financial interest' a person should consider 
whether an ordinary member of the public knowing of the existence of 
the matter would be likely to regard it as being so trivial, tenuous, 
insubstantial or vague as to be incapable of conflicting with the 



authority's interests or of creating an impression of the kind set out in 
paragraph 7a) above. Examples:
i) An employee wants to carry out building work to his/her home. It 

requires planning permission. He/she uses a planning consultant to 
apply for planning permission on his/her behalf. He/she should 
declare a non-financial interest.

ii) The same applies with respect to applications under the Building 
Regulations.

iii) An employee is an ordinary member of a club which requires a 
licence from the Council. No declarable non-financial interest 
arises. The officer concerned should not grant that licence and the 
application should be considered by another officer.

iv) An employee is a committee member of a club which requires a 
licence from the Council. He/she should declare a non-financial 
interest. The officer concerned should not grant that licence and the 
application should be considered by another officer.

v) The child of an employee is the secretary of a voluntary playgroup 
seeking grant aid from the Council. He/she should declare a non-
financial interest and record his/her interest in the application. The 
officer concerned should not authorise the grant and the application 
should be considered by another officer.

vi) An employee writes a letter of objection to a neighbour's planning 
application. He should declare a non-financial interest. The Code of 
Planning Conduct and Practice applies to the application. The 
officer concerned should not grant the application and not take part 
in the consideration of the application.

c) An officer must declare to an appropriate manager any financial 
interest which could conflict with the Council’s interests.

d) An officer must declare to an appropriate manager membership of any 
organisation not open to the public without formal membership and 
commitment or allegiance and which has secrecy about rules or 
membership or conduct.

e) Any manager to whom an interest is declared must report the same to 
his or her chief officer who will refer the declaration to the Deputy Chief 
Executive who will record that determination in writing in a file kept for 
that purpose.

9. Equality and Diversity Issues
All officers should ensure that policies relating to equality and diversity issues 
as adopted by the Council are complied with in addition to the requirements of 
the law. All members of the community, customers and other employees have 
a right to be treated with fairness and equity.

10. Separation of Roles During Tendering
a) Officers involved in the tendering process and dealing with contractors 

should be aware that, where appropriate, the client and contractor roles 



within the Council will be formally separated. Senior officers who have 
both a client and contractor responsibility must be aware of the need 
for accountability and openness.

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

c) Officers who are privy to confidential information on tender or costs for 
either internal or external contractors should not disclose that 
information to any unauthorised party or organisation.

d) Officers contemplating a management buyout or submitting and ‘in-
house tender’ should, as soon as they have formed a definite intent, 
inform the appropriate manager and withdraw from the contract 
awarding processes.

e) Officers should ensure that no favour is shown to current or recent 
former employees or their partners, close relatives or associates in 
awarding contracts to businesses run by them or employing them in a 
senior or relevant managerial capacity.

f) An officer should inform the Chief Executive in confidence if he or she 
has any intention to tender for any particular contract

11. Corruption
It is a serious criminal offence for an employee corruptly to receive or give any 
gift, loan, fee, reward or advantage for doing, or not doing, anything or 
showing favour, or disfavour, to any person in his/her official capacity.
Any allegation of corruption or impropriety will be investigated. The Council 
will seek to ensure that all corrupt or improper practices or acts are avoided 
and dealt with properly and appropriately if they occur. The Council seeks to 
maintain the highest possible standard of conduct in all its dealings and 
activities by all of its staff. The disciplinary procedure will be invoked when 
appropriate and if a criminal offence appears to have occurred, the matter will 
be referred to the police.

12. Use of Financial Resources
Officers must ensure that they use public funds entrusted to them in a 
responsible and lawful manner. They should strive to ensure value for money 
to the local community and to avoid any legal challenge to the authority.

