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Standards 

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 Councillors and fellow 
employees with impartiality. Employees will be expected, through agreed procedures and without 
fear of recrimination, to bring to the attention of the appropriate level of management any deficiency 
in the provision of service. Employees must report to the Department’s Director any impropriety or 
breach of procedure.  

Disclosure of Information  

2. 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 Council itself may decide to be open about other types of information. Employees must 
be aware of which information the Council is and is not open about, and act accordingly.  

3. Employees should not use any information obtained in the course of their employment for personal 
gain or benefit, nor should they pass it on to others who might use it in such a way. Any particular 
information received by an employee from a Councillor which is personal to that Councillor and 
does not belong to the Council should not be divulged by the employee without the prior approval of 
that Councillor, except where such disclosure is required or sanctioned by the law.  

Political Neutrality  

4. Employees serve the Council as a whole. It follows they must serve all Councillors and not just those 
of the controlling group, and must ensure that the individual rights of all Councillors are respected.  

5. Subject to the Council s conventions, employees may also be required to advise political groups. 
They must do so in ways which do not compromise their political neutrality.  

6. 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.  

Relationships  

Councillors:  

7. Employees are responsible to the Council through its senior managers. For some, their role is to give 
advice to Councillors and senior managers and all are there to carry out the Council s work. Mutual 
respect between employees and Councillors is essential to good local government. Close personal 
familiarity between employees and individual Councillors can damage the relationship and prove 
embarrassing to other employees and Councillors and should therefore be avoided.  

The Local Community and Service Users:  

8. 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 that community 
as defined by the policies of the Council.  

Contractors:  

9. All relationships of a business or private nature with external contractors, 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 special favour 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.  

10. Employees who engage or supervise contractors or have any other official relationship with 
contractors and have previously had or currently have a relationship in a private or domestic capacity 
with contractors, should declare that relationship to the Department s Director.  

Appointment and other Employment Matters  

11. 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 duties of the post. In order to avoid any possible 
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accusation of bias, employees should not be involved in an appointment where they are related to an 
applicant, or have a close personal relationship outside work with him or her.  

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

Outside Commitments  

13. Some employees have conditions of service which require them to obtain written consent to take 
any outside employment.  

14. All employees should be clear about their contractual obligations and should not take outside 
employment which conflicts with the Council s interests. Employees should follow their Council s 
rules on the ownership of intellectual property to copyright created during their employment.  

Personal Interests  

15. Employees must declare to their Director any financial or non-financial interests that they consider 
could bring about conflict with the Council s interests. Employees must declare to their Director any 
financial interests which could conflict with the Authority s interests.  

16. Employees should declare to the Department s Director membership of any organisation not open to 
the public without formal membership and commitment of allegiance and which has secrecy about 
rules or membership or conduct.  

Equality Issues  

17. All local government 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 equity.  

Separation of Roles During Tendering  

18. Employees involved in the tendering process and dealing with contractors should be clear on the 
separation of client and contractor roles within the Council. Senior employees who have both a 
client and contract responsibility must be aware of the need for accountability and openness.  

19. Employees in contractor or client units must exercise fairness and impartiality when dealing with all 
customers, suppliers, other contractors and Sub-contractors.  

20. 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.  

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

Corruption  

22. 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.  

Use of Financial Resources  

23. 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 Council.  

Gifts and Hospitality  

24. Employees are required to comply with the “Guidance for Officers – Gifts and Hospitality” appended 
to this Code of Conduct.  
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Appendix 

Gifts and Hospitality: Guidance for Officers 

The acceptance of gifts and hospitality by officers is not merely an administrative issue.  It reflects directly 
upon the perception of the probity of the Council.  It is governed by the Code of Conduct for Officers in 
Wales (and is likely to be covered by the Code of Conduct for Officers in England when finally published).  

Acceptance of a gift or hospitality in breach of this Code will be a disciplinary matter and in certain 
circumstances it can be a criminal offence.  It is important that all Council officers operate according to a 
clear and consistent set of rules, for their own protection and for the protection of the Council. 

