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Minutes of the Members’ Code of Conduct Committee 
19 June 2014 

 
Present: 

Murray Litvak (Chairman) 
Sue Faulkner (Vice-Chairman) 

 
Councillors:    
 
C.A. Bannister I.T.E. Harvey  
R.D. Dunn A.J. Mitchell  
 
 
Apologies: Councillors F. Ayers, P.A. Broom and A.E. Friday  
 
 

150/14 Minutes 

The minutes of the meeting held on 4 February 2014 were agreed as a 
correct record. 

151/14 Disclosures of Interest 

There were none. 

152/14 Independent Person Protocol 

The Committee Manager reminded members that Council approved 
appointment of three Independent Persons in accordance with the 
requirements of the Localism Act 2011, in July 2012. This was done as a 
panel arrangement with three other Surrey local authorities. 
 
A Protocol had been drafted to assist the Independent Persons to understand 
their roles and responsibilities and the role of the local authority when 
investigating a complaint under the Code of Conduct. This was circulated to 
officers in the three authorities that constituted the panel arrangement and to 
the Independent Persons and their comments incorporated. 
 
The Committee felt it would be helpful for the Independent Persons to be 
aware at the start of an investigation of the Council’s expectations with 
regards to the timescales for their responses and agreed for a suitable 
paragraph to be included in the Protocol. 
 
Resolved to approve the draft Independent Person Protocol as attached to 
the report of the Monitoring Officer, subject to the inclusion of timescales for 
responses being provided at the start of an investigation. 
 

153/14 Staff Code of Conduct – update 

The deputy Monitoring Officer advised members that the new Staff Code of 
Conduct was issued in October 2013 with a Declaration of Interests form for 
2013. The majority of staff had returned completed declaration forms but 
others had raised issues about the relevance of disclosing some personal 
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information. The Staff Code of Conduct requires disclosure of anything which 
conflicts with the work of the authority but the declaration form itself asked for 
a much wider disclosure. 
 
She also highlighted the difficulties that faced Human Resources department 
with the annual administration of issuing the declaration forms and chasing up 
responses. There was currently no action taken against staff who persisted in 
not returning their declarations. 
 
The Committee agreed that the declaration form in its current format was not 
worded appropriately to address the relevant conflict of interest and needed to 
be re-drafted to make it consistent with the requirements of the Staff Code of 
Conduct.  
 
The Committee also felt it would assist members of staff with completion of 
the declaration form if a Guidance Note was produced to accompany it. It 
asked to consider the re-drafted form and Guidance Note at its next meeting. 
 
The Committee agreed that declaration forms should be completed as part of 
the appraisal process from 2015 onwards to address the resource issue and 
improve return rates. It suggested that once the re-drafted form was approved 
that this be circulated to those staff members who had not yet completed one. 
 
Resolved that: 

(1) the report of the Head of Human Resources on the Staff Code of 
Conduct be noted; 

(2) the staff declaration of interest form be re-drafted so that the questions 
are appropriate to the conflict of interest each is addressing and 
consistent with the Staff Code of Conduct; 

(3) a Guidance Note be written to accompany the staff declaration of 
interest form to assist with its completion; 

(4) the re-drafted staff declaration of interest form and the new Guidance 
Note be considered at the next meeting of the Committee; 

(5) the completion of staff declaration of interest forms be part of the 
appraisal process from 2015 onwards and 

(6) following approval of the revised staff declaration of interest form by 
this Committee, that it be circulated to staff members who have not yet 
completed a declaration for 2013. 

 

154/14 Member Training and Registers of Interest - update 

The Committee Manager advised members that four training sessions had 
been provided for councillors on the revised Code of Conduct, since its 
adoption by Council on 25 July 2013. The last session had been provided on 
24 March 2014 at the request of this Committee as a final session for those 
who had not attended so far. There remained eight members who had not 
received training. 
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The Chairman of the Committee had written to the relevant group leaders 
asking them how they proposed to ensure that all their group members were 
fully apprised of the new requirements for disclosure of interests at meetings. 
Only one group leader had responded prior to the meeting and asked for the 
member concerned to have a one-to-one training session with the Monitoring 
Officer. 
 
All declarations of non-pecuniary interests had now been completed and 
returned. 
 
The Committee was particularly concerned to note that two of the members 
who had not undertaken the training were members of this Committee and 
one was a member of the Cabinet. It agreed to ask the Chairman to discuss 
the situation with the Conservative Group Leader, Councillor Watts. 
 
The Committee also asked that the Monitoring Officer be approached to see if 
he was willing to undertake a further training session for the remaining 
untrained members. 
 
Resolved that: 

(1) the report of the Monitoring Officer be noted; 

(2) the Chairman of the Members’ Code of Conduct Committee speak to 
Councillor Watts about members of this Committee who have not 
received training and 

(3) the Monitoring Officer be approached to see if he is willing to offer a 
further training session. 

 

155/14 Work Programme 

The Committee noted the work programme for the Municipal year 2014 - 
2015. 
 
RESOLVED to note the work programme as submitted, subject to including 
consideration of the Staff Code of Conduct declaration of interest form and 
new Guidance Note, at the October 2014 meeting. 
 

156/14 Urgent Business 

No other business was reported. 
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Independent Person Protocol

Members Code of Conduct Committee – 9 October 2014

Report of the Monitoring Officer

For decision

1. The Council appointed three Independent Persons under a panel 
arrangement with Guildford Borough Council, Mole Valley District Council and 
Waverley Borough Council in July 2012 until May 2015. These were Roger 
Pett, Tony Allenby and Vivienne Cameron.

2. The Members’ Code of Conduct Committee approved an Independent Person 
Protocol at its meeting in June 2014. 

3. The protocol sets out the involvement of an Independent Person in relation to 
the assessment of allegations against members under the Member Code of 
Conduct, including:

a. their expected conduct;
b. their roles and responsibilities;
c. the Council’s role and
d. the allocation of an Independent Person by the four councils on a case.

