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1. Introduction 
(a) Hastings Borough Council appreciates the hard work and commitment to the provision of 
public services of all its employees and will continue to promote a positive working environment in 
which employees are both supported and developed. 
 
(c) The council will aim to be as open as possible about decision making.  This is why you are 
asked to declare any interests outside the council where these may be seen to influence or affect 
decisions made by yourself or colleagues.  In this way your integrity and that of the council cannot 
be called into question. 
 
(c) The guidance applies to all staff in their capacity as employees of the council.   However 
where staff are acting as an accredited representative, on behalf of a trade union recognised by the 
council, they will be covered by the conduct guidelines of that union and should refer to them for 
further guidance. 
 
(d) This guidance does not form part of an employee’s terms and conditions of employment and 
may be subject to change at the discretion of management. 
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2. Scope 
(a) This guide has been designed to provide an outline of the way in which the council expects 
its employees to act.  It is not meant to be an exhaustive list of all aspects of working for the council 
and some of the areas mentioned may also appear in other council policies and procedures, for 
example the council’s Health & Safety Policy.  Where that is the case we may refer you to those 
documents rather than repeating them in this guide. 
 
(b) If you require further guidance you should seek the advice of your line manager, HR advisor 
or trade union representative. 

3. Breaches of the guidelines 
Whilst the aim is to promote professional, ethical and considerate working practices there may be 
occasions where the actions or behaviour of an individual or individuals is not acceptable, either 
because it is explicitly against the guidance given or is contrary to its spirit.  Any such actions / 
breach of the guidelines may, potentially, bring the individual(s) or the council into disrepute.  If that 
is the case, and dependent on the nature of the act, the individual(s) may be subject to disciplinary 
action, including dismissal. In such circumstances the disciplinary procedure will be applied (refer to 
the disciplinary policy). The nature/seriousness of the breach of the guidelines will determine the 
appropriate action to be taken. 

4. Whistle blowing policy 
(a) Part of working towards an effective and successful working environment means asking your 
help in encouraging others to also follow the guidance given.  If you become aware of any conduct 
that is, or potentially may be, a breach of the guidelines or that could bring the council into disrepute, 
you should report it to a whistleblowing officer or Public Concern at Work. To support you in raising 
a concern we have developed a whistleblowing policy. 
 
(b) The whistleblowing policy is a procedure for disclosing any concerns you have about a wide 
range of issues in a way that confidentiality can be protected and you can be assured that the 
concern will be taken seriously and dealt appropriately.  . 

5. General conduct guidelines 
 (a) As local government employees, our behaviour continuously reflects on the public’s 
perception of us as individuals, our colleagues and the council as a whole.  By being helpful and 
courteous when dealing with service users, the public, councillors and colleagues, we promote a 
positive view of ourselves and the council.  But we can do as much to promote the image of the 
council by ensuring that we do not act in any way that brings us into disrepute, damaging the 
public’s confidence in ourselves, our colleagues and/or the council. 
 
It is impossible to provide a definitive list of what is or is not acceptable conduct or behaviour but 
below are a few examples of what is unacceptable: 
 
(i) discriminating against others in relation to the service we provide i.e. treating others 
differently on the grounds of their gender, race, colour, ethnic or national origin, disability, marital 
status, family commitments, sexual orientation, age, HIV status, religious or political beliefs, social 
class, trade union activity or any other basis that is not related to the service required 
 
(ii) acts of fraud or corruption or the use of council resources for personal gain or the gain of 
others 
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(iii) disclosing information of a personal nature about another person without their permission 
 
(iv) any behaviour that may demean, distress or offend others, behaviour of a sexist or racist 
nature, or the use of sexual or suggestive remarks 
 
(v) any conduct or behaviour, which is unethical and/or brings the council or its employees into 
disrepute 
 

6. Application for posts and other employment matters  
(a) It is in the best interest of everyone that decisions relating to new appointments or promotion, 
or any decision that affects someone’s employment status such as pay adjustments, access to 
training, matters relating to discipline or capability, should be made on merit and not on the basis of 
any other consideration. 
 
(b) Having a close personal or professional relationship with an applicant (internal or external) or 
with someone whose employment status is being reviewed could lead to accusations of bias, 
especially if you could be involved in any discussions relating to their application or review. 
 
(c) If you find yourself in such a situation you should make the relationship known.   In this way 
we can be seen to be as open as possible in our decision making process and free from any bias or 
unwarranted outside influence. Further details can be found in the council’s personal relationships at 
work policy. 
 
