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Purpose / Summary: The current Officer Code of Conduct is no longer
fit for purpose and it is proposed that the new
code is adopted.

RECOMMENDATION(S):
That Policy and Resources committee approve the changes to the Officer Code of
Conduct and the Code of Conduct is adopted for all employees of the council.




IMPLICATIONS

Legal:

It is vital that there is a Code of Conduct for officers in place. This is a key
document to ensure the good governance of the Council and provides clear
direction to employees on the standards of conduct expected of them.

Financial : FIN 38/15

Staffing :

Equality and Diversity including Human Rights :

Risk Assessment :

Failure to have a Code places the Council at risk of inappropriate behaviour by
employees. Failure to have clear advice to employees on appropriate behaviour
makes dealing with inappropriate conduct more difficult to address.

Climate Related Risks and Opportunities :

Title and Location of any Background Papers used in the preparation of this
report:

Call in and Urgency:

Is the decision one which Rule 14.7 of the Scrutiny Procedure Rules apply?

i.e. is the report exempt from being called in due to Yes No
urgency (in consultation with C&I chairman)

Key Decision:

A matter which affects two or more wards, or has Yes No
significant financial implications




1. Introduction

The primary purpose of a code of conduct is to provide an organisation with a
clear benchmark for ethical behaviour.

An organisation’s code of conduct provides guidance and support to
individuals for making decisions and carrying out their work in ways that are
compatible with the organisation’s values.

In order for a code of conduct to be effective, it must be promoted and
championed throughout the organisation.

The new Officer Code of Conduct has been reviewed following the need to
update the last version in 2008, this was agreed with the Governance and
Audit committee last year as part of the review of Corporate Governance.

2. Current Policy
The Officer Code of Conduct has been in place since 2008 and its main focus

was on the following areas:
e Gifts and Hospitality

e Use of the Council’'s Materials, Equipment or Resources
e Use of Confidential Information
e Private Interests
e Other Employment
e Health and Safety at Work
3. New Policy

The draft officer code of conduct sets out the expectations on staff and makes
reference to the relevant policies (these will be hyper-linked to Minerva in the
electronic document). Research has been undertaken and advice sought
from other organisation’s, including other district councils, Lincolnshire County
Council and the Audit Commission. Since 2008 a number of new policies
have been introduced in the council, policies have been reviewed and
changed, these policies have been incorporated into the draft officer code of
conduct and consist of;

Relations with Members of the Council, Public and Other Officers

Working for the Council

Anti Fraud and Anti Corruption

Gifts And Hospitality

Relations with Contractors or Suppliers

Safeguarding

Other employment

Involvement in Other Organisations

Health and Safety at Work

I.D. Cards

Political Neutrality and Politically Restricted Posts

Proper Use of Council Resources

Use of Technology, Telephones, Internet and Email
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Raising Concerns at Work — Grievances and Whistleblowing
Confidentiality

Private Interests

Criminal Convictions

Appointment of Staff

Canvassing for Appointment

Leaving the Council

Alcohol and Drugs

e Contact with the Media

e Use of Social Media

4. Consultation

Consultation began in January 2014, asking wider management team, Unison
and staff representatives for their views and input. The draft officer code of
conduct has been sent to the above in June and July and feedback sought.
The draft code has also been sent to the depot and placed on Minerva for
staff to provide their comments.

The draft code of conduct was reviewed at a Joint Staff Consultative
committee in August 2014 and then went back to the committee for support
and recommendation to P&R in October 2014.

5. Implementation Plan

The officer code of conduct applies to all employees of the council.
Introducing the officer code of conduct requires using a number of
communication tools to ensure all staff are aware of the code and how it

affects them, but also to ensure an ongoing commitment to raise awareness
and ensure that it is embedded within the council.

Roll — Out Embed

Big bang on Minerva, posters, screen Include in appraisals and 1-2-1’s on an
saver message, comms bulletin, message | annual basis
in Driver packs, summary document to be

produced

HR/Heads of Service to deliver at team To be part of the induction process
meetings

Through 1-2-1 process Agenda item on team meetings on an

annual basis

Staff to sign the form Appendix B of code | Ensure behaviour is role modelled
consistently




6. Conclusion
The current officer code of conduct is no longer fit for purpose and it is

requested that Policy and Resources committee approve the reviewed code
of conduct and it is adopted for all employees of the council.