4. Officers from the four authorities and the three Independent Persons met 
recently to discuss the protocol and review how the arrangements had worked 
since their appointment. 

5. As a result of our discussions a number of amendments have been proposed 
to the protocol and these are detailed below:

New 
para

Addition Reason

Amend 
8

Such expenses to be claimed within three 
months of incurring them.

Time limit to align with that 
for Members.

14 Where there is a link between any complaints 
made to the Council, the same IP will 
normally be approached if the MO feels it will 
assist the efficiency of the investigation.

An IP had been asked to 
deal with several complaints 
by one Council because 
they were linked.

19. The MO will brief the IP, either on the phone 
or face to face, to provide the context of a 
complaint upon first contact.

The IPs wanted some 
background to a complaint 
before receiving paperwork 
for it.

22. The MO will make a written record of any 
discussions that take place with the IP and 
send these to the IP for agreement.

The IP wanted to ensure a 
transparent process.

23. The MO will provide a summary with any To assist the IPs for the 
occasions when they are 
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documents provided to the IP. given reams of paperwork to 
read through.

27. The MOs and IPs will meet on an annual 
basis to review progress with the operation of 
the Protocol and deal with any training 
requirements.

Good practice

30. 31. 
32.

A complainant will not be given the IP’s 
contact details. In the unlikely event that the 
IP is contacted directly by a complainant, 
he/she should not respond to them and is 
expected to inform the MO immediately.

The subject member will not automatically be 
given the IP’s contact details. Upon first 
contact, the MO will ask the IP how they wish 
to communicate with the subject member. 
Where the subject Member wishes to speak 
to the IP then the MO will try to facilitate this 
in a planned way between the IP and the 
Member.  

The Council will not give out details of IPs to 
the Press or other enquirers.

IP s requested clarity about 
to whom and by what 
method they may be 
contacted about a complaint

33. The IP will advise during initial discussions 
with the MO their preference for 
communications, whether in hard copy, by 
email, or both.

IPs had different 
preferences for dealing with 
cases.

6. I have taken on board the comments made and an amended Protocol, with 
tracked changes, is attached at Appendix 1.

7. All three of the Independent Persons have expressed their desire to continue 
in the role when their current appointment expires in May 2015. They agreed 
that a four year term of appointment would be appropriate because it runs 
parallel with the Borough Councillors’ term of office.

8. The Members’ Code of Conduct Committee is asked to:

a. consider and approve the amendments to the Independent Person 
Protocol as attached.

b. agree to recommend to Council the re-appointment of the three 
Independent Persons for a period of four years from the Annual 
Council in May 2015.

Contact: Michael Graham, Monitoring Officer, 01784 446227

Report Author: Gillian Hobbs, Committee Manager, 01784 444243
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INDEPENDENT PERSON PROTOCOL 
 

Spelthorne Borough Council in conjunction with 3 other County authorities, 
namely Guildford Borough Council, Mole Valley District Council and Waverley 
Borough Council has appointed a pool of Independent Persons to be drawn 
from when required. 
 
Any reference in this document to ‘the Council’, applies to each of the four 
Local Authorities. Any reference in this document to ‘the Committee’ applies 
to any Committee of the Council which may have responsibility for promoting 
the maintenance of high standards of conduct by councillors and any co-opted 
members of the Council. The four Councils follow a similar approach, but the 
committee structures vary between them according to each Council’s 
Constitution and Arrangements. 
 
This Protocol sets out the expected roles and responsibilities of an 
Independent Person (IP) when they are carrying out their function in relation 
to the assessment of an allegation that a Member of the Council has failed to 
comply with the Council’s Code of Conduct for Members. 
 

Principles 

Appointment 

1. Each Independent Person (IP) will initially be appointed until May 2015. 
In respect of Waverley Borough Council, only two of the three IPs have 
been appointed for 2012 – 2015. 

 
2. Thereafter appointments will be made on the basis of a four year term, 

which reflects the ordinary term of office of a councillor, with serving IPs 
being eligible for re-appointment. 

 
Role and Obligations 

3. The role of the IP is a consultative position required under section 28 of 
the Localism Act 2011. 
 

4. The purpose of the IP role is to assist the Council in promoting high 
standards of conduct by elected and co-opted members of the Council 
and in particular to uphold the Code of Conduct adopted by the Council 
and the seven principles of public office, namely selflessness, honesty, 
integrity, objectivity, accountability, openness and leadership. 
 

5. The IP is expected to develop a sound understanding of the ethical 
framework as it operates within the Council. 
 

6. The IP may be invited to attend or participate in training events 
organised or promoted by the Committee. 
 

7. The views of an IP must be sought by the Council before it takes a 
decision on whether an allegation may be investigated, and may be 

Agenda Item:4     

6



This version dated: 9 October 2014 v2.1 

sought by the Council at any other stage (e.g. before a final hearing is 
arranged or where a local resolution may be appropriate), or by a 
Member against whom an allegation has been made.  
 

8. The Council is expected to support the IP in his/her role by: 
 

 providing information on its processes and procedures 

 adhering to this Protocol 

 providing training which meets the needs of the IP 

 supporting the IP by dealing with from press enquiries 

 providing advice if an IP is unsure of their role or conduct 

 paying reasonable travelling and subsistence expenses claimed by 
the IP for undertaking this role. (Such expenses must be claimed 
within three months of incurring them). The IP will receive no other 
remuneration. 

 

Allocation of Independent Person 

9. This Protocol covers all the IPs appointed by the authorities and any 
reference in this Protocol to an IP covers reference to all IPs. 
 

10. The four authorities will endeavour to choose IPs from the pool on an 
even and fair basis, as far as possible. In order to assist this, each 
authority will inform the other authorities at the time an IP first becomes 
involved in a complaint. 
 

