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CODE OF CONDUCT FOR COUNCIL STAFF

April 1996

This Code of Conduct sets out the standards of conduct expected of Council staff in their business activities and in the link between their work and their private lives. It takes into account the requirements of the law and also what is regarded as good practice.

The main areas covered are:

· general standards of behaviour and integrity

· declarations of personal interest in Council work

· rules on receiving gifts and hospitality

· requirements for confidentiality of information

· rules about whole-time service and outside work

· rules about political activity for certain staff

1.
Introduction
The purpose of this Code of Conduct is to provide guidelines for staff to maintain and promote public confidence in the integrity of the Council. The public is entitled to demand of Croydon staff conduct of the highest standard and public confidence in a member of staff’s integrity would be-shaken were the least suspicion to arise that he/she could in any way be influenced by improper motives.

The Code applies to all Council staff. Staff engaged in processing applications for services or resources, licences or statutory consents and those involved in the procurement of goods and services need to pay particular attention to the Code.

The Code has been drafted to comply with and supplement the provisions on official conduct in the appropriate national conditions of service. Staff are reminded that the prevention of corruption legislation places the onus of proving innocence on the person who is suspected of corrupt practice. They are therefore required to read the Code very carefully and to consider the issues which it raises.

Staff must be aware that it is a serious criminal offence for them 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 their official capacity.

It is intended that this Code should be an active working document. To this end there is a requirement on Chief Officers to ensure that all staff in their Departments are aware of its contents and fully briefed on its implications.

Reference to this Code should be made in all contracts of employment and copies should be given to all staff. Investigations of alleged breaches of this Code will be dealt with under the Council’s disciplinary procedures.

2.
Code of Conduct
2.1
General
You must never use your position in the Council for private advantage or gain.

You must foster the highest possible standards of professional behaviour both personally and among staff for whom you are responsible.

Any malpractice or suspected malpractice must be reported to your Chief Officer. This would normally be done in the first instance through your supervisor or section head but the intention is that whatever channels are used, your Chief Officer should personally be made aware of the matter. On being made so aware the Chief Officer or a responsible person in the department nominated by him/ her must inform the Director of Finance (normally through the Internal Audit Section) about any suspected or apparent irregularity affecting cash, stores or other resources or the awarding of contracts. In addition Chief Officers will be responsible for advising the Monitoring Officer of serious matters.

2.2
Declaration of Interest
If you (and/or your partner, or any other person with whom you have a close family or personal relationship) have a financial interest in a contract, potential contract or any financial or other matter being dealt with by the Council or if you supervise or engage contractors with whom you previously had or currently have a relationship in a private or domestic capacity you must report this in writing to the Borough Secretary who will keep a record.

The test for declaring such an interest must be to avoid any suspicion of impropriety. If you are in a position to influence any decisions which are taken by, or on behalf of, the Council and you have any interest in that decision, however remote, you should declare it. This might include membership of voluntary bodies, especially where they might be receiving grants.

Another particularly sensitive area relates to applications for planning permission. If you (or your partner, family member, etc. as above) have any interest in a property for which a planning application has been made or which might be affected by an application for an adjoining or nearby property and you might be in a position to influence the consideration of that application you should declare your interest.

2.3
Membership of Outside Bodies
You are expected to consider carefully whether your membership of, or association with, clubs, societies and other organisations such as lobbying groups and voluntary bodies could allow the impression to be created that your official position could be used to promote a private or personal interest or undermine equal opportunities. If there is a chance that it could, you should declare it. The Borough Secretary maintains a register of staff who belong to such organisations and you should declare your membership to him.

You must in particular declare to the Borough Secretary membership of any organisation or body which is or could be regarded as being

(1)
secret;

(2)
discriminatory;

(3)
in a contractual or potential contractual relationship with the Council; or

(4)
in receipt of benefit in cash or in kind from the Council.

For the purposes of this Code a secret society is defined as follows:

(a) is not open to members of the public who are not members of that lodge, chapter, society, gathering, meeting or trust;

(b) 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 the lodge, chapter, society, gathering, meeting or trust and

(c) includes whether initially or subsequently, a commitment (whether by oath or otherwise) of secrecy about the rules, membership or conduct of the lodge, chapter, society, trust, gathering or meeting.

