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INTRODUCTION 

 
The public is entitled to expect the highest standards of conduct from all employees who 
work for local government.  It is recognised that the integrity of the Council rests on mutual 
trust and respect between elected Members and employees of the Council.  The Chief 
Executive places particular emphasis on the quality of this relationship and undertakes to 
maintain a climate in which mutual trust and respect can thrive. 
 
This Code outlines the existing laws, regulations and conditions of service and provides 
further guidance to assist employees in their day-to-day work.  The Code is produced in the 
light of the challenges that employees face in the new and more commercially orientated 
environment.  This includes the introduction and extension of compulsory competitive 
tendering (CCT), market testing, changes in the management of housing services, care in 
the community, management buyouts, etc. 
 
This Code lays down minimum standards for employees which will help maintain and 
improve standards and protect employees from misunderstanding or criticism.  Failure to 
meet such standards can result in adverse public comment to the detriment of the Council 
and the service and in certain circumstances can have serious consequences for the 
employee and put their job at risk. 
 
Although this Code cannot be exhaustive, it contains sufficient guidance to make employees 
aware of what is required.  If circumstances arise which leave an employee in doubt as to 
what should be done, they should immediately arrange to obtain advice from their 
appropriate manager or an appropriate senior officer. 
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WHO IS THE CODE AIMED AT? 

 
The Code applies to all Thanet District Council employees. 
 
 

1. STANDARDS 

 
1.1 Local government employees are expected to give the highest possible standard of 

service to the public, and where it is part of their duties, to provide appropriate advice 
to other employees and Members with impartiality. 

 
1.2 Employees will be expected, without fear of recrimination, to bring to the attention of 

the appropriate level of management any deficiency in the provision of service. 
 
1.3 Employees must report to the appropriate manager any impropriety or breach of 

procedure. 
 

2. DISCLOSURE OF INFORMATION 

 
2.1 It is generally accepted that open government is best.  The law requires that certain 

types of information must be available to Members, auditors, government 
departments, service users and the public.  The authority itself may decide to 
disclose other types of information when the law permits such disclosure.  Employees 
must be aware of the information their authority must make available, the information 
that it is prepared to make openly available, and that which it is not prepared to 
disclose. 

 
2.2 Employees should not use any information obtained in the course of their 

employment for personal gain or benefit, nor should they pass it on to others who 
might use it in such a way otherwise than might reasonably be expected in the 
normal course of their duties.  Any particular information received by an employee 
from a Member which is personal to that Member and does not belong to the 
authority should not be divulged by the employee without the prior approval of that 
Member, except where such disclosure is required or sanctioned by law. 

 
2.3 All confidential or exempt information and material (oral and written) must be treated 

accordingly unless it becomes public in the course of the authority's business. 
 
2.4 Information concerning an employee's private affairs shall be treated sensitively and 

confidentially and shall not be supplied to any person outside the service of the 
authority unless the consent of such employee is first obtained. 

 
2.5 In certain circumstances, employees may have a legal or professional duty to 

disclose information to a third party (e.g. in the course of legal proceedings).  
Disclosure within the service shall only take place for proper purposes and in 
connection with the function concerned. 

 

3. POLITICAL NEUTRALITY 
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3.1 Employees serve the authority as a whole.  It follows that they must serve all 
Members not just members of any controlling group, and it must be ensured that the 
individual rights of Members are respected.   

 
3.2 Employees shall not be required to advise any political group of the authority either 

as to the work of the group or as to the work of the authority neither shall they be 
required to attend any meeting of any political group. 

 
3.3 Employees, whether or not "politically restricted", must follow every lawful expressed 

policy of the authority and must not allow their own personal or political opinions to 
interfere with their work. 

 
 
 
3.4 Any political assistants appointed in accordance with the Local Government and 

Housing Act 1989 shall be exempt from the standards set in paragraphs 3.1 to 3.3. 
 
 

4. POLITICAL RESTRICITONS 

 
4.1 Some specific posts are legally barred from political activity.  The employees affected 

are informed of these facts and the restrictions are contained and detailed within their 
individual employment contracts.  These restrictions ban these employees from: 

 
(1) Holding elected office as a Member of Parliament, Member of the  

  European Parliament, any Local Authority (except a Town or Parish 
  Council); 
 

(2) Acting as an Election Agent or Sub-Agent; 
 

(3) Holding office in a political party; 
 

(4) Canvassing at elections; 
 

(5) Speaking or writing publicly on matters of party political controversy where 
there is an apparent intention to effect political support. 

