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1. PURPOSE OF REPORT 

 
This report proposes some amendments and additions to the Employee Code 
of Conduct. 
 

2. RECOMMENDATION(S) 
 
The Committee is requested to: 

 
a) Approve these amendments and additions to the Employee Code of 

Conduct. 
 

3. FINANCIAL IMPLICATIONS 
 
None 
 

4. OTHER IMPLICATIONS 
 
None 
 

5. BACKGROUND/MAIN ISSUES 
 

The Employee Code of Conduct was originally approved at the Finance and 
Resources Committee of 1 February 2011 and at the Local Negotiating 
Committee for Teachers (LNCT) on 20 May 2011 and was implemented 
thereafter. Two additions were approved at the Corporate Policy and 
Performance Committee of 22 September 2011 concerning the use by 
employees of social networking sites and the introduction of the Bribery Act 
2010.  
 
The purpose of the Code is to set out the standards of conduct expected of 
employees so that it is clear what kinds of activities or behaviours could result 
in the Council taking disciplinary action against an employee.  
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As the Code has now been in place for just over three years it was therefore 
due a review. It was identified that in the main the document is still fit for 
purpose and required only minor updates and additions, details of which are 
as follows:- 
 

 Paragraph 1.2 has been updated to reflect the importance of 
behaviours expected of employees (that are emphasised in the 
Performance Review and Development scheme). 

 Paragraph 1.6 has had an update with the removal of reference to 
‘appraisal’ and insertion of reference to ‘work performance’, again to 
reflect the Performance Review and Development process. 

 Paragraph 3.1 on ‘Equalities’ has been updated to reflect the current 
introductory statement in the Equality and Diversity policy on the 
Council’s vision in relation to diversity and equality. 

 An additional paragraph at 4.6 under ‘Conflicts of Interest’ has been 
introduced covering a scenario of an employee being a member of a 
Community Council and where an issue arises that may result in a 
conflict of interest with their job role. The paragraph indicates that the 
employee is required to withdraw from any discussion or involvement 
in the particular issue at the Community Council, and if in doubt to 
discuss this with their Service Manager in advance. 

 The section in the Code at 5.0 on ‘Declaring Offers of Hospitality or 
Gifts’ has been appropriately updated with minor additions to wording 
including cross references to the financial procedures, the addition of 
the monetary maximum value for receipt of a gift and the need for any 
offers of gifts or hospitality to be recorded in the appropriate register. 

 Under paragraph 5.6, reference to the Anti-bribery policy has been 
omitted as it is to be incorporated in to a new policy covering Fraud, 
Bribery and Corruption yet to be put to Committee. Mention will remain 
in the Code of the need for adherence to the Bribery Act 2010. 

 An addition has been made to paragraph 7.7 on ‘Balancing Rights and 
Responsibilities’ indicating that guidance for employees on the use of 
social media is available on the Zone, with this also now mentioned 
under 9.0 ‘Other Information Sources’. 

 Additional wording has been included under paragraph 8.1 in relation 
to employees making public statements, indicating that they must not 
communicate publicly about their areas of professional responsibility. 

 
The Committee is therefore asked to consider and approve these 
amendments and additions, to ensure that all relevant issues are included and 
that the Code is up-to-date. 
 

6. IMPACT 
 
The implementation of these changes to the Code of Conduct will help to give 
clarity to employees about what is expected of them in terms of conduct and 
behaviour in relation to the issues covered and should help to ensure 
compliance.  
 
An Equality and Human Rights Impact Assessment has been prepared in 
relation to this report with no negative impacts identified. 
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7. MANAGEMENT OF RISK 
 

No risks have been identified in relation to the recommendation in this report. 
 
8. BACKGROUND PAPERS 

 
 None 
 
9. REPORT AUTHOR DETAILS 

 
Keith Tennant, Team Leader, Policy and Performance 

 E-mail ktennant@aberdeencity.gov.uk 
 Tel: (01224) 523094 
 

 

mailto:ktennant@aberdeencity.gov.uk
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1.0       INTRODUCTION 

 
1.1 The public expects a high standard of conduct from all local government 

employees across Scotland and the purpose of this Code of Conduct is to set 
out the standards of conduct the Council and the public expect from 
employees and to do this unambiguously.  The Council understands that the 
vast majority of its staff meets and exceeds the expected standards every 
working day. However, it is important for your protection and for that of the 
Council to ensure the required standards are clearly and simply set out. 