The Freemasons can be cited as the obvious example of a secret organisation, and one of which most people are aware. Rather than try to formulate a definitive list of secret organisations, staff are asked to consider whether their membership of any group or body might fall within the definition set out above, and if in any doubt to discuss the matter with the Borough Secretary.

A lodge. chapter, society, trust, gathering or meeting as defined above should not be regarded as a secret society if it forms part of the activity of a generally recognised religion.

2.4
Business Practice
You must maintain an unimpeachable standard of integrity in all your business relationships both inside and outside the Council.

Any business practices capable of being considered improper must be rejected.

While bearing in mind the advantages to the Council of maintaining a continuing relationship with a supplier, any arrangements which might prevent the effective operation of fair competition must be avoided.

2.5
Gifts and Hospitality
As a general principle you should not accept hospitality or entertainment of any sort. However, with the approval of your Chief Officer and subject to an entry being made in the Hospitality Register (see 2.6 below) modest hospitality may be accepted in the following circumstances:

a. Where the hospitality is funded by a professional or voluntary group and in the latter case is part of the life of the community

b. Where there is an existing business relationship with a contractor and a modest business or working lunch is offered as part of that relationship.

Chief Officers are responsible for monitoring the above.

Only with the express authority of the Chief Executive should hospitality go beyond this and great care should be taken that no hospitality is accepted when purchasing decisions are under consideration. Invitations to sporting and cultural events funded by third parties or hospitality outside the normal working day or involving husbands, wives and partners should not be accepted in any circumstances.

You should not accept significant personal gifts from contractors and outside suppliers, although items of very small value such as pens or business diaries may be accepted.

A gift which does not fall within the categories above should be returned. Exceptionally, if returning the gift would cause offence, your Chief Officer can arrange for it to be received by the Council or for a charitable purpose.

Where an outside organisation wishes to sponsor an activity whether by invitation, tender, negotiation or voluntarily, the basic conventions concerning acceptance of gifts and hospitality must apply.

When there is any doubt between what is and is not acceptable in terms of gifts or hospitality, the offer should be declined.

2.6
Hospitality Register
Departments are required to keep records of all gifts and hospitality offered - whether accepted or refused - in a Hospitality Register. The Register will be available for inspection by the Chief Executive, Borough Secretary, Director of Finance or Officers authorised by them.

Your Chief Officer will have made arrangements for the Hospitality Register for your Department to be maintained either by his/her secretariat or Principal Administrative Officer. You are required to make yourself aware of who is responsible for maintaining the Register in your Department.

You must report all offers of gifts or hospitality made to you so that they can be included on the Register.

2.7
Separation of Roles during Tendering
Internal arrangements for the separation of client and contractor roles must be clear and tendering procedures open.

Where staff are in contractor or provider units they must exercise fairness and impartiality when dealing with all clients, suppliers and sub-contractors. The hospitality code applies equally to contractor units.

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

Staff should ensure that no special favour is shown to current or former employees or their partners, close relatives or associates in awarding contracts to private or other business run by them or employing them in a senior or relevant managerial capacity.

2.8
Appointment and other Employment Matters
In order to avoid any possible accusation of bias, staff should not be involved in an appointment where they are related to an applicant, or have a close relationship outside work with him or her.

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

2.9
Confidentiality

The confidentiality of all information received in the course of duty must be respected and must never be used for personal advantage or gain. You should seek to ensure that information given in the course of duty is true and fair and does not mislead.

Only staff authorised by their Chief Officer may talk to the Press, or otherwise make public statements on behalf of their departments. Chief Officers should ensure that staff in their departments are aware of who is so authorised.

In any case, you must not discuss issues with the press or public or disclose information on Council and Committee business, including background documents which are or could be deemed to be exempt or confidential under Schedule 12A of the amended Local Government Act, 1972 (e.g. Part ‘B’ Agenda items) unless you are expressly authorised to do so. If there is any doubt, advice should be sought from the Borough Secretary.

In general, you are required to ensure the confidentiality of information entrusted to you.