13. Hospitality
a) Officers should only accept offers of hospitality if there is a genuine 

need to impart information or represent the local authority in the 
community. Offers to attend purely social or sporting functions should 
be accepted only when these are part of the life of the community or 
where the authority should be seen to be represented. They should be 
properly authorised and recorded.

b) When hospitality has to be declined those making the offer should be 
courteously but firmly informed of the procedures and standards 
operating within the authority.



c) Any gift or hospitality which is offered, whether accepted or refused, 
with a value of over £10 must be recorded in a register maintained by 
the Internal Audit Section. It is the responsibility of the individual 
concerned to ensure that the correct registration is made. The value of 
£10 will be considered annually by Internal Audit for appropriateness.

d) When receiving authorised hospitality employees should be particularly 
sensitive as to its timing in relation to decisions which the authority may 
be taking affecting those providing the hospitality.

e) Acceptance by employees of hospitality through attendance at relevant 
conferences and courses is acceptable where it is clear the hospitality 
is corporate rather than personal, where the authority gives consent in 
advance and where the authority is satisfied that any purchasing 
decisions are not compromised. Where visits to inspect equipment are 
required, employees should ensure that the authority meets the cost of 
such visits to avoid jeopardising the integrity of subsequent purchasing 
decisions.

14. Sponsorship - Giving and Receiving
a) Where an outside organisation wishes to sponsor or is seeking to 

sponsor a Council activity, whether by invitation, tender, negotiation or 
voluntary, the basic conventions concerning acceptance of gifts or 
hospitality apply. Particular care must be taken when dealing with 
contractors or potential contractors.

b) Where the Council wishes to sponsor an event or service neither an 
employee nor any partner, spouse or relative must benefit from such 
sponsorship in a direct way without there being full disclosure to an 
appropriate manager of any such interest. Similarly, where the Council 
through sponsorship or grant aid gives support in the community, 
Officers should ensure that impartial advice is given and that there is 
no conflict of interest involved.



Appendix 2
Proposed Employee Code of Conduct

Code of Conduct for Eden District Council Officers
1. INTRODUCTION 

1.1 The public is entitled to expect the highest standards of conduct from all 
officers who work for local government.  This Code outlines existing laws, 
regulations and conditions of service and provides guidance to officers in their 
day-to-day work. In addition to this Code Officers are also required to abide by 
the Employee Handbook and all other related Human Resources Policies and 
Procedures.

2. SCOPE OF THE CODE

2.1 This Code applies to all officers of Eden District Council (“the Council”).
3. PRINCIPLES OF THE CODE  

3.1 The Code lays down the minimum standards expected from officers. The aim 
is to help, maintain and improve standards whilst protecting officers from 
misunderstanding and criticism.  This code is underpinned by the 7 principles 
set out by the Committee on Standards in Public Life. The seven principles are 
Selflessness, Integrity, Objectivity, Accountability, Openness, Honesty and 
Leadership.

4. STANDARDS

4.1 Eden District Council officers are expected to give the highest standard of 
service to the public, and where it is a part of their duties to provide 
appropriate advice to Members and fellow officers they must do so with 
impartiality.  An officer 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.  

4.2 An Officer should not attempt to force officers to take action or change advice 
if doing so would prejudice their professional integrity.  All officers are 
expected, through agreed procedures and without fear of recrimination, to 
bring to the attention of the appropriate level of management any deficiency in 
the provision of service, impropriety or breach of procedure.

4.3 officers should always remember their responsibilities to the community they 
serve and ensure courteous, efficient and impartial service delivery to all 
groups and individuals within that community

5. DRESS AND APPEARANCE

5.1 Officers at work are representing the Council and should dress smartly and in 
a professional manner.  Where uniforms or personal protective clothing is 
provided this must be worn in the correct way with the Council’s logo clearly 
visible and kept in a good condition.  



6. HOSPITALITY AND GIFTS

6.1 Officers must be aware that it is a serious criminal offence for them to 
corruptly receive or give any gift, loan, fee, reward or advantage for doing, or 
not doing, anything or showing favour, or disfavour, to any person in their 
official capacity.  If an allegation is made it is for the officer to demonstrate that 
any such rewards have not been corruptly obtained.