 
1.2 This Code is based on the recommendations of the Nolan Committee on 

Standards of Conduct in Public Life and reflects the Council’s values as 
detailed below and the behaviours expected of employees, which can be 
found on the Zone. There is also a national Code of Conduct for Councillors 
approved by the Scottish Government and enforced through the Standards 
Commission for Scotland. 

 

1.3 The six Council values that the Code supports are: 

 1) Ensuring total commitment to customer care 

 2) Fostering a workforce where every employee is valued and given the 
opportunity to play a full part 

 3) Raising performance to a higher standard 

 4) Delivering modern, effective, efficient and accessible services to the people 
of Aberdeen  

 5) Providing strategic leadership for the community 

 6) Actively using community engagement 

 

1.4 This Code of Conduct applies to all staff employed by the Council and 
represents the Code of Conduct referred to in your contract of employment. 
Where employees have a professional Code of Conduct such as those 
published by the Scottish Social Services Council or the General Teaching 
Council this Code applies in addition to those professional codes. 

 

1.5 This Code is not designed to provide a large amount of detail and cannot 
cover every situation. Much of the detail is provided in other Council policies, 
guidance notes or in some other form. Where employees are unsure or 
cannot locate the relevant guidance, they are encouraged to ask their line 
manager for assistance or advice.  

 

1.6 This Code is also not designed to pinpoint areas where disciplinary action will 
apply or areas employees are expected to undertake in relation to their work 
performance.  
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1.7 Notwithstanding 1.6, as this Code sets out the standards of behaviour 
expected of Council staff it must also be made clear that breaches of these 
standards, in effect breaches of the Code of Conduct, could themselves result 
in disciplinary proceedings. 

 

1.8 This Code is also not designed to govern interactions between elected 
members and staff. The Council has a Code of Conduct for working with 
Councillors which can be found on the Zone.  This should be read in 
conjunction with the ‘Protocol for Relations between Councillors and 
Employees in Scottish Councils’ which forms part of the National Code of 
Conduct for Councillors, approved by the Scottish Parliament in 2003. The 
Code of Conduct for elected members can also be found on the Zone. 

 
1.9 A list of Council information locations employees may wish to consider is 

provided in Section 9 at the end of this Code. 

 

1.10 ‘The Seven Principles of Public Life’ identified by the Nolan Committee on 
standards in public life are listed below, but are altered slightly to place them 
in a local government context. 

 

2.0 THE SEVEN PRINCIPLES OF PUBLIC LIFE 

 
A. Selflessness 

You should not make decisions that will result in any financial or other benefit 
to yourself, your family, or your friends.  Decisions should be based solely on 
the council’s best interests. 
 

B. Integrity 
You should not place yourself under any financial or other obligation to an 
individual or an organisation that might influence you in your work with the 
council. 
 

C. Objectivity 
Decisions you make in the course of your work with the Council, including 
making appointments, awarding contracts, or recommending individuals for 
rewards or benefits, must be based solely on merit. 

 
D. Accountability 

You are accountable to the Council as your employer, and the Council is 
accountable to the public. 
 

E. Openness 
You should be as open as possible in all decisions and actions you take.  You 
should give reasons for your decisions and should not restrict information 
unless it is clearly required by Council policy or by the law. 
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F. Honesty 
You have a duty to declare any private interests that might affect your work 
with the council. 
 

G. Leadership 
We can all display leadership in our working lives. All staff can act as leaders 
within their unit, section, team or service. It is up to each of us to lead 
ourselves and others in the daily task of providing the best possible service to 
the citizens of Aberdeen. If you are a manager, you shoulder extra 
responsibility for demonstrating inspiring leadership that motivates your staff 
by example.  

 
2.1 General employee's duty 
 

The general standards highlighted above underpin the way each employee of 
the Council conducts his or herself during the undertaking of their work. All 
staff are ambassadors for the Council, their service and their profession and 
are expected to act in accordance with that responsibility. Employees are 
required to always do their best in their jobs and to always act to protect the 
interests of the Council. Employees are expected to carry out all proper 
instructions and observe the rules, policies and procedures laid down to 
ensure efficient working and to secure the safety of themselves and others. 

