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1.0 INTRODUCTION 
 

 
Application 

 
1.1 This Code of Conduct applies to all West Horndon Parish Council 

employees irrespective of the job that they do or the grade that they 
are on or, indeed, the status of the contract (e.g. permanent, fixed 
term, casual). 

 
 Purpose of the Code 
 
1.2 West Horndon Parish Council is a public authority and, as such, the 

public, and all other individuals and organisations who come into 
contact with the Council, are entitled to expect from its employees the 
highest standard of service in terms of integrity, efficiency, impartiality 
and courtesy. 

 
1.3 This Code sets out the standards of conduct that West Horndon Parish 

Council employees should adhere to when carrying out their work and 
duties.  In addition, its purpose is to maintain and improve standards 
and protect employees from misunderstanding or criticism. 

 
1.4 Employees should always bear in mind that it is not enough to avoid 

actual impropriety or improper conduct.  Employees should at all times 
endeavour to avoid any occasion for suspicion and any appearance of 
improper conduct or impropriety. 

 
 Status of the Code 
 
1.5 This Code has been formally approved and adopted by the Council at 

 the meeting held on 28th March 2013   
 
1.6 The Council believes that the Code represents the standard against 

which the conduct of employees will be judged, both by the public and 
by their fellow employees.  It is not an exhaustive listing of all 
standards expected of employees. 

 
 Non-Observance of the Code 
 
1.7 Failure to adhere to the Code can bring the Council and local 

government as a whole into disrepute.  Such failure could also lead to 
a finding of maladministration on the part of the Council by the Local 
Government Ombudsman. 

 
1.8 One of the purposes of the Code is to provide guidance to employees, 

and protect them from misunderstanding or criticism.  It is therefore in 
each employee's own interest to adhere to the Code.  
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1.9 Employees also need to bear in mind that there will inevitably be some 
instances where there is an overlap between the provisions of the 
Code and the Council’s disciplinary procedures.  Accordingly, conduct 
which is contrary to the Code could result in disciplinary proceedings 
being instituted against the employee. 

 
1.10 Furthermore, employees need to be aware that conduct which is 

contrary to certain provisions of the Code (e.g. those dealing with 
unauthorised disclosure of confidential information) could, depending 
upon the precise circumstances of the case, also amount to an offence 
under criminal law (e.g. Data Protection Act) and thus result in 
prosecution of the employee concerned. 

 
 Interpretation 
 
1.11 The Code is to be interpreted in spirit as well as by the letter.  An 

employee who is in any doubt as to whether a particular provision in 
the Code is applicable to his/her situation should, in the first instance, 
refer the matter to his/her manager. 
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2.0 DEALINGS WITH THE PUBLIC 
 

 General 
 
2.1 Employees are expected to give the highest possible standard of 

service to the public and to the local community and to abide by the 
customer care standards set by the Council.  Employees who, in the 
course of their employment, have contact with the public, whether face 
to face, over the telephone or by way of written correspondence should 
ensure that at all times they deal with the individual(s) in an efficient 
and courteous manner, irrespective of the circumstances. 

 
 Standards of Dress 
 
2.2 Employees should dress in a manner appropriate to their role so as to 

ensure, so far as is reasonably possible, that no offence is caused to 
individual members of the public, including members of minority 
groups. 

 
2.3 Smart business dress standards are to be observed at all times, unless 

special dispensation has been granted by the supervisor or line 
manager. Where a uniform is provided, this must be worn at all times. 

 
2.4 Employees should refrain from wearing any badges, jewellery or 

insignia which might give offence or which could be taken to indicate 
that the wearer is a supporter of a particular political party or pressure 
group. 

 
Alcohol and Drugs 

 
2.5 Employees should refrain from consuming any alcohol or drug before 

or during their working day if it is likely to have an adverse effect on 
their work (for example, driving, operating machinery and supervising 
others) or if it would be inappropriate (for example, if their work brings 
them into face to face contact with the public). 