11. The authorities will keep a log on Sharepoint and update it promptly 
when a new case arises. 
 

12. Before approaching an IP, the Council will consider the number of 
complaint cases each IP has been allocated by all the Local Authorities 
using the pool. 
 

13. An IP is not obliged to accept a request to be involved in a complaint, 
should they either have other commitments or have recently been 
involved in a complaint at one of the other authorities. 
  

13.14. Where there is a link between any complaints made to the 
Council, the same IP will normally be approached if the MO feels it will 
assist the efficiency of the investigation. 

 
Independent Person’s Conduct 

14.15. In carrying out the role, the IP will ensure that he/ she - 

a. acts in accordance with - 
i. any relevant legislation or guidance and the Council’s Code 

of Conduct in force at the time; and 
ii. the agreed processes/ procedures approved by the  

Committee and the Council’s Constitution; and 
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b. acts impartially at all times, without political bias or prejudice and in 
accordance with the rules of natural justice; and 

c. maintains confidentiality at all times. 
 
 

The Committee 

15.16. The Monitoring Officer’s (MO) role is to give advice to the 
Committee. 
 

16.17. The IP is not a member of the Committee but is welcome to 
attend meetings and can be asked to give their views to the Committee. 
 

17.18. The IP does not have any voting rights when attending a 
meeting of the Committee and shall speak at the invitation of the 
Chairman. 

 
Involvement in hearings 

19. The MO will brief the IP, either on the phone or face to face, to provide 
the context of a complaint upon first contact. 
  

18.20. The MO will consult the Independent Person for advice on 
action to take in accordance with the Council’s hearing arrangements, 
which may include any of the following stages: 

 Upon receipt of a complaint, (either before referring the matter to any 
Assessment Panel with a recommendation as to whether it merits 
formal investigation or in consultation with the Chairman of the 
Committee to decide whether or not to investigate, depending on the 
individual authority’s arrangements).  

 When the Monitoring Officer feels it is appropriate to resolve the 
complaint informally, without the need for a formal investigation.     

 Following a formal independent investigation, on the outcomes or 
recommendations of the Investigating Officer. 

 Where an Investigating Officer concludes that there is evidence of a 
failure to comply with the Code of Conduct, on whether any form of 
local resolution is possible.   

 

19.21. When the MO is deciding how to progress with a complaint, 
he/she should consult with the IP and should consider the following:  

a. Was the Member/ co-optee acting in their official capacity at the time 
of the alleged misconduct? 

b. Was the Member/ co-optee in office at the time of the alleged 
misconduct? 

c. Can the complaint be considered as being of a very minor or trivial 
nature; or vexatious, frivolous or politically motivated? 

d. Has the complaint been made within the appropriate time scales? 
e. Is there a potential breach of the Council’s Code of Conduct? 
f.  Is there public interest in the matter? 
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g. Is there sufficient information to enable him/her to make a decision? 
If not, what information is required? 

 

22. The MO will make a written record of any discussions that take place 
with the IP and send these to the IP for agreement. 
  

23. The MO will provide a summary with any documents provided to the IP. 
  

20.24. The MO will inform the IP at the earliest opportunity in the 
process of an investigation, of the Council’s expectations with regards to 
the timescales for their responses during each stage.  

 
Feedback and Learning 

21.25. At the resolution of the complaint, whether there is a formal 
investigation or not, the MO will advise the IP of the outcome of the 
complaint. 
 

26. The MO and IP may have a discussion on the lessons learnt, from both 
the hearings arrangements process and following this Protocol, and 
whether any improvements are required. 
  

22.27. The MOs and IPs will meet on an annual basis to review 
progress with the operation of the Protocol and deal with any training 
requirements. 

Conflicts of Interest, Access to Contact details and Confidentiality 

23.28. The IP should inform the MO if they feel there are circumstances 
which would suggest that they had a conflict of interest e.g. being a 
friend of either the complainant or Member concerned; or have 
previously been involved in the matter. 
 

24.29. If the IP approached has a conflict of interest, another IP will be 
consulted. 
 
  

30. A complainant will not be given the IP’s contact details. In the unlikely 
event that the IP is contacted directly by a complainant, he/she should 
not respond to them and is expected to inform the MO immediately.All 
contact with the IP should be made through the MO and if the IP is 
contacted directly by a complainant, he/she is expected to inform the 
MO immediately.   

25.31. The subject member will not automatically be given the IP’s 
contact details. Upon first contact, the MO will ask the IP how they wish 
to communicate with the subject member. Where the subject Member 
wishes to speak to the IP then the MO will try to facilitate this in a 
planned way between the IP and the Member.   
 

32. The Council will not give out details of IPs to the Press or other 
enquirers. 
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26.33. In terms of confidentiality, the IP should not discuss any matters 

about a complaint, either past or present, with the media or any other 
third party without appropriate advice having been taken from the MO. 

 
Methods of Contact 

27.34. The IP is requested to provide the MO with appropriate methods 
of contact e.g. email and telephone numbers, and is expected to make 
themselves available at all reasonable times. 
 

35. The IP will advise during initial discussions with the MO their preference 
for communications, whether in hard copy, by email, or both. 
  

28.36. The IP is asked to inform the MO with as much reasonable 
notice as possible if they will not be contactable for any extended period 
once they have first become involved in an investigation, so that one of 
the other IPs can be advised that he/she would be required to stand-in 
as necessary during this period. 
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Members' Code of Conduct Committee 9 October 2014

Staff Code of Conduct – revision

Report of Monitoring Officer

For Resolution

Report to Committee – 19 June 2014

The Head of Human Resources reported to this Committee at its last meeting on 19 June 
2014 on issues with the Staff Code of Conduct relating to:

 The number of Declaration of Interests forms for 2013 completed and returned;

Sent out Number returned Number outstanding
Permanent staff (347)  368 (299) 356 (97%) (48) 12 (3%)
Casual/occasional 
staff

(120)  110 (61)  79 (72%) (59) 31 (28%)

Totals (467)  478 (360)  435 (107)  43 (9%)
(Figures in brackets were those reported to Committee in June 2014.)