6.2 Any deliberate breach of this may result in an appropriate level of disciplinary 
action as specified in the Council’s Disciplinary Procedure.  The disciplinary 
process would need to be followed to investigate any alleged act of corruption 
before a disciplinary sanction is imposed.  The Council may involve the Police 
to investigate alleged criminal offences with regard to rewards that have been 
corruptly obtained.

6.3 Officers should only accept offers of hospitality if there is a genuine need to 
impart information or represent the Council in the community.  Offers to attend 
purely social or sporting functions should be accepted only when these are 
part of the life of the community or where the Council should be seen to be 
represented.  Acceptance by officers of hospitality through attendance at 
relevant conferences and courses is acceptable where it is clear that the 
hospitality is corporate rather than personal.  Where visits to inspect 
equipment, etc. are required, officers should ensure that the Council meets the 
cost of such visits to avoid jeopardising the integrity of subsequent purchasing 
decisions.  Where a person or body having or seeking business with, or a 
decision offers hospitality, particularly to an individual officer they should be 
particularly sensitive as to its timing in relation to decisions which the Council 
may be taking. 

6.4 Hospitality should only be accepted where it is on a scale appropriate to the 
circumstances and not extravagant and where it is apparent that no cause 
could reasonably arise for adverse criticism about the acceptance. It should be 
properly authorised and recorded with the (Monitoring Officer) and officers 
should seek authority from their manager, save in the case of the Chief 
Executive who should seek advice from the Monitoring Officer.

6.5 Officers must refuse offers of hospitality where any suggestion of improper 
influence would be inferred, when hospitality has to be declined those making 
the offer should be courteously but firmly informed of the procedures and 
standards operating within the Council.  Such offers should be notified to and 
recorded with the Monitoring Officer.

6.6 The Council does permit officers to keep insignificant items of token value 
such as pens, diaries, calculators etc. up to £25.  Gifts with a value of over 
£25 should be recorded with the Monitoring Officer.  Officers should not 
accept significant personal gifts or any amounts of money from contractors, 
outside suppliers or members of the public.  



6.7 Any significant gifts or money received by an officer should be returned, 
together with a polite written communication explaining why it cannot be 
accepted.  This communication should be copied to the officer’s Assistant 
Director and/or Director. 

6.8 Officers accepting any offers of hospitality or gifts (within the guidelines 
described above) should ensure that full details are recorded on the Record of 
Gifts and Hospitality Received/Declined by Officers Form (Appendix A). This 
form should also be used to provide details of any offers of hospitality or gifts 
that are declined by an officer. The form, once completed should be approved 
by the relevant Assistant Director and forwarded to the Monitoring Officer.

6.9 In the case of hospitality or gifts to Assistant Directors, Directors or the Chief 
Executive relevant forms should be approved by the appropriate line manager 
save in the case of the Chief Executive the forms should be approved by the 
Monitoring Officer 

7. SPONSORSHIP 

7.1 Where an outside organisation wished to sponsor or is seeking to sponsor a 
local government 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.

7.2 Where the Council wishes to sponsor an event or service neither an officer nor 
any partner, spouse or relative must benefit from such sponsorship in a direct 
way without there being full disclosure to an appropriate manager, of any such 
interest.  Similarly, where the Council through sponsorship grant aid, financial 
or other means, gives support in the community, officers should ensure that 
impartial advice is given and that there is no conflict of interest involved.

7.3 All disclosures should be made in writing by any officer to their relevant line 
manager as appropriate.

8. PERSONAL INTEREST IN DECISION MAKING OR WORKING PRACTICES

8.1 The registration of interests protects the officer by giving early warning of any 
possible areas of conflict of interest and provides assurance to the public that 
the officer is acting transparently.  Only registration of personal interest 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 Council are required.  

8.2 Officers must register, within 28 days of taking up their appointment or of 
those interests arising, in writing to the Monitoring Officer any interest set out 
in the Non-financial and Financial categories below.