 
Smoking 

 
2.6 The provisions of the Council’s No Smoking Policy must be observed 

by staff at all times. 
 
 Complaints 
 
2.7 Employees who, in the course of their employment, have contact with 

the public should familiarise themselves with the Council's complaints 
procedure and, where appropriate, bring the procedure to the attention 
of members of the public. 
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2.8 Employees should be prepared to disclose to any member of the public 
their name and position with the Council unless in any particular case 
they have genuine cause to believe that such disclosure might 
compromise their own personal safety. 
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3.0 DISCLOSURE AND USE OF CONFIDENTIAL INFORMATION 
 

 Disclosure of Information 
 
3.1 Employees should not divulge by any means to any person(s) outside 

the Council or to any unauthorised person(s) within the Council 
confidential information obtained in the course of their employment. 

 
3.2 Employees should bear in mind that some information which the 

Council has in its possession is available to the public or other outside 
parties as of right.  It is, however, the responsibility of each individual 
employee to satisfy himself or herself in any particular case that the 
disclosure is authorised and proper.  In cases where there is any doubt 
as to whether information is confidential or not employees should refer 
to their manager. 

 
3.3 Employees should also be aware that under the Data Protection Act 

1998 the unauthorised disclosure of personal information held on 
computer is a criminal offence, punishable on conviction with a heavy 
fine. 

 
3.4 This provision is not intended to preclude or discourage employees 

from communicating confidential information to the Council's Monitoring 
Officer or their own Manager, where such communication is necessary 
in order to bring to that Officer’s notice conduct which is (or might be) 
unlawful or in breach of the Council's Disciplinary Standards.  

 
3.5 Whistleblowing policy – N/A 
 
 
 Use of Information by Employees 
 
3.6 Employees must never use confidential or sensitive information 

obtained by them in the course of their employment for personal gain 
or benefit. 
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4.0 EQUALITY ISSUES 
 
4.1 All employees should ensure that policies relating to equality issues as 

agreed by the Council are complied with in addition to the requirements 
of the law.  All members of the local community, customers and other 
employees have a right to be treated with fairness and equality. 

 
4.2 The Council recognises and values all sections of the Community, and 

is committed to the planning and delivery of services which recognise 
the different needs of the community and which are non discriminatory 
regardless of race, religion, disability, health, status, age, gender or 
sexual orientation. 

 
4.3 All members of staff are expected to observe the foregoing as part of 

their role within the Council. 
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5.0 POLITICAL NEUTRALITY 
 

 When Carrying Out Work 
 
5.1 Employees (whether or not their post is designated as politically 

restricted) should follow every lawful expressed policy of the Council, 
and should not allow their own personal or political opinions to interfere 
with or influence their work. 

 
 Dealings with Councillors 
 
5.2 Employees should bear in mind that they serve the Council as a whole.  

They therefore serve all Councillors and should ensure that the 
individual rights of all Councillors are respected.  

 
5.3 Political groups – N/A 
 
5.4 Close personal familiarity between employees and individual 

Councillors can damage Officer/Member relationships and should be 
avoided in the conduct of Council business in order to avoid 
perceptions of bias or favouritism. 

 
5.5 To avoid this problem, employees must declare to their Manager any 

close personal relationship with a Councillor. 
 
5.6 It is not possible to define exactly the range of relationships that would 

be considered as close or personal. Examples however would include 
a family or sexual relationship and regular social mixing such as 
holidays or evening meals together. 

  
Undue Political Pressure 

 
5.4 If any member of staff feels that a Member of the Council is seeking to 

exert undue political pressure on the individual, or is making requests 
that are considered to be overtly political in nature, then the matter 
should be reported immediately to the line manager and Head of 
Service. 
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6.0 ACCEPTANCE OF GIFTS ETC 
 
 General 
 
6.1 Except in the very limited circumstances set out below employees 

should not accept any fees, gifts or other benefits on their own behalf 
or on behalf of a third party, from any member of the public, pressure 
group or other outside party. 