 

3.0 EQUALITIES 

 
3.1 Employees are required to familiarise themselves with the Council’s Diversity 

& Equality policy which sets out the following vision for equalities in the 
Council: 

 
“We are committed to adhering to the General Duty on public authorities 
contained in the Equality Act 2010. This is to have due regard when carrying 
out public functions to the need to eliminate unlawful discrimination, 
harassment and victimisation, advance equality of opportunity and foster good 
relations with regard to eight of the nine protected characteristics detailed in 
the Act -  Age, Disability, Gender Reassignment, Pregnancy and Maternity, 
Race, Religion or Belief, Sex and Sexual Orientation. For Marriage and Civil 
Partnerships the duty is to eliminate unlawful discrimination only. This applies 
to the Council as an employer, service provider and in relation to any 
partnership working as well as in our public duties. We are also committed to 
adhering to the Specific Duties on public authorities as set by Scottish 
Ministers to enable the better performance of the General Duty. 

We will create a culture that values all the differences that employees and 
communities bring, and which values openness, fairness, transparency and 
reward and recognition based on ability and achievement only. 

We will continually strive to maintain an environment in which people from all 
backgrounds can live and work together harmoniously by challenging unlawful 
or unfair discrimination, prejudice, stereotyping, harassment and undignified 
and disrespectful behaviour. 
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We want everyone in Aberdeen to have an equal opportunity to work, learn 
and live free from discrimination and victimisation, including those who 
experience poverty and social disadvantage.” 

 
  
3.2 Employees at all levels are expected to work towards that vision at all times.  
 
 

4.0      CONFLICTS OF INTEREST 

  
4.1 As an employee of Aberdeen City Council, you must not allow any private 

interest to influence your decisions. 
 
4.2 You must not use your position to further your own interests or the interests of 

others who do not have a right to benefit under the Council’s policies. 
 
4.3 You must not involve yourself in any decision on allocation of Council services 

or resources from which you or your family might benefit (e.g. allocation of 
council housing or assessment of housing benefit, or processing a planning 
application). You must refer such matters to your line manager immediately. 

 
4.4 Any private interest you have relating to the work of the Council must be 

declared to your line manager.  The interest may be a financial one for you; 
one that a member of the public might reasonably think could influence your 
judgement; or a financial interest that close family members or people living in 
your household have in the work of the Council.   
 

4.5 If you are a member of an organisation or club, and membership might result 
in conflict of interests in relation to any aspect of your work with the council, 
you must declare this membership to your line manager. 

 
4.6 If you are a member of a Community Council and an issue arises that might 

result in a conflict of interest with your job role in the Council, you are required 
to withdraw from any discussion or involvement in that particular issue at the 
Community Council. If you are in any doubt about whether a conflict of 
interest might apply, you are required to discuss this with your Service 
Manager in advance.     

 
4.7 You must not use your position as an employee of the Council to lobby or 

attempt to unduly influence any elected member on any issue that is personal 
to you as a resident of Aberdeen or any issue relevant to your employment by 
the Council.  

 
4.8 You must not engage in outside employment/activities that would conflict with 

your Council duties or affect your ability to perform your duties. Standing 
Order 50(1) governs other paid employment and decisions on employees 
wishing to take employment outside the Council are subject to it.  
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5.0       DECLARING OFFERS OF HOSPITALITY OR GIFTS  

 
5.1 Guidance on appropriate action 

You are personally responsible for all decisions relating to any offers of gifts 
or hospitality that you receive in the course of your employment.  If in doubt as 
to the proper course of action to take, you should seek the advice of your line 
manager.  However, it must be stressed that responsibility for any decision to 
accept an offer remains with yourself, even where you receive advice or 
authorisation to accept. 
 