 The level of disclosure the questions asked for;

 The consistency of the questions with what is required in the Staff Code of Conduct;

 The difficulties faced by the Human Resources department with the annual 
administration of issuing the declaration forms and chasing up responses and

 The lack of employment action to be taken if individuals persist in not returning 
Declarations. 

The Head of Human Resources reported the intention for 2014 was for an annual update to 
be completed at appraisal time and forwarded to the appropriate Chief Officer. However, 
this had not been implemented as some initial returns were outstanding. 

She suggested that in future years the Code of Conduct Declaration form be available with 
other appraisal documentation for staff to complete at their appraisals; although this would 
not guarantee a 100% completion rate.  

The Members' Code of Conduct Committee reviewed the current declaration form and the 
completion process and agreed that:

1. the staff declaration of interest form be re-drafted so that the questions are 
appropriate to the conflict of interest each is addressing and consistent with the Staff 
Code of Conduct;
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2. a Guidance Note be written to accompany the staff declaration of interest form to 
assist with its completion;

3. the re-drafted staff declaration of interest form and the new Guidance Note be 
considered at the next meeting of the Committee;

4. the completion of staff declaration of interest forms be part of the appraisal process 
from 2015 onwards and

5. following approval of the revised staff declaration of interest form by this Committee, 
that it be circulated to staff members who have not yet completed a declaration for 
2013.

Review of the Staff Code of Conduct and Declaration of Interests Form

I have re-drafted the Declarations of Interest Form as requested by the Committee and this 
is attached at Appendix 1.

In re-drafting the Declarations Form, I referred to the wording in the Staff Code of Conduct 
at paragraphs 5 and 11 and concluded that these conflicted with paragraph 3. I have 
therefore amended paragraph 3 so that this is consistent with the revisions in the 
Declaration Form. The revised Staff Code of Conduct is attached at Appendix 2 with 
tracked changes.

I considered the Committee’s request for a Guidance Note to accompany the Declaration 
Form. However, I note that the Staff Code of Conduct itself has sufficient detail about what 
is required to be declared and rather than duplicate this in a further document, I have added 
the relevant paragraphs to each of the questions on the Declaration Form for purposes of 
cross-referencing. 

Members of the Committee are requested to consider and approve the re-drafted 
Declaration of Interests Form and revised Staff Code of Conduct as attached.

Subject to the Committee’s approval the revised Declaration Form will be issued to all staff 
members who have not yet completed a declaration for 2013 and be included as part of the 
appraisal process from 2015 onwards.

Gill Hobbs
Committee Manager
On behalf of the Monitoring Officer 19 October 2014

Appendices:
Appendix 1 – Revised Declarations of Interest Form 
Appendix 2 – Revised Staff Code of Conduct 
Appendix 3 – Conflicts of Interest Policy
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Appendix 1

Signed: ............................................................ Date: ................................

Staff Code of Conduct

Declaration of Interests 2014

Name and dept: ......................................................................................…..

Position: .......................................................................................................

Staff 
Code of 
Conduct 

paragraph

Interest If No 
mark

X

If Yes, give details

8

Do you have a relationship with 
any councillor, contractor or 
potential contractor?

8

Do you have a relationship with 
a member of staff or people in 
partner organisations which 
could lead to a conflict with your 
public duties?

10.1

Do you have any paid
employment or occupation or 
business interests outside the 
Council?

11.1

Do you have any private 
financial interests which could 
conflict with the Council’s 
interests?

11.2

Do you have any interest as a 
freeholder, lessee, licensee or 
tenant in any land or property
in Spelthorne other than your 
main residence?

11.3

Do you hold membership of any 
outside organisations or other 
public appointments which might 
conflict with the Council’s 
interests?

Conflict 
of Interest 
Policy

Do you have a conflict of 
interest involving any other 
connection to the Council’s work 
which may be relevant? e.g. an 
interest in a property which may be 
subject to a planning application, or 
a family member who may be 
seeking financial support.
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Appendix 2 

Part 5 section (b) 

Updated 25/7/1319/10/14  Staff Code of Conduct 

Staff Code of Conduct 

1. Introduction 

1.1 The Code of Conduct is a guide to help give staff advice on some of the 
problem areas and pitfalls of working in public service.  The Code of Conduct 
is issued to all new staff.  The Code of Conduct covers all staff although some 
aspects may apply only to staff at a senior level.   

2. Purpose of code 

2.1 The Code has been designed to protect and safeguard the position of 
individual members of staff as much as those of the Council, and to avoid 
situations where members of staff might be accused of having some 
potentially conflicting interest in anything they might be involved in through 
their work with the Council.  Its aim is to encourage staff to inform their 
managers confidentially on certain personal matters that could affect their 
duties at the Council.  Failure to follow the Code could lead to embarrassing 
and/or difficult situations and ultimately to an investigation under the Council's 
disciplinary procedure. 

3. Responsibility of staff 

3.1 Staff are required to report to Chief Officers and record on the appropriate 
form, full details of: 

(a) any private financial interests which could conflict with the Council’s 
interests?Any financial interests outside the Council; 

(b) any interest as a freeholder, lessee, licensee or tenant in any land or 
property in Spelthorne other than your main residence Any interest in 
property in Spelthorne other than your main residence;  

(c) a relationship with any councillor, contractor or potential contractor? 
Any relevant relationship with councillors, other members of staff, 
contractors, potential contractors or people in partner organisations; 

(d) a relationship with any member of staff or people in partner 
organisations which could lead to a conflict with your public duties? 

(d)(e) any paid employment or occupation or business interests outside the 
Council Any outside employment or business interests; 

(e)(f) membership of any outside organisations or other public appointments 
which might conflict with the Council’s interests Any outside 
commitments or memberships of outside organisations or other public 
appointments; and,  

(f)(g) a conflict of interest involving any other connection to the Council’s 
work which may be relevant Any other connection to the Council’s 
work which may be relevant (e.g. an interest in a property which may 
be subject to a planning application, or a family member who may be 
seeking financial support). 