This guidance sets out: 

(a) the principles which you should apply whenever you have to decide whether it would be proper to 
accept any gift or hospitality 

(b) a procedure for obtaining consent to accept a gift or hospitality, when you consider that it would be 
proper to accept it 

(c) a procedure for declaring any gift or hospitality which you receive and for accounting for any gift to the 
Council 

This guidance does not apply to the acceptance of any facilities or hospitality which may be 
provided to you by this Council. 

1. General Principles 

In deciding whether it is proper to accept any gift or hospitality, you should apply the following 
principles. Even if the gift or hospitality comes within one of the general consents set out below, 
you should not accept it to do so would be in breach of one or more of these principles: 

(a) The presumption is that you should not accept any gift or hospitality in 
connection with the performance of your duties as an officer of the Council 

As an officer, you must act in the public interest, serving the Council and the whole 
community, rather than acting in the interests of any particular individual or section of the 
community. 

Section 117(2) of the Local Government Act 1972 makes it a criminal offence for you, under 
colour of your office, to accept any fee or reward whatsoever other than your proper 
remuneration.  Acceptance of any gift or hospitality other than in accordance with this 
guidance will be outside your proper remuneration, and will therefore be a criminal offence 
carrying a maximum fine of £2,500. 

(b) Never accept a gift or hospitality as an inducement or reward for anything you do 
in your job 

As an officer, you must act in the public interest and must not be swayed in the discharge of 
your duties by the offer, prospect of an offer, or the non-offer of any inducement or reward 
for discharging those duties in a particular manner. 

The Public Bodies (Corrupt Offences) Act 1889 provides that acceptance of any gift, loan, fee, 
reward or advantage whatsoever as an inducement to or reward for doing or forbearing to 
do anything in respect of any matter or transaction in which the Council is concerned is a 
criminal offence carrying a maximum term of imprisonment of 7 years 

(c) You should only accept a gift or hospitality if there is a commensurate benefit to 
the authority. 

The only proper reason for accepting any gift or hospitality is that there is a commensurate 
benefit for the Council which would not have been available but for the acceptance of that gift 
or hospitality. That benefit might come in many forms, such as an opportunity to progress the 
business of the Council expeditiously through a working lunch, to canvass the interests of the 
Council and its area at a meeting, or the opportunity to examine or test new products which 
the Council might wish to acquire.  But unless there is a clear and commensurate benefit to 
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the Council, the presumption must be that the benefit of the gift or hospitality is purely for 
your personal benefit. 

(d) Never accept a gift or hospitality if acceptance might be open to 
misinterpretation  

The appearance of impropriety can be just as damaging to the Council and to the officer as 
actual impropriety. The Council must maintain its reputation for acting fairly and in the public 
interest.  You must therefore consider whether the acceptance of the gift or hospitality is 
capable of being interpreted as a sign that you or the Council favours any particular person, 
company or section of the community or as placing you under any improper obligation to any 
person or organisation.  If there is any possibility that it might be so interpreted, you must 
either refuse the gift or hospitality or take appropriate steps to ensure that such a 
misunderstanding cannot arise. 

Certain occasions are particularly sensitive, and require the avoidance of any opportunity for 
such misunderstanding. These include: 

(i) occasions when the Council is going through a competitive procurement process, in 
respect of any indication of favour for a particular tenderer. The Prevention of 
Corruption Act 1916 provides that, if you accept any money, gift or other benefit from 
someone who is a contractor to the authority, or is seeking a contract from the 
authority, the law will treat the acceptance of that money, gift or benefit by you as 
corrupt, as an inducement or reward for advantaging the contractor or tenderer, unless 
you can prove that it was innocent. 

(ii) elections, in respect of any indication of favour for any particular candidate or party  

(iii) determinations of planning applications or planning policy, in respect of any person or 
organisation which stands to gain or lose from the determination, 

(iv) funding decisions, when the Council is in the process of determining a grant application 
by any person or organisation. 