 
 Gifts 
 
6.2 Employees may, either in the course of receiving authorised hospitality 

(see Section 7) or otherwise, accept gifts of a nominal value, such as 
biros, complimentary notepaper, diaries, calendars etc.   

 
6.3 Employees should however always be very cautious about accepting 

any gift(s) which could reasonably be regarded as having more than a 
nominal value. In such cases, the gift should be reported to the Council 
as to whether in all the circumstances it is appropriate for the gift to be 
accepted. 

 
6.4 If such a gift is deemed to be acceptable, then it must be recorded in 

the departmental “Hospitality Book” detailing the nature of the gift, the 
recipient and the name of the organisation or individual presenting the 
gift. 

 
6.5 Gifts which are deemed to be inappropriate to accept shall be 

courteously but firmly returned. Any organisation or individual who 
strongly wishes to make a gesture of goodwill to the Council should be 
directed to the Howard Memorial Trust. 

 
6.6 In any particular instance, employees should always have regard to the 

criminal law position (see 6.8 below) and also how acceptance of such 
a gift might be perceived by the ordinary member of the public. 

 
6.7 Items which have a significant or high monetary value should never be 

accepted. 
 
 Criminal Law 
 
6.8 Employees should be aware that it is a serious criminal offence for 

them corruptly to receive 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 then it is for the 
employee to demonstrate that any gift, loan, fee, reward actually 
received has not been corruptly obtained.    
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7.0 HOSPITALITY 
 
 Accepting Hospitality 
 
7.1 Employees should only accept offers of hospitality if these are 

occasions on which they are gathering, imparting or exchanging 
information or representing the Council.   

 
7.2 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.   

 
7.3 Attendance at such functions should be authorised by the Council and 

should be recorded in the departmental “Hospitality Book” detailing the 
nature of the hospitality, the recipient and the name of the organisation 
or individual providing the hospitality. 

 
7.4 Acceptance of hospitality through attendance at relevant conferences, 

seminars and courses may be acceptable where it is clear that the 
hospitality is corporate rather than personal. 

 
 Refusing Hospitality 
 
7.4 When hospitality has to be declined the person or organisation making 

the offer should be courteously but firmly informed of the procedures 
and standards operating within the Council.   

 
 Sensitivity as to Timing 
 
7.5 When receiving authorised hospitality employees should be particularly 

sensitive as to its timing in relation to decisions which the Council may 
be taking affecting those providing the hospitality. 

 
 Giving of Hospitality 
 
7.6 The giving of reasonable hospitality to visiting individuals, and in the 

course of meetings with outside individuals/organisations which take 
place off Council premises, is acceptable provided that  

 
(i) the visit/meeting relates to Council business; and  

 
(ii) such hospitality is of a kind which is appropriate to the 

circumstances. 
 
(iii) The hospitality does not compromise any purchasing decisions 
 
(iv) the hospitality has been approved by the Council. 
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7.7 In some cases it may well be wrong not to offer hospitality.  For 
example, the failure to offer a visitor basic refreshment (i.e. tea/coffee) 
would, in certain circumstances, be construed as discourteous, and 
possibly contrary to the Council's customer care ethos.  Similarly, in the 
case of lengthy meetings the provision of a "working lunch" may well be 
appropriate.   

 
7.8 Hospitality should never be lavish or extravagant.  Employees should 

always have regard to how such hospitality might be perceived by 
ordinary members of the public - bearing in mind the Council is a public 
body funded in the main by local and central government taxation, and 
also the need for impartiality in relations with contractors and potential 
contractors. 

 
Sponsorship 

 
7.9 Where an outside organisation or individual wishes to sponsor or is 

seeking to sponsor a Council activity whether by invitation, tender, 
negotiation or voluntarily the basic principles above concerning gifts 
and hospitality apply. 
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8.0 PERSONAL INTERESTS - DISCLOSURE ETC 
 
 The Underlying Principle 
 
8.1 Employees should never use their positions with the Council to seek 

special favour or preferential treatment for themselves, or friends or 
relatives.  Equally important, employees should not allow the 
impression to be created that they are, or may be, using their position 
to promote private or personal interests. 