Appendix 1 —Officer Code of Conduct
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1. Introduction

The council believes that its activities demand the highest standards of confidence of
the public and that this confidence will derive from the way in which the council and
its employees conduct themselves in undertaking its business.

All public sector bodies are required to observe high standards of probity in
managing their affairs, and the Committee on Standards in Public Life has identified
seven key principles that should be followed.

Selflessness
Integrity
Objectivity
Accountability
Openness
Honesty
Leadership

The principles underpin this code and we expect you to read and understand the
definitions in Appendix A.

The code is additional to appropriate statutes, sections of the national Agreement on
Pay and Conditions of Service, the council’s Standing Orders and Financial
Regulations and any departmental rules of conduct (that may be issued from time to
time by Directors).

2. Purpose

The council has produced this document for awareness purposes to avoid getting
any one into difficulties which include the possibility of being prosecuted or

disciplined.

The purpose of the Code of Conduct is to provide guidance on standards of
behaviour to be understood and carried out by all employees at all levels.

3. Scope

This code applies to all employees of West Lindsey District Council including
permanent, temporary, part-time, casual and agency staff.

A breach of the code may lead to disciplinary action.



4. Links To Other Policies

The Code of Conduct sets out the requirements of the council and aims to assist
employees in performing their duties to the best of their ability and makes reference
to policies of the council.

Employees are required to familiarise themselves with the contents of the Code and
the documents referred to therein. It cannot cover every eventuality and if in any
doubt or if any additional guidance is required, employees should consult their
manager or the People & Organisational Development Team .

All up to date policies and protocols indicated in italics after each section, can be
found on the council’s intranet site — Minerva.

You must ensure that you abide by the council’s management procedures known as
Approved Codes of Practice these will be held on the council’s intranet site —
Minerva and you are expected to operate within the framework set out in these
procedures. Failure to do so could result in disciplinary action.

5. The Council’s Constitution

The council has certain powers and duties that are set out in a formal document, the
Constitution. The council must act under the Constitution and the law; otherwise it
will be acting ultra vires, that is, beyond the scope or in excess of its legal power or
authority. While you may not use the Constitution in your day-to-day work it is a
useful reference for all matters relating to the composition of the council, rules about
members and committee meetings, financial and procurement procedures and other
issues of relevance to officers.

6. Key Points

There are 3 key points to remember in all that you do, ensure your conduct:
e is never influenced by personal gain;
e could not give anyone reason to question your motives;
e is always in line with the council’s policies and procedures.

7. Relations with Members of the Council, Public and Other Officers

The council frequently works in partnership with other organisations, both in the
public and private sector. It is therefore vital that all officers conduct themselves in
an exemplary manner in all aspects of their work, in particular:

e Mutual respect between officers and members is essential to good local
government, and working relationships should always be kept on a
professional basis;

¢ You should avoid close personal familiarity with individual members as this
could prove embarrassing to other officers and members;

¢ You should deal with the public, members and other officers sympathetically,
efficiently, with courtesy and respect and without bias.



8. Working for the Council

You should ensure that you remain professionally competent to do your job; that
your knowledge remains up to date in accordance with your professional standards;
and that you comply with the professional and personal conduct requirements of
your professional body or bodies.

If you are required to be a member of a professional body for your role within the
council, your annual subscription will be reimbursed.

You have a duty to work within the law and in accordance with our policies and
procedures and to behave in a way that reflects well on the council. At no time
should you knowingly put at risk public confidence or the interests of the council by
your behaviour.

You must not in your official or private capacity conduct yourself in such a manner
that could reasonably be regarded as bringing the council into disrepute.

We recognise that managers have extra responsibilities. If you manage staff, you
are particularly expected to:

e conduct yourself with exemplary professionalism and probity and lead by
example;

e create an inclusive work environment that values diversity;

e make staff aware of this code's requirements as well as any other local or
corporate standards, policies and procedures;

e accept responsibility for your own work and the proper performance of the
people you manage;

e be familiar with the health and safety and other related policies and be clear
about your responsibilities in applying them; and

e take appropriate action on breaches of this code.

It is important that you have a professional and effective working relationship with
your manager. Your manager will tell you what is expected of you; respond to any
concerns you may have about your work; assess your performance; and give you
feedback, with advice on how you can improve.