3.2 A simple pro forma for recording details of any of these matters is available on 
Spel-net and should be completed by all members of staff affected and 
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forwarded to the appropriate Chief Officer, in confidence, as soon as possible.  
In any event, staff are required to report: 

(a) On entering the organisation during the induction process; 

(b) Annually at appraisal time; or, 

(c) Whenever a significant new matter arises under this Code.   

3.3 Previous declarations need to be resubmitted on a new form so that the 
current form is comprehensive.  It is important that information is updated as 
and when circumstances change.  If there are any problems (e.g. about the 
extent of details required) staff should consult their Chief Officer. 

3.4 Any information given about interests etc. will be maintained in confidence in 
the Council’s Register.  It will be available for inspection by the following 
people: 

(a) Your Head of Service 

(b) Head of Human Resources 

(c) Head of Audit Services 

(d) Head of Corporate Governance 

(e) Management Team 

3.5 Advice or clarification on any matters covered by the Code of Conduct is 
available from Human Resources, the Head of Corporate Governance or your 
Chief Officer. 

4. Other rules applicable to employees 

4.1 The main rules relating to the work of the Council are included within the 
Council’s Constitution.  Some of the other documents from the Constitution 
with which you should be familiar are: 

(a) Contract Standing Orders 

(b) Financial Regulations 

(c) Policy on Gifts and Hospitality 

(d) Policy on Anti-Fraud and Corruption 

(e) Confidential Reporting Code (Whistleblowing policy) 

4.2 In addition, the Council has numerous other policies for guiding the work of 
staff and these are available on Spel-net.  You should be familiar with these 
policies because they affect your work, they are relevant to this Code and if 
you do not abide by them, then they could be disciplinary matters under the 
Disciplinary Policy, such policies are: 

(a) The Disciplinary Policy 

(b) Acceptable use policy (for the internet) 

(c) ICT security policy 

(d) Data protection policy 

(e) Any specific departmental policy about access to restricted data or 
computer systems 

Agenda Item:5     

15



 

Updated 25 July 2013 19 October 2014  Staff Code of Conduct 

 

5. Code of conduct - standards 

5.1 The Council has adopted the Nolan Committee’s Seven Principles of Public 
Life as part of its Member Code of Conduct and this Staff Code of Conduct, 
hence you shall have regard to the following principles – selflessness, 
integrity, objectivity, accountability, openness, honesty and leadership.  
Accordingly, when employed by the Council -  

(a) You must act solely in the public interest and should never improperly 
confer an advantage or disadvantage on any person or act to gain 
financial or other material benefits for yourself, your family, a friend or 
close associate. 

(b) You must not place yourself under a financial or other obligation to 
outside individuals or organisations that might seek to influence you in 
the performance of your official duties. 

(c) When carrying out your public duties you must make all choices, such 
as making public appointments, awarding contracts or recommending 
individuals for rewards or benefits, on merit. 

(d) You are accountable for your decisions to the public and you must co-
operate fully with whatever scrutiny is appropriate to your office. 

(e) You must be as open as possible about your decisions and actions 
and the decisions and actions of your authority and should be prepared 
to give reasons for those decisions and actions. 

(f) You must declare any private interests, both pecuniary and non-
pecuniary, that relate to your public duties and must take steps to 
resolve any conflicts arising in a way that protects the public interest, 
including registering and declaring interests in a manner conforming 
with the procedures set out below. 

(g) You must promote and support high standards of conduct when 
serving in your public post, in particular as characterised by the above 
requirements, by leadership and example. 

6. Disclosure of information and confidentiality 

6.1 The law requires that certain types of information must be available to 
councillors, auditors, government departments, service users and the public.  
Other information is subject to confidentiality.  You must be aware of the types 
of information, which in Spelthorne Borough Council are open and those 
which are not, and act accordingly.   

6.2 You should not use any information obtained in the course of your 
employment for personal gain or benefit, nor should you pass it on to others 
who might use it in such a way.  Any particular information received by you 
from a councillor or a fellow employee which is personal to that person and 
does not belong to the Council, should not be divulged by you without the 
prior approval of that person. 

6.3 If you have any doubts about your ability to share or restrict access to 
information then you should contact the Council’s Data Protection Officer, 
Victoria Statham on ext 6241.   
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7. Political neutrality 

7.1 You serve the Council as a whole.  It follows you must serve all councillors 
and not just members of any controlling group of councillors, and must ensure 
that the individual rights of all councillors are respected. 

7.2 Whether or not your post is politically restricted, you must follow every lawful 
expressed policy of the Council and must not allow your personal or political 
opinions to interfere with your work.  Information on politically restricted posts 
can be obtained from the Head of Human Resources or the Head of 
Corporate Governance.  Guidance is also available on Spel-net.   

 

8. Relationships 

8.1 You must never become involved in dealing with or determining any 
application or request you or a member of your family or personal friend make 
to the Council, for example an application for planning permission or for 
council tax or housing benefit. 

Councillors 

8.2 You are responsible to the Council through its senior managers.  For some, 
your job is to give advice to councillors and the Council.  Mutual respect 
between staff and councillors is essential to good local government.  Close 
personal familiarity with individual councillors can damage the relationship 
and prove embarrassing to other employees and councillors and should 
therefore be avoided.  Any close personal friendships with councillors should 
be declared to your Chief Officer.  

The Local Community and Service Users 

8.3 You should always remember your responsibilities to the community you 
serve and ensure courteous, efficient and impartial service delivery to all 
groups and individuals within that community. 

Contractors 

8.4 All personal relationships with contractors or potential contractors (i.e. 
contractors who could bid for Council work) should be declared to your Chief 
Officer.   