2.10
Full-time Service
Your off duty hours are your personal concern but you should not subordinate your duty to your private interests or put yourself in a position where duty and private interests conflict.  It is not the intention of the Council to preclude you unreasonably from undertaking additional employment unless that employment conflicts with or detrimentally affects the Council’s interests, in any way weakens public confidence in the conduct of the Council’s business, or in any other way affects your liability to undertake your work. However, staff above Scale 6 (or equivalent) are expected to devote the whole of their service to the work of the Council and shall not engage in any other business or take up any other additional appointment for financial gain without the agreement in advance in writing of their Chief Officer that it does not conflict with their work. Chief Officers must obtain the Chief Executive’s permission and are requested to pay any fees received into the General Fund.

In particular you should not undertake outside work related to any matter which is or could be dealt with by the Council. For example you should not produce plans for building work which could be the subject of a planning or other application to the Council. It is irrelevant whether or not the work is paid.

3.
Political Neutrality
Staff serve the Council as a whole. For some their role is to give advice to Councillors and Senior Managers. Mutual respect between staff and Councillors is essential. Close personal familiarity between staff and individual Councillors could damage the relationship and prove embarrassing to others and should therefore be avoided.

You must not allow your personal political opinions to interfere with providing balanced professional advice.

4.
Political Activity
Some staff, normally those in more senior positions, are in politically restricted posts and by law are prevented from taking part in certain political activities outside their work. Staff who are in this position should have been told of this in writing and of the rules for claiming exemption, but if you are in any doubt about your position you should clarify the point with your Chief Officer.

The political activities which are restricted are set out in Statutory Regulations and mainly cover the following areas:

(a) standing as a candidate for election to the House of Commons, European Parliament or a local authority (other than a Parish Council);

(b) holding office in a political party at any level, except in limited roles concerned only with the internal membership of the party

(c) canvassing at an election (although this does not preclude putting election stickers on your house or car);

(d) speaking in public or publishing any written or artistic work which appears to be intended to affect public support for a political party.

The above paragraphs only attempt to summarise and explain the Regulations, and cannot replace them. If you are in doubt about whether any activity is political activity and is covered by these rules, you should seek advice and ask to see a copy of the full Regulations.

It is important that you are aware of your position in terms of political activity because any breaking of the statutory rules will be breach of contract and liable for investigation under the disciplinary procedure.

5.
When in Doubt, Ask
If you are in any doubt with regard to the provisions of this Code and how they apply in any particular situation, your Chief Officer should be consulted. If there is still any doubt, the advice of the Borough Secretary must be sought.

End

STANDARDS OF BEHAVIOUR


(ADDITION TO THE CODE OF CONDUCT FOR COUNCIL STAFF)
Introduced 2000


	
The Council has developed a number of policies on equal opportunities and all employees are required to be aware of them and comply with and implement these policies in all aspects of the work they do.

All employees, volunteers, client/customers are entitled:

· To be treated with dignity, respect, courtesy and fairness.

· Not to be bullied, harassed or victimised.

· Not to experience any form of discrimination on any grounds.

The Council will view such unfair or discriminatory behaviour as a serious disciplinary offence which may lead to dismissal from the Council’s service.




	I have received a copy of the Standards of Behaviour statement, which forms paragraph 2.2 of the Code of Conduct for Council Staff.

I have read this statement and agree to abide by it.

Signed ............................
Date .............................

Print Name.............................................................

Employee No:........................................................

Department:.......................................................................



Guidance on Standards of Behaviour
Definition
Behaviour, which is unwanted, unwelcomed and unreciprocated which undermines that person’s dignity/feelings at work is unacceptable within the Council.  This includes any behaviour which might unreasonably threaten a person’s job security, promotion prospects or create an intimidating working environment for an employee or volunteer.

If any behaviour towards an employee or volunteer from another person at work including a client/customer, councillor or contractor has overtones which the recipient finds offensive, the recipient has the right to have it stopped.  Similarly clients/customers have a right to expect freedom from harassment when receiving services from the Council.