You should be polite and behave courteously and reasonably in all dealings with
your manager. Your manager should be polite, reasonable and fair to you at all
times and support you in performing your job.

You must carry out reasonable instructions that your manager gives you to the best
of your ability. You must not be negligent in your duties as this may seriously affect
the council's reputation or its interests. If there is anything about your job that you
are unclear about, speak to your manager.

Your manager will set and agree work objectives with you; and, where appropriate,
agree training to assist your career development. You should discuss your training
needs with your manager, some training opportunities will depend on business
priorities and budget.



Your working hours, location and pattern of work must be agreed with your manager.
any changes to these must be agreed in advance with your manager.

If you cannot attend work because of sickness, you should always follow our
sickness reporting procedure as set out in the Managing Attendance Guidance for
Employees and Managers.

You must always dress appropriately for your job and the work you do. If you are
issued with a uniform you must wear it and take good care of it, if you are issued with
health and safety equipment you must use/wear it.

9. Anti Fraud and Anti Corruption

The council is committed to the highest standards of openness, probity, honesty and
integrity and operates a zero tolerance approach to fraud, money laundering,
corruption and bribery.

All employees are required to comply with any anti-bribery and anti-corruption
legislation. Bribery of any kind is strictly prohibited. Under no circumstance should
any provision be made, money set aside or accounts created for the purposes of
facilitating the payment or receipt of a bribe.

You should report any concerns, associated with fraud, corruption, bribery or theft to
your manager or a Director or through the council’s Whistleblowing policy.

A breach of any of the provisions of the Anti-Fraud, Corruption and Money
Laundering Policy will constitute a disciplinary offence and will be dealt with in
accordance with the council’s Disciplinary procedure.

Anti-Fraud, Corruption and Money Laundering Policy
10. Gifts And Hospitality

Many council employees have dealings with people outside the council, particularly
members of the public, suppliers, contractors and other private organisations.
Employees should treat with extreme caution any offer of a gift, favour or hospitality
that is made to them personally. The person or organisation making the offer may
be doing or seeking to do business with the council, or may be applying to the
council for planning permission or some other kind of decision.

It is essential that employees adhere to the overriding principle that they do not
compromise their position as public service workers by accepting gifts and/or
hospitality and allowing themselves to reach the position where they might be, or
might be thought by others, to have been influenced in making an important decision
as a consequence. Such gifts may be viewed as bribes and must not be accepted,
to do so may compromise the employee and the council and may lead to disciplinary
action.



It is also important that the council is seen to conduct its activities with integrity, and
does not leave itself or its employees open to allegations of corruption and to bad
publicity.

You must not ask for gifts or hospitality and you must not encourage any gift, reward
or hospitality from anyone you come into contact with through your official duties.
This includes, but is not limited to drinks, meals, tickets to the theatre or sporting
events, overnight accommodation, travel or holidays.

You must not accept cash or monetary gifts of any kind, whether in the form of cash,
cheques, vouchers or coupons. There are times when receiving reasonable
hospitality is acceptable. For example, you may be given light refreshments, tea,
coffee, sandwiches when visiting clients or during external meetings while you are
working. You do not need to record these in the hospitality register. However, you
do need to consider whether the hospitality is reasonable for the occasion or the job
you are doing and whether it is similar to the scale of hospitality we would offer
clients visiting us under similar circumstances.

You may accept an invitation to a dinner or function of a non-commercial body
(society, institute or similar) where you are representing the council or attending a
conference or course where it is clear that the hospitality is corporate rather than
personal. Such hospitality should be agreed in advance with your manager and
recorded in the gifts and hospitality register.

As a general rule, taking part in activities paid for by firms, contractors or suppliers
outside office hours or while on leave will be considered inappropriate.

The Gifts and Hospitality Register is held in the Democratic Services Team. All offers
of gifts or hospitality must be recorded, whether or not they are accepted, this
ensures that the system is transparent and acts as protection for the employee
concerned. However, there is no need to record receipt of promotional material of
token value such as desk diaries, calendars or pens.

You must tell your manager if:

e anyone tries to bribe you; or
e you reasonably believe someone has tried to bribe another employee; or
e there is any evidence of corruption or improper behaviour by others.

If your manager is involved, you should report it to a Director.
You must not offer gifts or hospitality to others on behalf of the council.