8.5 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.  No part of the community should be 
discriminated against. 

8.6 If you engage or supervise contractors or have an official relationship with 
contractors and have previously had or currently have a relationship  (i.e. 
working or friendship) in a private or domestic capacity with a contractor or 
potential contractor, you should declare that relationship to your Chief Officer. 

9. Appointment and other employment matters 

9.1 If you are involved in appointments you should ensure that these are made on 
the basis of merit.  It would be unlawful 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, you should not be 
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involved in an appointment where you are related to an applicant, or have a 
personal relationship (including friendship) outside work with him or her.  You 
should declare any such relationship to your Chief Officer in advance. 

9.2 Similarly, you should not be involved in decisions relating to discipline, 
promotion or pay adjustments for any other employee who is a relative, 
partner or close friend.   

10. Outside commitments 

10.1 You are required to obtain written consent from your Chief Officer to take any 
other paid employment or occupation in addition to the post held with the 
Council.  This includes directorships, consultancies and sponsorships by any 
company, organisation or individual.  It also includes any other business 
interests you pursue on your own account.  You should be clear about your 
contractual obligations to the Council and should not take outside 
employment which conflicts or might conflict in the future with the Council's 
interests. 

10.2 You may not carry out work arising from additional employment in office time 
nor use Council resources or facilities for those purposes. 

10.3 Payment for personal use of Council facilities, e.g. making telephone calls, 
using fax or photocopiers, should be dealt with through the Council's Honesty 
Box scheme. 

10.4 You should follow the Council's policies on the ownership of intellectual 
property or copyright created during your employment i.e:- 

(a) all creative designs, writings and drawings produced by you in the 
course of your duties, belong to the Council; 

(b) all inventions made by you are the property of the Council if made 
during the course of your duties. 

11. Other personal interests 

11.1 You must declare to your Chief Officer any financial interests which could 
conflict with the Council's interests e.g. any pecuniary interest in a business or 
company within Spelthorne or with which the Council might do business. 

11.2 You must declare to your Chief Officer, any interest you have as freeholder, 
lessee, licensee or tenant in any land or property in Spelthorne except your 
main residence as recorded in your personnel records. 

11.3 You must declare to your Chief Officer all non-financial interests which you 
consider could bring about conflict with the Council's interests or activities.  
Examples might be membership of the committee of an organisation seeking 
or receiving grant aid from the Council, membership of a National Health 
Service Trust Board operating in Spelthorne or involvement with an 
organisation or pressure group which may seek to influence the Council's 
policies.  Ordinary membership of organisations whether local or national (e.g. 
National Trust, RSPB etc) will not usually be relevant. 

12. Equality issues 

12.1 You have an obligation to ensure that policies relating to equality issues as 
agreed by the Council are complied with, as well, of course, as the 
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requirements of the law.  All members of the local community, customers and 
other employees have a right to be treated with fairness and equity. 

12.2 You must treat others with respect.  This means treating people fairly and 
equitably and with courtesy, compassion and sensitivity.  You should treat 
other people equally as you yourself would expect to be treated.  You must 
never use behaviour which a reasonable person would consider as offensive, 
overbearing, intimidating, malicious, insulting or humiliating.   

13. Separation of roles during tendering 

13.1 You must be clear on the separation of client and contractor roles within the 
Council.  If you are a senior employee with both a client and contractor 
responsibility, you must be aware of the need for accountability and 
openness.  Regulations for compulsory competitive tendering have particular 
requirements for ensuring that contractor units are not involved in tender 
evaluation.  If in doubt, please consult Legal Services. 

13.2 If you are in a contractor or client unit you must exercise fairness and 
impartiality when dealing with all customers, suppliers, contractors and sub-
contractors. 

13.3 If you are privy to confidential information on tenders or costs for either 
internal or external contractors, you should not disclose that information to 
any unauthorised party or organisation. 

13.4 If you are contemplating a management buyout, you should inform your Chief 
Officer as soon as you have formed a definite intent and withdraw from the 
contract awarding process. 

13.5 You should ensure that no special favour is shown to work colleagues or 
former employees of the Council or their partners, close relatives or 
associates, in awarding contracts. 

14. Use of financial resources 

14.1 You must ensure that you use public funds entrusted to you in a responsible 
manner, ensuring value for money to the local community and avoiding legal 
challenge to the Authority.  If you are in doubt about your obligations, you 
must seek advice. 
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Conflicts of Interest Policy
1. Who is this guide for? 

1.1 This guide is for councillors and staff who will wish to ascertain whether they 
have an interest which should be declared under the Member Code of 
Conduct or the Staff Code of Conduct.  

1.2 This guidance is supplemental to both documents.  Both councillors and staff 
are obliged to follow the Nolan Committee’s Seven Principles of Public Life:

(a) You must act solely in the public interest and should never improperly 
confer an advantage or disadvantage on any person or act to gain 
financial or other material benefits for yourself, your family, a friend or 
close associate.

(b) You must not place yourself under a financial or other obligation to 
outside individuals or organisations that might seek to influence you in 
the performance of your official duties.

(c) When carrying out your public duties you must make all choices, such 
as making public appointments, awarding contracts or recommending 
individuals for rewards or benefits, on merit.

(d) You are accountable for your decisions to the public and you must co-
operate fully with whatever scrutiny is appropriate to your office.

(e) You must be as open as possible about your decisions and actions 
and the decisions and actions of your authority and should be prepared 
to give reasons for those decisions and actions.

(f) You must declare any private interests, both pecuniary and non-
pecuniary, that relate to your public duties and must take steps to 
resolve any conflicts arising in a way that protects the public interest, 
including registering and declaring interests in a manner conforming 
with the procedures set out below.

(g) You must promote and support high standards of conduct when 
serving in your public post, in particular as characterised by the above 
requirements, by leadership and example.