(d) Similarly if a decision is to be made on its merits alone we need to be confident that any 
information about your prior work, personal health and/or criminal convictions and you will be asked 
to make a declaration that the information is complete, truthful and accurate. 
 

7. Criminal records 
(a) Having an existing criminal conviction need not affect you successfully applying for a post 
within the council or your promotion prospects.  When initially applying for a post you must declare 
any convictions you have which are not “spent” as defined by the Rehabilitation of Offenders Act.  
Some posts are exempt from the Act in which case all convictions must be declared and this will be 
made clear when you apply for the post. 
 
(b) Similarly, being arrested or convicted in relation to a criminal offence whilst employed by the 
council need not affect your employment status.  However, if for any reason you are arrested or 
convicted in relation to a criminal offence, be it in or outside work, you must inform your line 
manager immediately. It will then be possible to discuss the nature and circumstances of the 
arrest/conviction and whether or not it could affect your work or working relationship. 

8. Attendance 
(a) Hours of work will vary depending on your job and are designed to ensure we meet our 
service requirements.  If someone fails to attend work, or leaves early, without informing their line 
manager then additional workloads fall on colleagues and the council may not be able to meets its 
service obligations.  You should therefore attend and leave work within the working times agreed, 
although they may be varied in agreement with your manager. 
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(b) Absence from work –There may be occasions when it may not be possible to attend work on 
time, for example, when you or a dependant is sick.  In these circumstances the council has 
established procedures for you to follow for example the council’s attendance policy & procedure 
which ensures that the people who need to know are informed as soon as possible, alternatively the 
leave policy. 
 
(c) Appointments during work hours – occasionally you may need to arrange an appointment 
with a doctor or dentist and wherever possible these should be made outside working hours or 
towards the beginning or end of the working day.  If you do have to attend an appointment during 
working hours, reasonable paid time off can be agreed at the discretion of your line manager.  If 
your work is covered by flexi time arrangements you should record this time in accordance with the 
relevant guidelines. Please refer to the flexible working hours scheme policy or the leave policy. 

9. Dress code 
The way in which you present yourself can have an impact on how people view you and the council.  
Employees are issued with identification badges and dependent on your work, these should be worn 
at all times or be available to anyone who requests confirmation of who you are.  Where a uniform is 
required it must be kept as clean and smart as possible. 

10. Politically restricted posts 
(a) Whilst employees are entitled to undertake whatever political activities they wish outside 
working hours (with the exception of employees holding politically restricted posts), the public, your 
colleagues and councillors will expect you to undertake your work without political bias.  This is not 
intended to restrict your political freedom but to ensure that we can all be seen to be working for the 
benefit of the local community. 
 
(b) Politically restricted posts – some posts within the council are termed “politically restricted” 
under national legislation. The effect of the restrictions limits the post holder to bare membership of 
political parties, with no active participation within the party permitted.  These are where it is 
essential that the post holder is, and is seen to be, politically neutral and will normally be posts 
where there is a high requirement to provide advice to councillors.  Holders of these posts will be 
informed of their politically restrictive nature prior to application. 
 
(c)  Administrative assistants may provide assistance to councillors in the discharging of their 
functions as members of the council, but not in any additional political or other activity. However 
administrative assistants may provide such support to any members of the political group to which 
their post has been allocated. 

11. Confidentiality 
(a) Information held by the council, such as names and addresses, business information etc, 
whether on paper or electronic systems, is covered by the Data Protection Act.  As a council we 
have a duty to ensure that all personal information we use is lawfully and fairly obtained and 
relevant for the specific purposed for which it is held.  The release of information to an unauthorised 
person or the use of information for an unauthorised purpose can constitute a criminal offence under 
Data Protection legislation. 
 
(b) Protecting confidentiality – as part of your day to day work you may have access to 
confidential information of either a personal or business nature.  When accessing or using this 
information you should take care not to release it to anyone who is not properly authorised to see or 
use it.  Often this will mean ensuring that unauthorised people cannot gain access to confidential 
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information, for example, by not giving away passwords to computer systems, leaving keys to 
confidential drawers, cupboards, offices unattended etc.  However it also means that you should not 
use passwords or keys etc. that come into your possession to access information you are not 
authorised to view. 
 
(c) Most importantly you should not use information which comes to you through the course of 
your work for personal gain or benefit, or pass it on to others for the express purpose for gaining 
benefits as this could be interpreted as fraud (see Fraud and Corruption). 