Any breaches of the requirements relating to gifts and hospitality will result in
disciplinary action being taken against the employee(s) involved.

11. Relations with Contractors or Suppliers

It is the responsibility of all officers to ensure that, when administering council
contracts, every contract made by or on behalf of the council complies with all



relevant European Union and United Kingdom legislation and as provided for in the
council's contract procedure rules or other applicable procedures. Any officer who is
authorised to carry out any of the council's contract functions must undertake all
necessary training effectively to discharge this responsibility. Officers shall not
commit the council to incur expenditure for the supply of goods, services, work or
capital projects unless they are authorised under the scheme of delegation and
financial provision has been authorised.

You must award contracts or orders on merit, following the procurement evaluation
proforma, to achieve best value for the council including the following considerations:

e you must tell your line manager and register in the Register of Interests any
relationship you have with a contractor or supplier with whom you are also
involved at work.

e if friends or family are involved as potential suppliers, you should not be
involved in the process at all and you must not favour current or past officers
or their partners, close relatives or associates when awarding contracts or
orders to businesses for which they work.

e if the council decides to outsource the supply of any goods or services and
you or you and your colleagues are considering a management buy-out you
should discuss this with your line manager immediately and register it in
accordance with the declaration of interests guide. You must not then take
part in any relevant contract awarding process.

Constitution - Contract procedure Rules
The Register of Private Interests is held in the Democratic Services Team.

You must not, under any circumstances, accept any item, or property left to
you in a will of a client of the council. Any offer of a bequest made to you by
a client should be politely refused and you should inform your Manager

of the incident at the earliest opportunity.

12. Safeguarding

West Lindsey District Council accepts the social, moral and legal responsibility to
implement procedures to provide a duty of care for children, young people, adults at
risk and anyone at risk of or experiencing domestic abuse, to safeguard their
wellbeing and protect them from abuse when they are engaged in services
organised or provided by the council.

The council is required to have policies and procedures in place which outline its
response to safeguarding.

Safeguarding is everyone’s responsibility, although your work may not directly
impact on or relate to children, young people or adults at risk, you have a duty to
understand, recognise and respond to safeguarding situations and concerns and you
are bound by the council’s policy and procedures.



If any employee finds that for whatever reason they do not believe that they can
comply with this policy and its associated procedures they must notify the lead
safeguarding officer immediately.

Safeguarding Children and Young People, Adults at Risk and Managing Domestic
Abuse: Policy and Procedure

13. Other employment

You are required to devote your full-time attention and abilities to your duties during
your working hours and to act in the best interests of the council at all times.
Accordingly, full-time employees must not hold any other appointment (paid or
unpaid) without the prior approval of their Manager. Part-time employees must
disclose any other paid employment which is current or proposed. In either case
such employment must not conflict with, or have detrimental effect on, the Service or
the council’s business.

Permission for employees to operate, own or otherwise participate in the running of
an equivalent establishment will not be given. It is expected in such circumstances
that an officer will resign his/her appointment if he/she intends to proceed with the
enterprise. Failure to do so will lead to appropriate action being taken.

14. Involvement in Other Organisations

Many of the council’s objectives are delivered by developing partnership
arrangements with other public and private sector organisations or community
groups. You may also be asked to take part in voluntary activity or offered a role in a
voluntary organisation. In these situations the following applies:

a. It is important that you clarify the role expected of you and whether you are
acting in your own right or as the voice of the council;
b. If acting for the council, you should clarify what authority is vested in you

by the council and other partner organisations by checking with your
Manager as to the extent of your participation or authorisation. Liability
can arise from formal membership of external organisations, and you
should seek further advice from your Manager if you have reason to
believe that any liability may arise;

C. If you are acting on behalf of the council, then you are subject to the Code.

15. Health and Safety at Work

You must ensure that you take the greatest possible care for your own safety and
that of your colleagues and of members of the public. This is a legal requirement
under the Health and Safety at Work Act 1974. The Act makes you personally liable
and you could be prosecuted for any breach as well as being subject to disciplinary
action.



All employees are expected to read in their first week at work, and follow the
council’s Health, Safety and Welfare Policy. The policy can be viewed electronically
on the council’s intranet site or a hard copy can be viewed if you ask your Manager.