1.3 Under the Member Code of Conduct councillors are obliged to declare 
pecuniary interests and membership of outside bodies.  However these formal 
definitions do not cover every possible conflict which could be encountered by 
councillors and this document provides additional guidance so that Members 
can meet their obligations under the Nolan Committee’s Seven Principles.

1.4 Similarly, whilst the Staff Code of Conduct specifies numerous matters which 
must be reported to their Chief Officer, not every eventuality can be covered 
and there is a catch all category of “any other connection to the Council’s 
work which may be relevant”.

1.5 This document provides extra explanation of what conflicts ought to be 
recorded by you in your work for the Council.  The intention of this guide is not 
to look in depth at any particular situations, but to provide an overview of 
conflicts of interest, and how to deal with them, and to signpost sources of 
further information.  
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2. What is a conflict of interest and what issues does it raise? 

2.1 A conflict of interest is any situation in which your personal interests, or 
interests that you owe to another body or person, may (or may appear to) 
influence or affect your decision making. 

2.2 It is inevitable that conflicts of interest occur. The issue is not your integrity, 
but the management of any situation where there is potential for criticism that 
your position or your decision has been influenced by conflicting loyalties. 
Even the appearance of a conflict of interest can damage your reputation and 
the Council’s reputation, so conflicts need to be managed carefully. 

2.3 It is the potential, rather than the actual benefit from which the conflict of 
interest arises and which requires attention. In order to ensure selflessness 
and transparency, a declaration is required where there is a possibility of 
people outside the Council assuming that you (or a friend or relative) may 
have some benefit from the Council’s business or decision making. This will 
avoid accusations of impropriety, which could in turn have a damaging effect 
on the Council’s reputation. 

2.4 Some advantages of working for the Council are enjoyed by more than one 
person.  Where this arises then it is not usually the case that a declaration has 
to be made.  An example of this would be the allowances and expenses which 
councillors are entitled to claim.  These decisions are always made in the 
open at public meetings and although it is correct that councillors will receive 
a personal benefit there is no real risk to accountability or transparent decision 
making if an interest is not declared in that situation.  This is because the 
subject matter of the decision makes it clear that councillors will benefit.  
Similarly pay rises for staff will be recommended by staff and decisions made 
by councillors – it is clear what is going on and no declarations are required.  

2.5 You should be more careful where decisions arise and it is not clear what is 
going on.  For example, a planning application is made by someone you 
know.  If you are a planning officer then you should declare to your manager 
that this is the case.  Then the manager can make an informed decision if you 
should continue to work on the case.  If you are a councillor on the planning 
committee and the application is referred to the committee then the public will 
know that the relationship exists only if you declare it.  In these cases, a timely 
declaration of an interest will assure members of the public that there is 
nothing untoward to be worried about and that you are acting beyond 
reproach.

2.6 Similarly if you take advantage of benefits that are available to all, or that are 
of inconsequential or little measurable value, they will not normally need to be 
declared.  E.g. you hire a village hall. This would not need to be declared, as 
the facilities are available to all members of the local community, which 
includes councillors and staff alike.  

2.7 Issues may also arise where you have a conflict of interest or loyalties on a 
particular issue, but there is no potential for profit or advantage by any person.  
This may still be useful to declare so that it is clear that a decision has been 
made correctly.  For instance you are a member of an outside body and the 
affairs of that body are raised at a meeting.  It is helpful for all concerned to 
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know about the link to that other body even if nothing in the debate or the 
decision particularly turns on the declaration.  

3. How do I identify a conflict of interest? 

3.1 Conflicts of interest may come in a number of different forms: 

 direct financial gain or benefit

 the award of a contract to another organisation in which you (or a friend 
or relative) has an interest and from which you (or they) will receive a 
financial benefit

 indirect financial gain, such as employment by the Council of your 
spouse or partner

 non-financial gain, such as when the Council’s decisions or policies 
affect another organisation of which you are a member.  

3.2 The Council expects you to be able to identify possible conflicts of interest 
when they arise and to ensure, that you take advice and to make the 
appropriate declarations.  If you are a member of staff then you can speak to 
your line manager, Human Resources or the Head of Corporate Governance.  
If you are a councillor you can speak to the Head of Corporate Governance, 
the Chief Executive or a member of his Management Team.  

4. How can conflicts of interest be managed effectively? 

4.1 You need to be alert to possible conflicts of interest which you might have and 
how you can minimise their effects. A key aspect of minimising the effects of 
conflicts of interest is to be open and transparent about such situations when 
they arise. The Council therefore recommends that you declare any actual or 
potential conflicts of interest of which you are aware, as soon as they arise. 

4.2 Where an interest is declared by staff members they can discuss actions to be 
taken as a consequence with their line manager.  It is advisable that a note is 
made of these arrangements in case of any future queries.  

4.3 Where an interest is declared by a councillor then that interest will be noted by 
the Committee Manager attending the meeting.  At present Standing Orders 
of the Council only require the councillor to absent himself or herself when a 
“Disclosable Pecuniary Interest” arises.  Where any other conflict of interest 
arises it is for the councillor to declare that interest.  It will usually be the case 
that the councillor will stay in the room, speak and vote on such matters.  
However if the councillor feels that this would lead to criticism in the 
circumstances then they are entitled to say that they wish to absent 
themselves from the room whilst the debate and vote proceeds without them.  

4.4 The Council has established a register of interests – one for staff and one for 
councillors. In recording interests openly, any actual or potential conflicts of 
interest can be identified more easily. The relevant register of interests 
should be regularly updated. 

4.5 It is good practice at the beginning of a meeting to declare any interest which 
you have in an item to be discussed, and certainly before any discussion of 
the item itself. Sometimes this is not possible because an issue arises in the 
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meeting so that the interest can only be declared later.  In such a case, the 
Council expects the interest to be raised as early as possible.  

5. What happens if there is a breach of the Policy?

5.1 There are formal sanctions available to the Council for those who are in 
breach.  It all depends on the circumstances of the case.  Staff can be subject 
to the disciplinary procedure, and councillors can be referred to the Members’ 
Code of Conduct Committee.