8.3 The following are examples of non-financial interest 
i) If an officer is in a position to influence or advise the Council, or any of 

its Committees or Sub-Committees regarding an application for grant 
aid from an organisation with which the officer has some involvement). 



ii) Membership of any organisation (such as lodge, chapter, society or 
trust) which is not open to the public that includes in the grant of 
membership an obligation on the part of the member, a requirement to 
make a commitment (whether by oath or otherwise) of allegiance to 
that organisation and includes a commitment of secrecy about rules of 
membership or conduct i.e. a secret society.

iii) An officer wants to carry out building work to his/her home. It requires 
planning permission. He/she uses a planning consultant to apply for 
planning permission on his/her behalf. He/she should declare a non-
financial interest.

iv) An officer is an ordinary member of a club which requires a licence 
from the Council. No declarable non-financial interest arises. The 
officer concerned should not grant that licence and the application 
should be considered by another officer.

v) An officer writes a letter of objection to a neighbour's planning 
application. He should declare a non-financial interest. The Code of 
Planning Conduct and Practice applies to the application. The officer 
concerned should not grant the application and not take part in the 
consideration of the application.

8.4 A lodge, chapter, society, trust, gathering or meetings as defined above, 
should not be regarded as a secret society if they form part of a generally 
recognised religion.

8.5 A financial interest arises if an officer:
(i) Is  a member or in a position of control or management in bodies 

exercising functions that are of a public nature; or
(ii) Owns a business;  or 
(iii) Has a share in any business where that shareholding is greater than 

£25,000 or has a stake of more than 1/100th of the value or share 
capital of the company.

(iv) Has a contract with the Council
(v) Has an interest in a business as referred to above which has a contract 

with the Council 
(vi) Owns or has a beneficial interest in land or property that falls within the 

Council’s area and which may cause a conflict with the Council’s 
interests.

9. DISCLOSURE OF INFORMATION

9.1 The law requires that certain types of information must be available to 
members, auditors, government departments, service users and the public.  
The Council itself may decide to be open about other types of information 
when the law permits such disclosure.  Officers must be aware of which 
information their Council is and is not open about, and act accordingly.

9.2 Officers should not use any information obtained in the course of employment 
for personal gain or benefit, nor pass it on to others who might use it in such a 
way other than might reasonably be expected in the course of their duties.  All 
confidential or exempt information and material must be treated as such 
unless it becomes public in the course of the Council’s business.  Officers 



must be aware of their responsibilities in relation to data protection and they 
are responsible for the information they gather, retain and have access to 
during the course of their work and must treat it in line with data protection 
requirements.  

9.3 Officers should be aware of the following:

 Information received by an officer from an elected member or officer 
which is private or personal to that individual should not be divulged by 
the Officer without prior approval of the Member or member of staff, 
except where such disclosure is required or sanctioned by law, or is 
required legitimately by the officer or Member to carry out their role 
within the Council, or the person concerned has agreed to it.

 Information concerning any service user’s private affairs shall not be 
supplied to any person outside the employment of the Council unless 
the consent of the service user concerned is obtained first.

 No officer shall communicate to the public/media the proceedings of 
the private part of any Council, other Committee/Sub-Committee 
meetings or Executive meeting, nor the content of any private 
document relating to the Council unless required by law or expressly 
authorised to do so.

 Personal or private information gained during officers’ work must be 
kept safe, secure and confidential.

 Officers should have particular regard to the provision of the Data 
Protection Act and the General Data Protection Regulation and the 
supply of information to third parties about individuals. If there is any 
doubt about the disclosure of any type of information, the officer’s 
manager should be consulted.

10. POLITICAL NEUTRALITY

10.1 Officers serve the Council as a whole and it follows that they must serve all 
Members and not just those of the controlling group, and must ensure that the 
individual rights of all Members are respected. Subject to the Council’s 
conventions, officers may also be required to advise political groups, and they 
must do so in ways which do not compromise their political neutrality.