(e) Never solicit a gift or hospitality 

You must never solicit or invite an offer of a gift or hospitality in connection with your work 
unless the acceptance of that gift or hospitality would be permitted under this guidance. You 
should also take care to avoid giving any indication that you might be open to such any 
improper offer. 

2. Consent Regimes 

(a) General consent provisions 

The Council has agreed that you may accept gifts and hospitality in the following 
circumstances: 

(i) civic hospitality provided by another public authority 

(ii) modest refreshment in connection with any meeting in the ordinary course of your 
work, such as tea, coffee, soft drinks and biscuits 

(iii) tickets for sporting, cultural and entertainment events which are sponsored by the 
authority 

(iv) small gifts of low intrinsic value below £25, branded with the name of the company or 
organisation making the gift, such as pens, pencils, mouse pads, calendars and diaries. 
However, you should take care not to display any such branded items when this might 
be taken as an indication of favour to a particular supplier or contractor, for example in 
the course of a procurement exercise 

(v) a modest alcoholic or soft drink on the occasion of an accidental social meeting, such as 
a pint of beer from an employee of a contractor or party with whom you have done 
business on behalf of the Council if you meet accidentally in a public house, cafe or bar. 
In such cases, you should make reasonable efforts to return the offer where this is 
practicable 
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(vi) a modest working meal not exceeding £10 a head in the course of a meeting in the 
offices of a party with whom the Council has an existing business connection where this 
is required in order to facilitate the conduct of that business. When arranging any such 
meeting, you should make it clear to the other party that such a lunch must not exceed a 
value of £10 a head 

(vii) modest souvenir gifts with a value below £25 from another public Council given on the 
occasion of a visit by or to the authority 

(viii) Hospitality received in the course of a members’ visit or meeting which has been duly 
authorised by the Council. When organising such visits or meetings, you should make it 
clear that any such hospitality for members and officers is to be no more than 
commensurate with the nature of the visit 

(ix) other unsolicited gifts, where it is impracticable to return them to the person or 
organisation making the gift, provided that the officer deals with the gift strictly in 
accordance with the following procedure: The officer must, as soon as practicable after 
the receipt of the gift, pass it to the Chief Executive together with a written statement 
identifying the information set out in Paragraph 2(b) below. The Chief Executive will then 
write to the person or organisation making the gift thanking them on your behalf for the 
gift and informing them that you have donated the gift to the Chairman’s Charity Fund, 
on whose behalf it will be raffled or other wise disposed of in due course, the proceeds 
being devoted to a charitable cause chosen by the Chairman. 

(b) Special consent provisions 

If you wish to accept any gift or hospitality which is in accordance with the General Principles 
set out in Paragraph 1, but is not within any of the general consents set out in Paragraph 2(a), 
you may only do so if you have previously obtained specific consent in accordance with the 
following procedure:  

You must make an application in writing to the appropriate officer, setting out: 

(i) the nature and your estimate of the market value of the gift or hospitality 

(ii) who the invitation or offer has been made by or on behalf of 

(iii) the connection which you have with the person or organisation making the offer or 
invitation, such as any work which you have undertaken for the Council in which they 
have been involved 

(iv) any work, permission, concession or facility which you are aware that the person or 
organisation making the offer or invitation may seek from the authority 

(v) any special circumstances which lead you to believe that acceptance of the gift or 
hospitality will not be improper 

The appropriate officer for officers is as follows: 

(i) for the Chief Executive, the Monitoring Officer or, in his/her absence, the Head of 
Human Resources 

(ii) for Strategic Directors, the Chief Executive or the Monitoring Officer  

(iii) for Heads of Service (other than the Monitoring Officer), their Strategic Director or, in 
his/her absence, the Monitoring Officer 

(iv) for the Monitoring Officer, the Chief Executive or the Head of Human Resources 

(v) for all other officers, their Head of Service 

You must not accept the gift or hospitality until you have received the appropriate consent.  