Managers should also ensure that agency staff, contractors, visitors etc., working at
or on council sites and premises are aware of safety requirements and appropriate
associated policies and procedures.

Health, Safety and Welfare Policy
16. I.D. Cards

To help prevent security breaches the council has an Identification Card scheme for
employees. If an ID card is issued, employees should ensure that they have their ID
card with them at all times and if challenged by an appropriate person i.e. another
council employee, councillor or somebody working for the authority, they are to show
their ID card to confirm their identity. The ID cards carry a passport style photograph
which will be used for the council's computerised payroll/HR system and other
internal systems.

17. Political Neutrality (sensitive posts)

You serve the council as a whole. It follows you must serve all members and not just
those of any single political group, and must ensure that the individual rights of all
members are respected.

18. Politically Restricted Posts

If your total remuneration exceeds the value of SCP 44 as amended from year to
year or if you give advice on a regular basis to the Council itself, to the council,
Committee, Scrutiny Review Panels or Statutory Boards, or to any Joint Committee
on which the council are represented or if you speak on behalf of the council on a
regular basis to journalists or broadcasters, your post is designated as a ‘politically
restricted post’ in accordance with The Local Government and Housing Act 1989.
Further details can be sought from Human Resources.

Whether or not your post is particularly restricted, you must not allow your own
personal or political opinions to interfere with your work.

Constitution — Protocol on Member/Officer Relations
19. Proper Use of Council Resources

The council is responsible for the efficient use of the public resources it controls
including financial resources, equipment and its staff. You must not use council
premises, property, vehicles or other council facilities unless authorised to do so.
You must not do work that is not council work of any sort in council premises or by
using council equipment or materials, or during the council’s time. Some facilities,
such as photocopying may be made available to officers for private use on agreed
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terms and with prior approval. Use of computers for personal purposes is allowed in
employee breaks providing all relevant policies are adhered to see section 20 below.

All officers have a duty to abide by the highest standards of probity in dealing with
financial issues. You should assist the council in discharging its obligations to follow
proper accounting practices and to secure best value. You must operate within the
required accounting standards and timetables to ensure that all the council’s
transactions, material commitments and contracts and other essential accounting
information are recorded completely, accurately and on a timely basis.

You are required to ensure that the council Internal Audit Services and the council’s
external auditor are given access at all reasonable times to premises, personnel,
documents and assets that the auditors consider necessary for the purposes of their
work. You are obliged to provide the auditors with any information and explanations
that they seek in the course of their work.

Constitution — Financial Procedure Rules
20. Use of Technology, Telephones, Internet and Email

Use of computers may be an important part of your duties. You should be familiar
with the rules relating to personal use of equipment, the prohibitions on accessing or
downloading racist, sexist, pornographic or violent websites or material, virus
protection and the use of unapproved software.

Officers may make personal telephone calls whilst at work but such calls should be
limited and payments made for use.

The council does allow for personal use of email and the internet (if you have
reasons to be connected for work purposes), providing that it is not excessive, does
not interfere with your normal activities and it is made clear that any message sent is
not on behalf of the council.

Unauthorised access to computers and computer systems is an offence under the
Misuse of Computers Act 1990, and is punishable in severe cases by imprisonment.
Staff must not access or try to access any system for which they have not been
authorised by their Manager via a systems access form.

Computer Telephone and Desk Use Policy
Information Security Policy
Social Media Policy
Internet Acceptable Use Policy
Email Policy
Removable Media Policy
Remote Access Policy
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21. Raising Concerns at Work — Grievances and Whistleblowing

If you have any concerns arising from:

a. Your employment contract or employment in general there is a grievance
procedure to be followed. You should raise any such issues with your Line
Manager in the first instance.

Grievance Procedure

b. Any other aspect of the council’s operations, such as if you become aware of
any activities that you believe are illegal, improper, unethical or in some
other way inconsistent with this Code, or the council’s Constitution, policies
and procedures, there is a procedure for these concerns —

Whistleblowing Policy and Guidance.
22. Confidentiality

Openness in the dissemination of information and decision making should be the
norm in the council. However, you must respect the confidentiality of the information
to which you have access at work and you must not use it for personal gain or pass it
on to others who might use it in this way.