12. Health & safety 
(a) One aspect of promoting a positive working environment is to ensure that it is also a safe 
working environment.  Employers and employees have a statutory duty to maintain a safe working 
environment and to take reasonable care to ensure the personal health and safety of themselves 
and any others who may be affected by their work activities.  Because the consequences of poor 
health and safety management can potentially be very serious there is a duty on all employees to 
not knowingly fail to abide by health and safety regulations, for example, failing to follow instructions 
on warning signs, or interference with essential safety equipment such as fire alarms and fire 
extinguishers. 
 
(b) More information about a wide range of Health and Safety issues can be found in the 
council’s health and safety policies or obtained from your line manager. 

13. Personal/business activities – conflict of interest  
(a) The council respects the choice of employees to undertake whatever interests or activities, 
paid or unpaid, they wish outside their conditioned hours of work.  In the vast majority of cases 
these will have nothing to do with your work for the council.  However on occasions there may be a 
more direct link, for example, if you own or work for a business which contracts with the council.  If 
you have any direct or indirect financial interests in a contract or potential contact, you must make 
your interest known to your line manager in writing. 
 
(b) If there is a potential conflict of interest it is in everyone’s interest to ensure it is fully declared 
thus helping to protect individuals and the council from accusations of bias or possible accusations 
of fraud/corruption.  If you are in any doubt about whether an interest exists it is best to be as open 
as possible in declaring in confidence a personal or business interest to your line manager. 
 
(c) Membership of professional /voluntary bodies & conflicts of interest – 
You should declare membership of any professional body or organisation where your membership 
may appear to represent a conflict of interest or attract accusations of bias.   This includes any 
private organisations whose membership is not totally open to the public. Any such membership 
must be recorded in the directorate’s declaration reporting book. 
 
(d) Secondary employment – some employees will have other jobs outside the council and 
although the council will not unreasonably prevent you from taking up additional paid employment 
there are a number of guidelines that must be followed.   This is not only to ensure that any potential 
conflicts of interest are known but also so that we can advise staff about health and safety issues 
relating to the number of hours they work etc.   However officers above Grade 7, SCP 28 are 
required to devote their whole time service to the work of the council and shall not engage on any 
other business or take up any additional appointment without the express consent of the council.   If 
you want to take up secondary employment, or are already employed in a second job, you should 
ensure that:- 
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• There is no conflict of interest which could lead to accusations of conflict of bias. 

 
• The work will not adversely affect your performance in your duties for the council. 

 
• That your line manager has confirmed in writing that the secondary employment does not fall 

into the category (a) and/or (b) above and the council would therefore have no objection to it. 
 
(e) It should be noted that assistant directors and directors, because of the seniority of their 
posts, are contractually precluded from taking up secondary employment. 

14. Relationships with others 
The nature of personal relationships with others and the circumstances of some people’s work can 
affect perceptions about an individual’s integrity and that of the council.  It is for this reason that 
throughout this guide the advice is to be as open as possible when there may be any link between 
your personal relationships and your work.  This is not intended to restrict your personal right to 
privacy or to associate with anyone you wish but to help minimise any potential conflicts of interest 
or potential accusations of bias that may prove to be personally embarrassing and potentially 
detrimental to your integrity and that of the council. 
 
Full details can be found in the council’s personal relationships at work policy. 

15. Fraud & corruption 
(a) Because we are funded from the “public purse” we are continually under scrutiny from a 
number of sources about how we spend the money allocated to us.  The council has developed 
comprehensive financial practices and procedures to help ensure that acts of fraud or corruption are 
not committed against the council.  However, you should be aware that decisions you make will 
always be open to scrutiny especially where they could be seen to benefit yourself or others e.g. 
family or friends. 
 
(b) Anyone committing an act of fraud or corruption will damage the integrity of the council and 
those they work with.  If you suspect or see actions, which may lead to an accusation of fraud or 
corruption, it is in everyone’s best interests for you to tell your line manager immediately.  If for any 
reason you feel unable to talk to your line manager you may wish to use the council’s whistleblowing 
policy which is available from your line manager, personnel advisor or trade union representative. 
 