Unacceptable behaviour can take many different forms, and can range from physical attack to more subtle conduct.  It includes actions, jokes, or suggestions which might create a stressful working environment.  It also includes the production, distribution, display or communication and discussion of material (such as books, posters, magazines, newspaper articles, photographs, videos, computer generated imagery etc.) which may give rise to offence.

It excludes legitimate actions by a manager to encourage an employee to perform against Key Tasks and within Key Areas, and to manage their performance appropriately.  Similarly it excludes legitimate actions taken within the Disciplinary or other formal procedures.  It does not exclude though, persons in authority who use their position to bully, abuse or harass others, or assume a threatening or intimidating management style.

Action If You Have A Complaint
If you are personally subject to behaviour which is against the Council’s Standards of Behaviour commitment, now part of the staff Code of Conduct, please contact a Personal Adviser or discuss this with your Personnel Manager/Senior Manager in your department, in order to try and resolve the issue informally.  If informal resolution is not possible, you can make a formal complaint under the Council’s Harassment and Bullying Procedure, which will then be investigated and disciplinary action taken if the allegation is proven.

If you witness unacceptable behaviour or have knowledge of such behaviour, please inform your Personnel Manager/Senior Manager in your department.  Alternatively, please use the Whistleblowing Procedure and call confidentially on Ext. 1339 or 020 8407 1339 or Expolink, an independent service, on 0800 374199.


Responsibility For Standards Of Behaviour
	Council
	
to review, revise and monitor policies and procedures to ensure their implementation and adherence.



	Members
	
to support the principles and practice of equalities policies


to ensure that Council services are available to all members of the Community


to set a good example by treating all employees and clients/customers with dignity and respect.



	Chief Executive
	
to ensure that the Council’s    commitment  on equalities is communicated


to ensure that senior management observes its responsibilities in that behaviour towards staff at all levels does not involve any form of harassment or discrimination.



	Departmental Personnel Managers/Personnel Services
	
to provide specialist advice


to set guidelines for the implementation and operation of equal opportunity policies


to arrange for training for managers and staff at all levels


to monitor equalities issues and report on the outcome of these annually to Council




	Senior Management
	
to ensure that the Council’s commitment on equalities is communicated within their Department

	
	
to ensure that staff comply with equal opportunities standards of behaviour so that their own behaviour is of the highest standard.


to ensure that staff operate policies and practices fairly and consistently


to ensure that the services provided are available to all members of the community in accordance with equal opportunities


to ensure that appropriate action is taken on offensive behaviour.




Standards of behaviour and equal opportunity and associated policies are particularly related to relationships between individuals, and to manager-employee relationships.  As such the onus for implementing these policies and eradicating discrimination in the workplace depends on these groups for their effectiveness.  These responsibilities are outlined as followed:
	Employees
	It is the responsibility of all employees within the Council, whatever their level or status, to ensure that:


they understand clearly what the Standards of Behaviour and equal opportunity policies require of them


they make sure that their own conduct does not cause offence or misunderstanding


they are not afraid to stand up to behaviour that they find unacceptable


they are prepared to support colleagues who are being harassed, bullied, victimised, or being discriminated against.




	Managers
	Have a responsibility:


to set a good example by treating all employees and clients/customers with dignity and respect


to be alert to, and correct, unacceptable behaviour within the work areas for which they are responsible


to ensure that all their staff and volunteers are aware of the Standard of Behaviour required from staff, and know how to raise issues


to support Officers or volunteers if they (the Managers) witness unacceptable behaviour by clients/customers, explaining politely but firmly to them that such behaviour is unacceptable


to deal with any complaints or allegations which come to their attention appropriately, effectively and confidentially, respecting the rights of all the parties


to ensure that the complainant is not victimised or retaliated against for bringing a case forward


to implement the Staff Standards of Behaviour, Equal Opportunities and associated policies and practices.




Examples Of Offensive Behaviour
It Is Not Possible To Define `Offensive Behaviour As It Is The Effect The Behaviour Causes On The Recipient That Makes It `Offensive.  The Following Can Only Be Used As A Guide To Assist Managers And Staff To Understand What May Be Offensive Whether Intentional Or Not
	Sexual

Harassment
	Unwelcome sexual advances, requests for sexual favours, or other conduct of a sexual nature, which result in the individual feeling threatened or compromised.  This is not restricted to attempts to initiate sexual relations.  It is any harassing conduct based on the gender or sexuality of the recipient.