10.2 Officers, whether or not politically restricted, must follow every lawfully 
expressed policy of the Council and must not allow their own personal or 
political opinions to interfere with their work.

11 POLITICALLY RESTRICTED POSTS 

11.1 Officers who occupy a politically restricted post are disqualified from becoming 
or remaining a member of any local Council or of the House of Commons or 
the European Parliament. 

11.2 This restriction does not apply to membership of a Parish or Town Council. 
Therefore an officer in a politically restricted post could become or remain a 
member of a Parish or Town Council.  Such membership is only likely to be 
feasible in the capacity of an independent member. In such circumstances 
however careful consideration would have to be given to minimising the 



potential for conflicts of interest as regards employment by the Council and 
membership of the Parish/Town Council. Advice should be sought around the 
appropriateness of membership. 

11.3 There are prescribed restrictions on political activity and restrictions will 
automatically be deemed to be incorporated in individual contracts of 
employment, including prohibition from:

 Announcing, or causing or permitting the announcement of the officer’s 
candidature for election to the House of Commons, the European 
Parliament or a local Council;

 Speaking to the public or publishing written work with the apparent 
intention of affecting public support for a political party;

 Acting as an election agent;
 Canvassing on behalf of a political party; or 
 Being an officer or member of a committee of a political party or branch 

of a political party if the duties would require the officer to participate in 
the general management of the party or branch with persons outside 
the party. There is no restriction on being a member of a political party.

11.4 'Twin-tracking', is when a local Council officer is also an elected Member of 
another local Council.  Twin-tracking involving those holding 'politically 
restricted posts' is restricted by the Local Government and Housing Act 1989 
Part I, which prohibits such activities.

12. RELATIONSHIPS

12.1 Officers are responsible to the Council through its senior managers.  For 
some, their role is to give advice to Members and senior managers and all are 
there to carry out the Council’s work.  Mutual respect between officers and 
Members is essential to good local government.  

12.2 Close personal familiarity between officers and individual Members can 
damage the relationship and prove embarrassing to other officers and 
Members and should therefore be avoided.  Officers that have a close 
personal relationship and feel that this may prejudice their duty to the Council 
should disclose this to their manager in writing and seek advice about how to 
deal with the situation.

12.3 All relationships of a business or private nature with external contractors or 
potential contractors or officers, who engage or supervise contractors or have 
any other official relationship with contractors and have previously had or 
currently have a relationship in a private or domestic capacity with contractors, 
should declare this to the appropriate level of management.  If there is an 
interest/potential conflict the responsibilities should be transferred to a more 
senior officer.  

12.4 Orders and contracts must be awarded on merit by fair competition against 
other tenders, and no special favour should be shown to businesses run by, 
for example, friends, partners or relatives in the tendering process.  

13. RECRUITMENT



13.1 Officers involved in recruitment should ensure that appointments are made on 
the basis of merit.  It would be unlawful for an officer to make an appointment, 
which was based on anything other than the ability of the candidate to 
undertake the duties of the post.  In order to avoid any possible accusation of 
bias, officers should not be involved in an appointment where they are related 
to an applicant or have a close personal relationship outside work with 
him/her.

13.2 For clarification, a “close personal relationship” will not be deemed to exist 
simply because an applicant is known to the interviewer through a current or 
previous working relationship.  However, a working relationship should be 
disclosed to other members of the interviewing panel prior to the interview.

13.3 Similarly, officers should not be involved in decisions relating to discipline, 
promotion or pay adjustments for any other officer who is a relative or partner 
etc.

14 SECONDARY EMPLOYMENT

14.1 Officers are not precluded from seeking secondary employment but, should 
not undertake employment outside the Council which conflicts with the 
Council’s interests or weakens public confidence in the conduct of the 
Council’s business. For this purpose secondary employment includes unpaid 
work e.g. an unpaid directorship of a charity or voluntary work. 