5.2 The Members Code of Conduct Committee is responsible under the 
Constitution for the operation of the Staff Code of Conduct and the Member 
Code of Conduct and will keep the operation of this policy under review.
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Members Code of Conduct Committee – 9 October 2014

Members’ Code of Conduct Training 2013/14

Report of the Monitoring Officer

For Information

1. The revised Code of Conduct was adopted by the Council at its meeting on 25 July 
2013 following revisions to include provisions in relation to membership of outside 
bodies and disclosure of non-pecuniary interests. Other guidance was also 
developed to assist members to meet the aspirations of the Code, in the form of a 
Policy of Gifts, Hospitality and Sponsorship and a Conflicts of Interest Policy

2. The Monitoring Officer, Michael Graham facilitated four training sessions on the new 
provisions contained within the Code and other guidance, to enable all members to 
carry out their role in accordance with the required standards.

3. At its last meeting the Committee considered the record of attendance at these 
training sessions and was concerned to note that 8 members had not undertaken the 
training and two of these were members of this Committee.

4. The Committee agreed to ask the Chairman to discuss the situation with the 
Conservative Group Leader, Councillor Watts. It also agreed that the Monitoring 
Officer be approached to see if he was willing to offer a further training session.

5. The Monitoring Officer was not willing to hold any further formal training sessions but 
agreed that the remaining members should seek 1:1 guidance during normal office 
hours from the Monitoring Officer. 

6. This approach was agreed with the Chairman of the Members' Code of Conduct 
Committee.  

7. An email was sent to the eight members on 10 July 2014 advising them of their 
responsibility to ensure that they abide by the Code of Conduct and the requirements 
for disclosures of pecuniary and non-pecuniary interests and to organise a 1:1 
training session with the Monitoring Officer. 

8. Four members have now had that training session and one other has a date in hand.

9. The updated record of member’s attendance at the training sessions is attached at 
Appendix 1.

10.The Committee is asked to note this latest update on Members’ training in the Code 
of Conduct.

Contact: Michael Graham, Monitoring Officer 01784 446227

Report Author: Gillian Hobbs, Committee Manager 01784 444243
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Record of Attendance at Members’ Code of Conduct Training 2013/14

Councillor (Conservatives) Attendance at Training on Code of Conduct
Broom 3/10/14
Dale 24/03/14
Davis 08/09/14
Evans 19/11/13
Forbes-Forsyth 24/03/14
Francis 14/10/13
Frazer 23/09/13
Friday 19/11/13
Gething A date is in hand
Gohil N
Harman 19/11/13
Harvey 23/09/13
Leighton 14/10/13
Madams 24/03/14
Mitchell 24/03/14
Patel 14/10/13
Pinkerton 19/11/13
Rough 19/11/13
Saliagopoulos N
Sexton 23/09/13
Sider 23/09/13
Smith-Ainsley 23/09/13
Taylor N
Watts 14/10/13
Webb 14/10/13

Councillor (Spelthorne 
Independent Party)

Attendance at Training on Code of Conduct

Ayers 23/09/13
Bannister 12/03/14
Budd 28/07/14
Bushnell 23/09/13
Forsbrey 23/09/13
Grant 23/09/13
Patterson 14/10/13

Councillor (Liberal Democrats) Attendance at Training on Code of Conduct
Beardsmore 24/03/14
R. Dunn 23/09/13
S. Dunn 23/09/13
Spoor 24/03/14

Councillor (Independents) Attendance at Training on Code of Conduct
Spencer (Elected 
Independent)

06/10/14

Strong (Independent) 14/10/13
Ayub 23/09/13

Agenda Item:6     

25



Members’ Code of Conduct Committee – 9 October 2014

Work Programme 2014 - 2015

Resolution Required

1. Work Programme
1.1 This report covers the Work Programme for 2014 - 2015.

1.2 The Committee’s terms of reference are set out in Part 3(b) of the Council’s 
Constitution and are as follows:

‘Promoting the maintenance of high standards of conduct by councillors and 
any co-opted members of the Council.

In addition to the broad functions of the Committee set out in Article 10 it is 
also delegated to undertake the following work on behalf of the Council:

 to keep an overview on the arrangements for dealing with complaints 
under the code of conduct, making alterations and publishing them where 
it considers necessary;

 to devise such further protocols and procedures as are necessary for the 
efficient management of complaints which have to be considered by a 
hearings panel;

 to consult with the Independent Person on any matters which have broad 
implications for the promotion of high standards by the Council;

 to make recommendations to Council on standing orders for the 
registration and declaration of Disclosable Pecuniary Interests and other 
interests; and,

 to make recommendations to Council on any revisions to the Members’ 
Code of Conduct and the registration of interests.’

2. Current Work Programme

2.1 Three further meetings have been scheduled in the Council’s Diary for the 
2014-15 municipal year and the dates for these are:

 5 February 2015

 23 April 2015

2.2 Details of items currently identified for inclusion in the Work Programme are as 
follows:

Date of meeting Lead Purpose

9 October 2014

Staff Code of Conduct Gill Hobbs Review declaration of interest form 

Independent Person protocol Gill Hobbs Update
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Member Training Victoria 
Statham

Update

5 February 2015

Updates on complaint cases Victoria 
Statham

As appropriate

23 April 2015

Updates on complaint cases Victoria 
Statham

As appropriate

Review of Constitution Victoria 
Statham

Review

2.3 Members are asked to identify for consideration at the next or any future 
meeting any topics which they would like to be included in the Work 
Programme as agreed by the Committee.

3. Resolution
The Members’ Code of Conduct Committee is asked to consider and approve 
the Work Programme as submitted and/or amended at the meeting.

Contact: Victoria Statham, Principal Solicitor (01784) 446241

Report Author: Gillian Hobbs, Committee Manager (01784) 444243
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