	
	Non-verbal:
Gestures

Staring/leering

Getting too close

Pin-ups

Offensive publications

Offensive letters/memos

Unsolicited/unwanted gifts


	Verbal:
Suggestive explicit language

Unwanted propositions

Sexual/explicit jokes

Use of affectionate names

Personal questions/comments

Innuendos
	Physical:
Deliberate body contact

Indecent exposure

Groping/fondling

Unnecessary touching


	Racial

Harassment
	Derogatory remarks, racially explicit statements, graffiti, jokes, or any other action of a racist nature which is directed at any individual or groups from a different ethnic background which results in the individual(s) feeling threatened or compromised.

	
	Non-verbal :
Offensive gestures

Facial expressions

Offensive publications

Racist graffiti

Threatening behaviour

	Verbal :

Racial comments/abuse

Racist jokes/ridicule

Derogatory nicknames

Verbal threats
	Physical:
Jostling

Assault




	Disability

Harassment
	Derogatory remarks, mimicking, invasive personal questions, staring, ostracising or patronising which is directed at any individual with a disability, or groups of disabled people, which results in the individual(s) feeling threatened or compromised.



	
	Non-verbal:
Mimicking

Ignoring wishes/feelings

Ostracising/freezing out

Staring
	Verbal:
Making fun of a disability

Mimicking speech impairment

Using inappropriate terms e.g. `Cripple`, Spastic

Questions/comments of a personal nature

Belittling or patronising comments or nicknames


	Physical:
Practical jokes

Moving a wheelchair

Hiding disability aid

Touching a visually impaired person




	
	Behaviour which fails to acknowledge and respect the rights or needs of people with different beliefs or practices.

	Harassment on the basis of 

Religious Beliefs
	Non-Verbal:
Mimicking

Staring

Drawing offensive symbols
	Verbal:
Making fun of the wearing of a skull cap or turban

Criticism for taking religious holidays off


	Physical:

Trying to remove a skull cap from wearer

Assault

Removing religious objects




	Harassment on the basis of Age

	Ridiculing or demeaning behaviour focussed towards people because of their age.



	
	Non-verbal:
Excluding from social functions/information

Mimicking


	Verbal:
Making fun of age

Questioning ability due to age
	Physical:
Setting unrealistic challenges

Deliberate body contact


	Harassment on the basis of Sexual Orientation
	Behaviour which condemns or ridicules people because of their sexual preferences.

	
	Non-verbal:
Offensive letters/memos

Gestures

Deliberately avoiding or excluding the person
	Verbal:
Verbal abuse or threats

Making rude jokes or comments

Personal questions
	Physical:
Starting fights

Deliberate body contact

Practical jokes


	Singling Out
	Singling out people because of their gender, race, disability, religious belief, age or sexual orientation can also constitute harassment even without any specific references to gender, race etc.  Specific non-verbal and verbal examples can be seen below under Bullying.


	Bullying
	More than a strong, firm or authoritarian management style; it is destructive rather than constructive, it is criticism of a person rather than their mistakes, it publicly humiliates rather than privately corrects and results in the individual feeling threatened or compromised.  Bullying often results from a misuse of management power, but is also the misuse of any form of individual power, such as physical strength, personality or age, or collective power through strength of numbers.



	
	Non-verbal:
Ostracising/freezing out

Withholding essential info., resources, training

Setting impossible tasks

Changing priorities or objectives unreasonably

Unreasonable allocation of duties /work/ responsibilities

Property

Deliberate wrongful attribution of blame


	Verbal:
Shouting, swearing, abuse

`Nicknames, malicious gossip

Public reprimand/humiliation

Belittling/patronising comments

Persistent reminders of past failures

Unnecessary phone call to someone’s home
	Physical:
Striking/hitting

Grabbing a person

Pushing, jostling

Practical jokes

Initiation ceremonies

Damaging/stealing a person’s


	Victimisation
	Where a person is treated less favourably than another because he/she has brought proceedings, given evidence or information, rejected advances or complained about the behaviour of someone who has been harassing, discriminating against, or in some other way intimidating them.