(c) Corruption – corruption is the receipt or giving of any gift, loan, fee, reward or advantage for 
doing or not doing anything that shows favour or disfavour to another person whilst working in an 
official capacity, and could be a serious criminal offence.   Anyone offered an inducement (in 
whatever form) to undertake an action or make a decision in favour of another person, regardless of 
whether the same decision would have been made without the inducement, could be deemed as 
committing a corrupt act.  If an allegation of corruption is made against an employee it will be up to 
the individual to demonstrate that any rewards or favours received have not been received corruptly.  
Remember, the best course of action is always to be as open as possible and to seek advice if you 
are unsure. 
 
(d) Fraud – fraud is the obtaining of some benefit (monetary or otherwise) through false 
representation, and is also a criminal offence.  Examples of fraud could be:- 
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• receiving funds from the council for a specific purpose e.g. a car loan, and using the money 
for other purposes 

• being party, directly or indirectly, to claims for benefits to which you or another party is not 
entitled 

• to falsely obtaining expenses, allowances or sick pay to which you are not entitled 

16. Hospitality and gifts 
(a) The integrity of the council can be seriously affected if there is a suspicion that decisions are 
being improperly influenced by the offer of a gift or hospitality. Clearly some positions in the council 
may potentially be more open to accusations of improper influence than others, for example 
awarding of a contact or granting of a permit, but we all have a duty to make sure that decisions 
made by the council are made on merit and are not affected by the offer of a gift or hospitality. 
  
(b) As a general rule you should never accept a gift or hospitality in return for work done in the 
normal course of your duties no matter how well intended. If you have been offered a gift or 
hospitality that cannot be accepted then you should refuse or return it with a polite and courteous 
explanation. 
  
(c) To protect the council and individuals from any accusation of bias, and regardless of whether or 
not a gift or hospitality is accepted, all offers with a value more than £10 in respect of ‘working 
lunches’ and £5 or greater for ‘gifts/concessions’  must be recorded on the ‘gift and hospitality 
reporting form’ and emailed to Gifts and Hospitality@hastings.gov.uk . 
  
(d) Some modest gifts of a promotional nature e.g. calendars, diaries and other similar articles may 
be accepted but only if they can reasonably be assumed to be of a nominal value and are not 
directly related to work done in the normal course of your duties. It should be noted that legacies 
and trade discounts should be treated as gifts. If you are unsure about whether a gift should be 
accepted or not, ask your line manager for advice. 
  
(e) Hospitality should only be accepted where it is clearly corporate rather than personal. When 
deciding whether or not to accept, or provide hospitality it should be considered how this may affect 
the relationship between the parties and how it may be viewed by others, including the public and 
media: 
  
• when deciding whether or not to accept hospitality the following should be considered: -  
 
• whether the other party is likely to benefit from the goodwill of the council directly or indirectly 
 
• whether the party is a contractor seeking work to be awarded  
 
• the scale and location of the hospitality 
 
• the frequency of the hospitality  
 
• if it is directed at an individual or the council as a whole  
  
(f) Offers of hospitality for social or sporting functions should only be accepted when these are part 
of life in the local community and where the council would normally be represented. 
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(g) Training courses/seminars/conferences – where it is clear that the hospitality is linked with the 
event and applies to a wide range of participants it will normally be appropriate to accept the 
hospitality. However, the hospitality should still be declined if for example, the council is considering 
contracting in the near future with the organisation offering the hospitality. 

(h) Universal promotions and discounts that are openly available to all staff, for example, HBC Staff 
Discounts, may be accepted provided that the integrity of the council cannot be affected if there is a 
suspicion that decisions are being improperly influenced by the offer. 

(i) 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. 
 

17. Use of council resources 
(a) The council has a responsibility to ensure that all its resources are used in the service of the 
public and local community and not the personal use of employees or councillors.  We all have a 
duty to ensure that care is taken in using council resources and that public funds are spent 
efficiently. Staff undertaking trade union duties should refer to the facilities agreement.  
 
(b) The occasional use of a council resource for a private purpose, for example a short local 
telephone call is acceptable.  However, council resources must not be used for private work or for 
personal gain.  If you use any council resources for an agreed private purpose it should be done 
outside your paid hours of work. 
 
(c) The permanent or temporary loan of some forms of equipment, in particular laptop 
computers, could be deemed as a taxable personal “benefit” under Inland Revenue regulations.  All 
council equipment on loan to an employee must be used for business purposes only; the private use 
of this equipment may mean you incurring a personal tax liability for the “benefit” gained. 
 