 
 

 

5. RELATIONSHIPS     

 
 
Members 
 
5.1 Employees are responsible to the authority through its senior managers.  For some, 

their job is to give support to Members and senior managers and all are there to carry 
out the authority's work.  Mutual respect between employees and Members is 
essential to good local government.  Close personal familiarity between employees 
and individual Members can damage the relationship and prove embarrassing to 
other employees and Members, and should therefore be avoided. 
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5.2 Individual Members must not involve themselves in any matter relating to the 
appointment, promotion, dismissal, salary, superannuation, conditions of service, 
discipline, grievance or any industrial relations matters except through the official 
channels of the Personnel Board.  However, this shall not prevent, in respect of 
appointments, the nomination of a Member as a referee or the giving of a reference 
by a Member. 

 
 
The Local Community and Service Users 
 
5.3 Employees should always remember their responsibilities to the community they 

serve and ensure courteous, efficient and impartial service delivery to all groups and 
individuals within the community as defined by the policies of the authority. 

 
 
Contractors 
 
5.4 All relationships of a business or of a private nature with external contractors (ie 

those working for and doing business with the Council) or potential contractors, 
should be made known to the appropriate manager.  Orders and contracts must be 
awarded on merit, by fair competition against other tenders, and no favouritism 
should be shown to businesses run by, for example, friends, partners or relatives in 
the tendering process.  No part of the local community should be discriminated 
against.   

 
5.5 Employees who engage or supervise contractors or have any other official 

relationships with contractors and have previously had or currently have a 
relationship of a business or of a private nature with contractors, should declare that 
relationship to the appropriate manager. 

 

6. APPOINTMENTS AND OTHER EMPLOYMENT MATTERS 

 
6.1 Employees involved in appointments should ensure that these are made on the basis 

of merit.  It would be unlawful for an employee to make an appointment which was 
based on anything other than the ability of the candidate to undertake the work.  In 
order to avoid any possible accusation of bias, employees should not be involved in 
an appointment where they are related to an applicant, or have a personal 
relationship outside work with them.   

 
6.2 Normally, employees should not be involved in decisions relating to discipline, 

promotion, or pay adjustments for any other employee who is a relative or partner 
etc. 

 
6.3 However, circumstances may arise whereby a relative employed by Thanet District 

Council could represent an employee in a disciplinary case. 
 

7. OUTSIDE COMMITMENTS 

 
7.1 Employees' off-duty hours are their personal concern, but they should not 

subordinate their employment relationship with the authority to their private interests 
or put themselves in a position where there is a conflict of interests.  However, 
exceptions will be made when a Union official is carrying out official Union duties 
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which may result in a conflict of interests.  
 
7.2 The authority will not normally prevent an employee from undertaking additional 

employment or other commitments, but any such employment must demonstrably not 
conflict with, or in any way weaken public confidence in, the conduct of the authority's 
business. 

 
7.3 Employees should be aware of specific items of ownership of intellectual property or 

copyright created during their employment. All creative ideas or designs produced 
during employment shall be in the authority's ownership. 

 
7.4 Employees above Local Grade 6 shall normally be expected to devote their whole 

time service to the work of the authority and shall not engage in any other additional 
employment without the express consent of the authority. 

 
 

8. PERSONAL INTERESTS 

 
8.1 Employees must give notice in writing of any financial or non-financial interests which 

are clear and substantial and which could bring about a conflict with the authority's 
interests.  Any change must be similarly notified.   

 
8.2 In addition, membership or acting as an officer (honorary or otherwise) of any secret 

society (as defined below) should be notified in writing as in 8.1 above whether or not 
a demonstrable conflict of interest with the Authority’s interests arises or may arise. 

 
8.3 For the purposes of this Code, a secret society is defined as being: 
 
"Any lodge, chapter, society, trust, regular gathering or meeting, which; 
 

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

 
b) Includes in the grant of membership an obligation on the part of the member 
with a requirement to make a commitment (whether by oath or otherwise) of 
allegiance to the lodge, chapter, society, trust, regular gathering or meeting; 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, regular gathering or meeting”. 

 

9. EQUALITY 

 
9.1 All employees should ensure that the authority's Equal Opportunities Policy is 

complied with in addition to the requirements of the law.  All members of the 
community and other employees have a right to be treated with fairness and equity. 

 

10. SEPARATION OF ROLES DURING TENDERING 

 
10.1 Employees involved in the tendering process and dealing with contractors should be 

clear on the separation of client and contractor roles within the authority.  Senior 
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employees who have both a client and contractor responsibility must be aware of the 
need for accountability and openness. 

 
10.2 Employees in contractor or provider units must exercise fairness and impartiality 

when dealing with customers, suppliers, contractors and sub-contractors. 
 
10.3 Employees who are privy to confidential information on tenders or costs for either 

internal or external contractors should not disclose that information to any 
unauthorised party or organisation. 

 
10.4 Employees contemplating a management buy-out should, as soon as they have 

formed a definite intent, inform the appropriate manager and withdraw from the 
contract awarding processes. 