You must not inform or share information with anyone inside or outside the council,
including social media sites, who is not entitled to know for the purposes of their job,
what goes on at council meetings held in private or exempt sessions, nor about the
contents of council documents which are confidential or exempt (unless requested
under the Freedom of Information Act and an exemption applies).

Information requests will be dealt with under Freedom of Information, Environmental
Information or Data Protection and must be processed in accordance with the
legislation.

Data Protection and Subject Access Requests must be verified before processing
begins as you need to be satisfied that you are releasing information to those entitled
to receive it. Also, if you are asked to disclose any information you should be aware
of the rules of the Data Protection Act which make it unlawful to disclose information
without the person’s consent unless it is for one of the following reasons;

The prevention or detection of crime/or criminal activities
The prevention of defrauding the council

The apprehension or prosecution of offenders

The assessment or collection of any tax or duty

The organisation is registered by us to receive information

arwnE

If you are approached to give information under one of the above headings you
should:

1. Satisfy yourself that the request falls under 1. to 5. Above, if in any doubt ask

your manager
2. Seek advice from the FOI Team who also have access to legal advice
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It is important to note that the necessity for confidentiality exists not only during
employment but also after you have left.
Information Management and Protection Policy
Data Protection Policy
Data Protection Breach Policy
Freedom of Information and Environmental Information Regulations Policy
Records Management Policy

23. Private Interests

Whilst your private life is your own concern, you must not allow your private interests
to conflict with your public duty by misusing your official position to benefit
yourselves or others. In order to demonstrate openness and transparency in local
government and to protect yourself and the council from accusations of bias, you
must declare and register certain interests if an actual, potential or perceived conflict
arises with regards to a council decision or policy. You will also need to make a
further declaration if a declaration you made previously has materially changed.

The Register of Private Interests is held in the Democratic Services Team.

You must inform your manager if you are a member of an organisation that is not
open to the public, which has a commitment to allegiance (oaths) and secrecy about
its rules, membership and conduct. You should make sure that any such
membership does not require you to act in a way that will affect your work or damage
our reputation.

If an employee has withheld information or provided misleading information, then
dismissal could be considered. Normal rules for dismissal should be applied.

24. Criminal Convictions

You are expected to keep within the law at all times during your employment. You
must tell your manager if you are arrested and refused bail or charged with any
criminal offence and, unless exempt by the Rehabilitation of Offenders Act 1974, you
must tell your manager in writing if you are convicted of any criminal offence, bound
over or cautioned about activities outside work.

If you drive on council business, you must tell your manager if you are arrested,
charged or cautioned about any Road Traffic Act Regulatory offences. You must tell
your manager if you are involved in any civil proceedings that affect your work.

The council reserves the right to periodically request verification of an employee’s
criminal record by means of a DBS Basic Disclosure certificate.

25. Appointment of Staff

All council appointments must be made in accordance with our recruitment and
selection procedures.
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The aim of the council is to attract, reward and retain the best people and to make
the maximum possible use of the abilities of all its employees. The council will
therefore undertake the recruitment, selection and retention of potential employees
in the most careful, accurate, professional, legal and fair way to match the
requirements of the post. Appointments will only be made on the basis of the skills,
experience and aptitude required for the vacancy.

Offers of employment will be made subject to the receipt of a satisfactory
employment health declaration, two satisfactory references and a clear basic
Disclosure Scotland check.

You must not give job references for employees you manage to any new employer.
These are provided centrally by the People & Organisational Development Team.
You may give a personal reference so long as it is not on council headed paper and
cannot be seen to be a reference from the council.

Recruitment and Selection Practical Guidance
26. Canvassing for Appointment

A candidate for any appointment under the council who knows that he/she is related
to any elected Member or officer of the council must, when making an application,
disclose that relationship. A candidate who fails to disclose such a relationship or
canvasses members in any way will be disqualified for the appointment or if
appointed will be liable to dismissal without notice.

You must not let political or personal preferences influence your judgement. You
must not canvass the support or lobby colleagues or elected Members and you must
resist any attempts by others to canvass you.

You must also apply this consistent approach in connection with discipline,
promotion or pay.

27. Leaving the Council

When leaving your job, you should leave your files and records in good order for the
person taking over from you. If it is required by your manager, you should put a note
on each file giving a brief history of the issues, any action that needs to be taken and
when it should be done. You should highlight any important dates and deadlines.