 
 Disclosure Generally 
 
8.2 Employees should disclose to the Council any personal interest 

(whether financial or non-financial in nature) which may affect, or be 
considered by others to affect, an employee's impartiality in any matter 
relevant to his/her duties. 

 
8.3 Non-financial interests could, for example, include involvement with an 

organisation receiving grant aid from the Council, or involvement with 
an organisation or pressure group which is seeking to influence or 
change the Council's policies. 

 
 Statutory Duty to Disclose any Pecuniary Interests 
 
8.4 Employees must be aware that by law (Section 117 of the Local 

Government Act 1972) they are required to disclose in writing to the 
Council any pecuniary interest, whether direct or indirect, which they 
have in any contract which, to their knowledge, has been, or is 
proposed to be entered into by the Council.  Failure to disclose such an 
interest is a serious criminal offence. 

 
8.5 The Chief Executive maintains a register for the disclosure of pecuniary 

interests.  This register is open to inspection by the public. 
 
8.6 Employees who are not sure whether disclosure is required in a 

particular case should initially refer the matter to their manager or Head 
of Service. 
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9.0 RELATIONS WITH OUTSIDE CONTRACTORS AND PROPOSED 
CONTRACTORS 

 
 Familiarity With Standing Orders Etc. 
 
9.1 Employees who make or advise on purchasing decisions or are 

otherwise involved in the ordering of goods or services on behalf of the 
Council must ensure that they are familiar with, and observe the 
provisions of, the Council's Standing Orders (Contracts) and Financial 
Regulations. 

 
 Awarding of Contracts and Orders 
 
9.2 Employees who make purchasing decisions, or who are otherwise 

involved in the ordering of good or services on behalf of the Council, 
must ensure that orders and contracts are awarded strictly in 
accordance with the Council's Standing Orders (Contracts) and that no 
special favour is shown, or preferential treatment given, to businesses 
run by partners, relatives, friends or former employees. 

 
 Disclosure of Private Work - The General Principle 
 
9.3 Any employee involved in purchasing decisions (including the selection 

of persons invited to tender, and the evaluation of tenders etc) and who 
has, or has had, a private business relationship (as defined below) with 
a person or company whom they know has or is seeking to have a 
contractual relationship with the Council (whether for the supply of 
goods, services or construction works) should disclose that fact in 
writing to the Council.   

 
9.4 The Council shall record the disclosure in a register which is kept for 

that purpose and which is open to inspection by the public. 
 
 Definition of a Private Business Relationship 
 
9.5 An employee shall be taken to have a private business relationship with 

a person or company if that person or company has been engaged to 
carry out work to the employee's home or that of his/her family or close 
friend(s); or to supply any goods or services to the employee or his/her 
family or close friend(s). 

 
 Exceptions 
 
9.6 This part of the Code shall not, however, be taken as requiring an 

employee to disclose a private business relationship with: 
 

(1) any public utility company or statutory undertaker (e.g. British 
Telecommunications Plc, Eastern Electricity, rail operators and 
other public transport companies) where work done or 
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goods/services supplied is a kind which is provided or made 
available to a large section of the general population. 

  
 (2) any bank or similar financial institution where the services 

provided are of a kind commonly provided or made available to 
other customers of the bank/institution. 

 
 (3) any retail store or outlet (e.g. a supermarket or bookshop) where 

the private business relationship has arisen solely because the 
employee has purchased from the store/outlet (during its 
opening hours) goods or services which, at the time of purchase 
were on display or offer to the general public at the same price 
and on the same terms. 