The appropriate officer will send copies of any such applications and consents to the 
Monitoring Officer who will retain them in a register which will be available for public 
inspection on the occasion of the public inspection of the Council’s accounts for the relevant 
year. 
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3. Reporting 

Where you accept any gift or hospitality which you estimate to have a value of £25 or greater, you 
must, as soon as possible after receipt of the gift or hospitality, make a declaration in writing to the 
appropriate officer, setting out the information set out in Paragraphs 2(b) above.  A form for this 
purpose is attached to this guidance, but you can send the same information by any convenient 
means. The appropriate officer will send a copy of any such declaration to the Monitoring Officer 
who will retain them in a register which will be available for public inspection until the approval of 
the authority’s accounts for the year in question. 

Even if the value of the gift or hospitality is less than £25, if you are concerned that its acceptance 
might be misinterpreted, and particularly where it comes from a contractor or tenderer, you may 
make a voluntary declaration in the same manner to ensure that there is nothing secret or 
underhand about the gift or hospitality. 

4. Gifts to the Council 

These may take the form of the provision of land, goods or services, either to keep or to test with 
a view to future acquisition, an offer to carry out works or sponsorship of a function which is 
organised or supported by the Council. You should not solicit any such gift on behalf of the Council 
except where the Council has formally identified the opportunity for participation by an external 
party and how that participation is to be secured, for example in relation to sponsorship of public 
musical and theatrical performances and developers’ contributions under Section 106 Agreements. 

If you receive such an offer on behalf of the Council, you must report the offer directly to your 
Strategic Director together with your recommendation, and notify the Monitoring Officer.  The 
Strategic Director  will consider whether it is appropriate for the Council to accept the offer (in 
terms of whether the acceptance of the gift might be seen as putting the Council under any 
improper obligation, whether there is a real benefit to the Council which would outweigh any dis-
benefits).  Only the Chief Executive and Strategic Directors have authority to accept gifts.   

Once a decision has been made whether to accept or decline the offer of the gift on behalf of the 
Council, the person or organisation making the offer, should be written to record the acceptance 
or non-acceptance of the gift. 

Where a gift is accepted, the Officer accepting the gift as soon as possible thereafter should, make a 
written declaration to the Monitoring Officer, setting out the information set out in Paragraphs 2(b) 
above.  The Monitoring Officer will retain the declaration for audit purposes and ensure that the gift 
is properly applied for the benefit of the Council.  If you have any concerns about the motives of the 
person or organisation making the offer, or whether it would be proper for the Council to accept 
the gift, you should consult the Monitoring Officer. 

5. Definitions 

(a) “Gift or hospitality” includes any: 

(i) the free gift of any goods or services 

(ii) the opportunity to acquire any goods or services at a discount or on terms which are 
more advantageous than those which are available to the general public 

(iii) the opportunity to obtain any goods or services which are not available to the general 
public 

(iv) the offer of food, drink, accommodation or entertainment, or the opportunity to 
attend any cultural, sporting or entertainment event. 

(b) References to the “value” or “cost” of any gift or hospitality are references to the higher of: 

(i) your estimate of the cost to the person or organisation of providing the gift or 
consideration 

(ii) the open market price which a member of the public would have to pay for the gift or 
hospitality, if it were made available commercially to the public, less the cash sum of 
any contribution which you would be required to make toward that price to the 
person or organisation providing or offering the gift or hospitality. 
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To: 

Declaration of Receipt of Gifts or Hospitality 

Name   

Post  

Department  

What was the gift or hospitality? 

 

 

What is your best estimate of its market 
value or cost? 

 

Who provided it? 

 

 

When and where did you receive it? 

 

 

Does it come within one of the general 
consents set out in the guidance? If so, 
which? 

 

Did you get the consent of any officer 
before accepting it? If so, who? 

 

Were there any special circumstances 
justifying acceptance of this gift or 
hospitality? 

 

Do you have any contact in your job with 
the person or organisation providing the 
gift or hospitality? 

 

Signed Date 
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