You must return any property when your manager asks you to and always when your
employment ends. This includes not only hard copy documents, files and
correspondence but also tapes, software storage media and any other property
belonging to the council.

After you leave the council, you still have a duty not to disclose personal data

relating to others or exempt/confidential information that you have learned in the
course of your work at the council.
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28. Alcohol and Drugs

All council employees should know and adhere to these basic rules, further guidance
can be found in the Workplace Drug and Alcohol Misuse Policy.

The council does carry out workplace screening and this may occur;

e pre-employment
e atrandom and unannounced
e for cause/post incident/post allegation or complaint

You should not knowingly take any non-medical substance such as alcohol or drugs
that may affect your ability to work. You should tell your manager if you are taking
any medication that may adversely affect you or the way you do your job.

No employee may carry out their duties or enter council premises, while under the
influence of alcohol or illegal drugs.

No illegal drugs may be brought onto council premises.

The presence of any drugs or unauthorised alcohol found during working hours is
unacceptable and will lead to disciplinary action.

Possession, supply or production of illegal drugs on West Lindsey District Council
premises or engaging in such activities outside of work will not be tolerated.

Employees need to know that drugs taken during days off or holiday periods may still
be in their system days or even weeks later and may give a positive result if required
to give a sample to be tested.

Any breach of the policy may be treated as Gross Misconduct under the council's
Disciplinary Procedure and this may result in the termination of employment.

Workplace Drug and Alcohol Misuse Policy
Discipline at Work Guidance

29. Contact with the Media

Relations with the media need to be handled with care to ensure the council’s
position on any issue is represented properly. Day to day contact with the press and
media will normally be handled by the Communications Team, together with the
appropriate committee chairman, Leader and relevant officers.

You should refer any media enquiries to the Communications Team.

You may write or give interviews about matters unconnected with your work or the
council so long as you are not identified as our employee.

The Constitution
Social Media Policy
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30. Use of Social Media

Social media sites provide communication opportunities of reaching out to the
council’s stakeholders; as an officer of the council you are bound by the 7 Principles
of Public Life (Appendix A).

You must not allow your professional and personal use of social media sites to
become blurred; you need to be mindful of your duties not to:

e Disclose council information without authority;

e Take part in any political or public activity, which compromises or might be
seen to compromise your impartial service to the council and its stakeholders;

e Make derogatory comments about the council, its policies or procedures;

e Make derogatory comments about other council employees, councillors or
stakeholders;

e Continue to engage with others who become abusive or aggressive.

Once you have posted items to the Internet, it is very difficult to remove them, great
care must be taken before you press the submit button as such comments may lead
to disciplinary action.

If you have any concerns consult your manager for advice.

It is important that you are aware that submitting content to social media sites,
whether in a personal or professional capacity, that is considered to be derogatory or
inappropriate may result in disciplinary action being taken against you.

Social Media Policy
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Appendix A — The Seven Principles of Public Life

Selflessness

Holders of public office should act solely in terms of the public interest. They should
not do so in order to gain financial or other benefits for themselves, their family or
their friends.

Integrity

Holders of public office should not place themselves under any financial or other
obligation to outside individuals or organisations that might seek to influence them in
the performance of their official duties.

Objectivity

In carrying out public business, including making public appointments, awarding
contracts, or recommending individuals for rewards and benefits, holders of public
office should make choices on merit.

Accountability

Holders of public office are accountable for their decisions and actions to the public
and must submit themselves to whatever scrutiny is appropriate to their office.

Openness

Holders of public office should be as open as possible about all decisions and
actions that they take. They should give reasons for their decisions and restrict
information only when the wider public interest clearly demands it.

Honesty

Holders of public office have a duty to declare any private interests relating to their
public duties and to take steps to resolve any conflicts arising in a way that protects
the public interest.

Leadership

Holders of public office should promote and support these principles by leadership
and example.
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Appendix B

Code of Conduct for Employees of

West Lindsey District Council

| have read and fully understand the Code of Conduct

| fully understand my personal and collective responsibilities as set out in the Code
of Conduct

0T 1T PP

PNt NAMI o e

DAt oo

Please return this form to the People & Organisation Development Team

18



	3e - P&R - Officer Code of Conduct - 6.11.14
	3e - DRAFT - Officer Code of Conduct - 2.10.14