ACCEPTABLE STANDARD OF APPEARANCE AT WORK
(ADDITION TO THE CODE OF CONDUCT FOR COUNCIL STAFF)

Introduced: 11th September 2006

Overview
1. The Council imposes a particular style of dress only where protective clothing and uniforms are required. Whilst there is no desire to impose a style of dress elsewhere, standards appropriate to the effective delivery of our services are necessary. 

2. The Council recognises that it employs workers from a wide range of backgrounds, cultures, ages and tastes, who wish to exercise choice in the way they dress. The Council accepts that adjustments may sometimes be necessary due to health, cultural or religious considerations. 

3. Workers represent the Council, so their appearance impacts on our image.  Inappropriate dress can suggest that staff have little regard for their service delivery or their customers; so consideration should always be given to public perception. 

Scope


4. This standard applies to all those working for Croydon Council, including those who do not frequently meet the public.  The term worker includes agency workers and consultants as well as permanent employees.  Workers required to wear uniforms or protective clothing are equally required to comply.



It is recognised that there are some service areas where conventional business dress may not be appropriate to the working environment.  In such circumstances, the appropriate Director may issue a local dress code or supplementary guidance, following consultation with the relevant worker(s), Trade Unions and the Divisional Director of HR & OD. This could apply to various groups of workers, such as youth workers or road workers. 

5. As an addendum to the Council Code of Conduct, this standard forms part of the Contract of Employment so must be adhered to.  A worker who is inappropriately dressed may be sent home to change and repeated breaches the standard in this code may lead to disciplinary action being taken against the employee concerned.  Employees who are sent home to change will be deducted pay for the time taken to do this, subject to the application of the disciplinary procedure.



Standards of appearance and dress (applicable to all workers at all times)
· A high standard of cleanliness and personal hygiene


· A standard of business dress which promotes the professionalism of the organisation


· Council name badge worn visibly at all times, unless this has been agreed as inappropriate by the Assistant Director.

Workers required to wear uniforms or protective clothing

· Only uniforms or protective clothing issued by the Council may be worn.  No substitutes are to be made. Any alterations for religious or health reasons must be agreed with the line manager and must be compatible with the colour and style of the uniform as well as offer the same level of protection.


· It is the duty of each worker to keep all items of their own uniform and protective clothing clean, pressed, in good repair and to wear it in this condition when at work.



· The uniform/protective clothing must not be worn outside work hours (except when travelling directly to and from work).
Managers are responsible for ensuring that replacement of uniform/protective clothing is made available when given reasonable notice.




Breaches of the above are likely to lead to the worker being sent home without pay (for example, to change into their correct uniform/collect their protective clothing) in the first instance and disciplinary action being considered.

Guidance for workers not required to wear uniforms or protective clothing 

· The standard allows for  both formal  and informal business dress


· The choice of formal or informal business dress should be made by each worker according to the requirements of each working day.  There are, however, occasions when formal business dress is required: for example when meeting visitors/ representatives from other organisations.



· Suitable footwear only is to be worn, (e.g. no trainers or ‘flip flops’).

· Whilst the Council wishes to be flexible, the following are examples of items which are not considered acceptable (please see below for exceptions for casual and sportswear under some circumstances) This list is not exhaustive:

· Shorts or very short dresses

· Cropped tops which expose the midriff

· Low cut tailored dresses or tops

· Any clothing bearing potentially offensive messages or logos

· Clothing with rips/tears

· Denim trousers/jeans clothing of any colour

· Sports wear, including track suits and trainers

· It is acceptable in some circumstances for casual clothing and/or sportswear to be worn at work, for example:

· When attending work social events or preparing for accommodation moves/housekeeping.

· When participating in exercise before and/or during the working day, bringing a change of clothing, as appropriate.

· Where there is a local agreement that the use of casual clothing and/or sportswear improves accessibility with service users.

· When attending some off site training courses.

If in doubt, the appropriate line manager should be asked to decide.

End
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