(d) The internet is available to provide individuals or departments with significant advantages in 
both gaining and providing information relevant to the work or services provided by the council.  
Internet access is not provided for personal entertainment.   The use of the internet to conduct 
personal business and in particular the viewing or downloading of material which is obscene or 
could offend others regardless of whether it is seen by others, is not acceptable and is a disciplinary 
matter. The council has produced a set of guidelines for internet use. 
 
(e) Email systems can greatly speed up communication inside and outside the council, however 
communications by e-mails can be legally binding and it should be used in a responsible and 
professional manner.  You should not use the system to send messages that are defamatory or 
divulge confidential information.  Messages that could be seen as offensive or obscene could be 
deemed as harassment or discrimination.   The council has produced a set of guidelines for the use 
of email.    
 
For more information about responsible use of information systems please refer to the  
Guidance on the use of emails and the Internet and also the Social Media Policy. 
 
(f) Use of personal credit cards – on occasion you may be required to purchase goods or 
services for the council or clients in its care, such as travel expenses or clients shopping.   In order 

http://intranet/corporate/emailinternetguidance/
http://intranet/content/staff/pdf/134594/socialmediapolicymay2015
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to protect individuals from accusations of fraud in collecting of benefits such as air miles or “points”, 
payment for such goods and services should be made by the council through invoicing or obtaining 
a travel warrant etc. The council recognises that this may not always be possible.  However you 
should use caution when using a personal payment card to buy goods or services for the council or 
its clients. 

18. Violence and abuse (including bullying) 
(a) Unfortunately it is possible that, whilst carrying out your work, you may be subject to an act of 
either verbal or physical violence.   Violence is the use of physical force or verbal intimidation that 
causes an individual(s) to fear for their personal safety. Abuse is the use of foul, demeaning or 
insulting language towards another or group of others or the misuse of personal or professional 
authority that causes them distress. 
 
(b) The council is committed to taking steps, wherever possible, to prevent such acts and to take 
action against those who show violence in any form to council employees in the course of their 
duties.  If you are subject to violence or abuse of any sort then you should report it to your line 
manager and ensure that it is recorded in an accident or incident log so that further action may be 
taken.  However the council is equally committed to take action against employees who show 
violence in any form to another person whether they are a colleague, member of the public or client, 
including work place bullying. 
 
(c) You as an employee can take an active part in addressing violence or abuse including cyber-
bullying where and when it occurs.  If you witness or believe that violence or abuse has, is or may 
be taking place you should report it to your line manager.  If for any reason you do not feel able to 
talk to your line manager you can use the whistleblowing policy. 

 

19. Harassment and discrimination 
(a) The council’s dignity at work policy sets out our commitment to “ensure that the work 
environment is free of harassment and bullying and that everyone is treated with dignity and 
respect”.  Acts of harassment or discrimination are not only potentially a criminal offence but are 
also divisive and can bring individuals, their work colleagues and the council as a whole into 
disrepute and cannot be tolerated. 
 
(b) Discrimination happens when a person, or group of people treat others less favourably in any 
area of employment or service delivery on grounds of gender, race, colour, ethnic or national origin, 
disability, marital status, family commitments, sexual orientation, gender reassignment, age, HIV 
status, religious, or political beliefs, social class, trade union activity or any other grounds.  You 
should always take care to ensure that any decision you make is based on the relevant facts alone 
and not allow any personal feelings or stereotypical thoughts to affect your judgement. 
 
(c) Acts of harassment are often but not always, discriminatory.  Harassment is any action 
(verbal or non-verbal) that adversely affects a person’s privacy, dignity or self respect in the 
workplace and includes acts of bullying.   
 
(d) For more information please refer to the council’s dignity at work policy and the social media 
policy.  
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20. Contact with the media 
(a) Dealing with the media requires specific skills and an in-depth knowledge of the workings of 
the council and the press.  It is not always possible to know exactly how the press will present 
individuals and so to protect you from potential embarrassment or misrepresentation and the council 
from potentially bad press coverage only authorised staff can speak, write or give an interview or 
information to the media. 
 
(b) If you receive a request for information or comment from any form of media, from local 
papers to national television it must be referred to communications and marketing.  They will then 
authorise and brief nominated individuals to provide a response. 
 
(c) Only authorised persons should have contact with the media in relation to the business of the 
council.  As a local authority we are sometimes required to make hard decisions that are unpopular 
with sections of the local community and may even conflict with what you personally believe to be 
right.  Such decisions are taken after lengthy consideration in light of all the available facts.  
Whatever your personal feelings about the decisions made by the council you must not leak 
information to the media either directly or by careless comment. 
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