 
10.5 Employees should ensure that no special favour is shown in awarding contracts to 

businesses. 
 

11. CORRUPTION 

 
11.1 Employees must be aware that it is a serious criminal offence for them corruptly to 

receive or give any gift, loan, fee, reward or advantage for doing or not doing 
anything or showing favour or disfavour to any person in their official capacity. If an 
allegation is made, it is for the employee to demonstrate that any such rewards have 
not been corruptly obtained. 

 
11.2 Local Government Act 1972 Pecuniary Interests.  This provides that if an employee 

knows that a contract in which the individual has a pecuniary interest is before the 
authority, notice of this interest must be given to the authority.  This interest must be 
recorded by the Committee Services Manager in the Register of Disclosures by 
Officers.  

 

12. FINANCIAL REGULATIONS 

 
12.1 Employees must ensure that they use public funds entrusted to them in a responsible 

and lawful manner.  They should strive to ensure value for money to the local 
community and to avoid legal challenge to the Authority.  Actions should at all times 
be in compliance with the authority's Financial Regulations and Standing Orders. 

 

13. GIFTS AND HOSPITALITY 

 
13.1 The general guidance should be that as employees in the public service, officers 

should question the need for gifts or hospitality.  Clearly, a member of the public 
would rightly be suspicious of any employee who received gifts, or excessive 
hospitality in the course of their normal working relationship. 

 
13.2 A particular source of conflict between the private and public interest is the offer of 

gifts, hospitality and other benefits.  Whatever common practice may be in the 
commercial world, public employment requires a standard of its own.  The situations 
concerned are so diverse that no precise rule can cover all eventualities.  The 
following guidance is given on that basis; however, the practice should always be to 
err on the side of caution.   
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13.3 Hospitality is a difficult area to define and a lot will depend on the commonsense of 

the employee.  Generally, hospitality received as part of the need to impart 
information to employees in the line of their duties is acceptable, or, where an officer 
is representing the authority at an information gathering event.  Offers of hospitality 
where the main purpose of the invitation is hospitality, should generally be politely 
declined.  This would include invitations to social or sporting functions where there is 
no specific work related agenda or where the work element is incidental to the 
invitation. 

 
13.4 Employees should only accept offers of hospitality if there is a genuine need to impart 

information or represent the authority in the community.  Offers to attend purely social 
or sporting functions should be accepted only when these are part of the life of the 
community or where the authority should be seen to be represented.  It must be 
properly authorised and if an employee is in any doubt, they should take advice from 
their appropriate manager.   

 
13.5 When hospitality has to be declined, those making the offer should be courteously but 

firmly informed of the procedures and standards operating within the authority. 
 
13.6 When receiving authorised hospitality, employees should be particularly sensitive as 

to its timing in relation to discussion which the authority may be taking affecting those 
providing the hospitality.  If there is any risk of conflict or criticism, the hospitality must 
be declared. 

 
13.7 Acceptance by employees of hospitality through attendance at relevant conferences 

and courses is acceptable when it is clear that the hospitality is corporate rather than 
personal, or where the authority gives consent in advance and where any purchasing 
decisions will not be compromised.  Where visits to inspect equipment are required, 
employees should ensure that the authority meets the cost of such visits to avoid 
jeopardising the integrity of subsequent purchasing decisions.    

 
13.8 The rule should be that gifts, no matter how well intentioned, are not acceptable. A 

firm but polite refusal is rarely misconstrued by the person offering the gift. 
 
13.9 Employees or their families must not accept significant personal gifts from 

contractors, outside suppliers, other persons or bodies who have or who are known 
to be seeking dealings of any kind whatsoever with the authority, and the fact of such 
an offer should be disclosed to their appropriate manager. 

 
13.10 Where the gift is only of token value e.g. an official or trade calendar or diary, it may 

be accepted and in other cases where it is considered that refusal would give 
unnecessary offence, employees must consult their appropriate manager and take 
advice accordingly. 

 
13.11 No employee may seek, for their own use or for the use of another person, goods or 

services from the authority's suppliers and contractors as a result of their employment 
with the authority. 

 
13.12 Any gifts/hospitality received should be reported to the appropriate manager and 

recorded in a register. 
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14. SPONSORSHIP – GIVING AND RECIEVING 

 
14.1 Where an outside organisation wishes to sponsor or is seeking to sponsor a local 

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

 
14.2 Where the authority wishes to sponsor an event or service neither an employee nor 

any partner, spouse or relative must benefit from such sponsorship in any way 
without there being full disclosure to an appropriate manager of any such interest.  
Similarly, where the authority through sponsorship, grant aid, financial or other 
means, gives support in the community, employees should ensure that impartial 
advice is given and that there is no conflict of interest involved. 
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