 
 Employees Who Supervise Contracts 
 
9.7 Employees who supervise contractors should disclose in writing to the 

Chief Executive any private business relationship (as defined in 9.5 
above) which they have, or have had, with any of the contractors which 
come within their supervision.  The Council shall record the disclosure 
in a register which is kept for that purpose and which is open to 
inspection by the public.  
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10.0 OUTSIDE COMMITMENTS 
 
10.1 Employees should not engage in any outside employment which 

conflicts or may conflict with the Council's interests. 
 
10.2 Certain employees, by virtue of their specific contracts of employment, 

are precluded from engaging in any outside employment unless they 
have first obtained the consent of the Council.  An employee who 
wishes to take up outside employment must therefore first check the 
position with the Personnel Lead. 

 
10.3 The Council does encourage voluntary work, public duties and activities 

in support of local community groups, and employee involvement in 
these areas is welcomed. 
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11.0 SEPARATION OF ROLES DURING THE TENDERING PROCESS 
 
 Separation of Roles 
 
11.1 Employees involved in the tendering process and dealing with 

contractors should be clear on the separation of client and contractor 
roles within the Council.   

 
 Fairness and Impartiality 
 
11.2 Employees in contractor or client units must exercise fairness and 

impartiality when dealing with all customers, suppliers, other 
contractors and sub-contractors.  
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12.0 USE OF COUNCIL RESOURCES AND PROPERTY ETC 

 
 Use of Resources 
 
12.1 Employees must ensure that they use public funds entrusted to them in 

a responsible manner.  They should strive to ensure value for money to 
the local community. 

 
 Use of Council Property Etc 
 
12.2 Council property, equipment (including telephones and computer/word 

processing hardware and software) and materials are provided in 
connection with the Council’s official business purposes only, and are 
not provided for personal use. 

 
12.3 Employees are required to observe the provisions of the Council’s 

Telephones Code of Practice, and its Email and Intranet Protocols at all 
times. These documents are available separately. 

 
 Security 
 
12.4 Employees should be mindful of the constant need to ensure, so far as 

is practicable, the security and safety of their fellow employees, and the 
safeguarding of Council property and buildings.   

 
12.5 Each employee should endeavour to avoid acts or omissions on their 

own part which may be prejudicial to, or compromise, safety and 
security.  
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13.0 RECRUITMENT OF STAFF AND OTHER EMPLOYMENT MATTERS 
 
 Recruitment of Staff 
 
13.1 Employees involved in appointments should ensure that these are 

made on the basis of merit and in accordance with the Council's 
recruitment procedure.  In order to avoid any possible accusation of 
bias, employees should not be involved in an appointment where they 
are related to the applicant, or have a close personal relationship 
outside work with him or her. 

 
13.2 The Council's Standing Orders contain a number of provisions relating 

to appointments. A copy of the Council's recruitment procedures can be 
obtained from the Personnel Manager. 

 
13.3 If you are involved in an appointment the only question you should 

consider is which candidate would best serve the whole Council. You 
must not let political or personal preferences influence your judgement 
in this respect. You must not canvass the support of other colleagues 
for any candidate, and you must resist any attempt by others to 
canvass you. 

 
 Other Employment Matters 
 
13.3 Employees should not be involved in decisions relating to discipline, 

promotion or pay adjustments for any employee who is a relative, 
partner or is someone with whom they have a close personal 
relationship.  
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14.0 RELATIONS WITH OTHER EMPLOYEES 
 
 Employees  
 
14.1 Employees (irrespective of the job they do, or the grade which they are 

on) should at all times endeavour to treat each other with courtesy and 
respect in the workplace. 

 
14.2 The Council endeavours to be a model employer.  Failure to observe 

the above standard of behaviour can, among other things, lead to poor 
industrial relations, low staff morale and also a poor public perception 
of the Council as a whole.  
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15.0 GENERALLY 
 
15.1. If an employee has any doubt as to whether or not any action taken or 

contemplated on his/her part, or on the part of a third party, is likely to 
result or has resulted in a breach of this Code of Conduct then he/she 
should discuss the matter with his/her manager or Head of Service as 
soon as possible.  

 
 