14.2 Officers are required to inform their manager in writing of any secondary 
employment that is intended to be undertaken, which will only be denied if 
there is a conflict of interest. The manager should consult his/her Director 
before making a decision. A copy of the decision should be forwarded to 
Human Resources. 

14.3 Any work produced in the normal work with the Council may be subject to 
copyright. Intellectual property rights produced during the course of an officer’s 
employment belong to the Council. 

15. USE OF FINANCIAL RESOURCES

15.1 Officers must ensure that they use public funds entrusted to them in a 
responsible and lawful manner. They should strive to ensure value for money 
to the local community and do everything possible to avoid legal challenge to 
the Council.

16. EQUAL OPPORTUNTIES 

16.1 The Council accepts that it has a duty of responsibility to work towards the 
elimination of unfair discrimination.  As the Council is an equal opportunities 
employer it is committed to the promotion of equality of opportunity in 
employment and acknowledges its obligations under the Equality Act 2010.  

17. USE OF CONTRACTORS

17.1 The procedures by which the Council selects the suppliers of goods and 
services are defined in its Procurement Rules. 

17.2 Contracting organisations and agencies supplying staff to carry out work for 
the Council should be aware of the standards which are required of officers of 



the Council.  This Code of Conduct should be made available by the 
contractor or agency to all of its officers who will carry out work on behalf of 
the Council.  This will prevent any embarrassment or offence arising over the 
issues of gifts or hospitality and will indicate the standards the Council will 
require of the contractor’s officers when acting on its behalf.

17.3 Officers who are privy to confidential information on tenders or costs for either 
internal or external contractors should not disclose that information to any 
unauthorised party or organisation.

18. CONTRACTING ORGANISATION OR AGENCY OFFICERS

18.1 Officers of any contracting organisation or agency who become aware of 
possible malpractice within the Council should raise the problem, in writing, 
with their Line Manager, or the Monitoring Officer.  

18.2 Officers of any contracting organisation who become aware of possible 
malpractice within their own organisation should use their own internal 
procedures for reporting the matter.  However, if the issue is not resolved and 
is affecting the delivery of the Council’s services, then the problem should be 
raised as above.

19. REPORTING PROCEDURE

19.1 The Monitoring Officer has a duty to ensure that actions taken by or on behalf 
of the Council are within the law and will not give rise to maladministration or 
injustice.  

19.2 Any officer wishing to raise concerns about possible malpractice should follow 
the procedure outlined in the Whistleblowing Policy.

19.3 Any breach of this Code of Conduct may result in an appropriate level of 
disciplinary action as specified in the Council’s Disciplinary Procedure.  

19.4 This Code of Conduct is intended to provide officers with an avenue to raise 
concerns within the Council.   Officers that take the matter outside the Council 
need to ensure that they do not disclose information in a way which is not 
protected by the Public Interest Disclosure Act 1998 and should consult the 
Council’s Whistleblowing Policy and may wish to seek independent legal 
advice before taking any further action.

APPENDICES TO THIS DOCUMENT:

A. Record of Gifts and Hospitality Received/Declined by Officers



Appendix A

Eden District Council

Record of Gifts and Hospitality Received/Declined By Officers

Declaration Form

Under the Provisions of the Code of Conduct for Employees, all employees who are 
offered any gifts, or hospitality, valued at £25, or more, are required to register the 
offer with Internal Audit.

Under no circumstances, should gifts of alcohol be accepted.

The following details should, therefore, be completed and the form forwarded to the 
Internal Audit Section at the Town Hall.

Details of Gift/Hospitality Offered: ..............................................................................................

....................................................................................................................................................

....................................................................................................................................................

Estimated Value: £

Gift/Hospitality Offered By: .........................................................................................................

I have accepted/rejected* the offer detailed above. *Delete as appropriate

Name of Employee: ....................................................................................................................

Signature of Employee: ..............................................................................................................

Date: ...........................................................................................................................................



Comments: .................................................................................................................................

....................................................................................................................................................

....................................................................................................................................................

Approved by Chief Officer: .........................................................................................................