5.2 General Rules 
The Code of Conduct adopted by the Council for its employees provides the 
following general approach: 

 you should treat all offers of gifts or hospitality with caution; 

 where you receive any offers of hospitality or gifts, you should be sensitive 
to the timing of decisions, which affect the provider of the offer, e.g. during 
the tendering process for letting contracts or processing an application for 
a council service such as planning, licensing or housing; 

 you should reject any offer where it might be seen as an intention to 
influence you in the discharge of your duties; 

 you should accept an offer only if you feel that by doing so you can comply 
with these guidelines.  If you feel that an offer should not be accepted, or 
that you have any doubt that it should be accepted, you should err on the 
side of caution and refuse the offer; 

 Where you decline an offer of hospitality or a gift, you should do so 
courteously and inform the offerer of the procedures and standards 
operating within the Council. 

 
5.3 Guidance - Offers of Hospitality 

Offers of hospitality may be extended to Council employees for a variety of 
reasons and whether such offers should be accepted will depend on a 
number of different factors.  You should not accept offers of hospitality unless 
you can answer “Yes” to the following questions: 

 “Can I justify this?” 

 “Can I be sure I will not be subject to legitimate criticism?” 
 

If you are in any doubt, you should seek the advice of your line manager. 
 

You must follow the Council’s policy and guidance on declaring offers of 
hospitality, and the current procedures for having any offers authorised (under 
5.10.2 of the financial procedures)   
 
You should only accept an offer of hospitality if there is a genuine need for 
you to participate in the event, to impart information or represent the Council 
in the community. 
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5.4 Guidance - Offers of Gifts 

Similar considerations apply to dealing with the receipt of gifts.  These may 
vary from items of token value where it would be churlish to refuse them, to 
items of significant value where the impression could be given that the offer is 
made either to influence your judgement or to reward you for services 
supplied or to be supplied to the offerer. 
 
In general, only small gifts of token or low value (£30 or less), such as pens, 
diaries or calendars, may be accepted. 

You must follow the Council’s policy and guidance on declaring offers of gifts, 
and the current procedures for having any offers authorised (under 5.10.2 of 
the financial procedures).   
 
 

5.5 Declaring/Accepting Offers of Gifts and Hospitality 
You must declare to your line manager all offers of hospitality or gifts (other 
than token gifts) and have them recorded in the register of gifts and 
hospitality.   

 

5.6 Corruption and Bribery 
It is important that you understand that it is a criminal offence for you corruptly 
to receive any gift, loan, fee, reward or advantage for doing or not doing 
anything, or for showing favour or disfavour to any person, in the course of 
your work with the Council. In addition, the provisions of the Bribery Act 2010 
must be adhered to by employees at all times and in all respects. The Council 
will view any allegations of bribery as a matter of gross misconduct and if 
founded the employee can expect to be dismissed from employment. 
 
 

6.0       POLITICAL NEUTRALITY 

 

6.1 The public expects you to carry out your duties in a politically neutral way, and 
this must be respected by councillors.  This principle is underlined in the 
Protocol for Relations Between Councillors and Employees in Scottish 
Councils and applies to all employees.  The political activities of a small 
number of employees are restricted by law.  Those of you holding such 
politically restricted posts will have been notified individually in writing 
confirming the restrictions, which apply to your post.  Advice on which posts 
are politically restricted and the restrictions applying to them is available from 
Human Resources.  

 
6.2 You must serve the Council and all councillors, regardless of their political 

outlook.  The Chief Executive and senior officers have ultimate responsibility 
to help to ensure that the policies of the Council are implemented.  This 
principle of equality of service to all councillors is also emphasised in the 
Protocol for Relations Between Councillors and Employees in Scottish 
Councils and applies to all employees. 
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6.3 You are required to implement the policies of the Council irrespective of your 

personal views. 
 
6.4 If you are asked by a councillor to provide assistance with a matter which is 

clearly party political or which does not have a clear link with the work of the 
Council, you should politely refuse and inform the councillor that you are 
referring the matter to your line manager. 
 

7.0 OTHER CONSIDERATIONS 

 
7.1 Appointment of Staff 

If it is part of your job to participate in or advise on the appointment of staff, 
suppliers or consultants you should not allow any personal or other 
preference to influence your judgement. Instead, you should work within the 
set down rules/processes/procedures for the selection that will best serve the 
Council in accordance with policy requirements. You must not canvass the 
support of colleagues for any particular candidate and should resist and report 
any attempt by others to canvass your support. 

 
7.2 Council property 

All property provided to you to do your job by the Council remains the property 
of the Council and must only be used for Council work. It is your responsibility 
to look after Council property as carefully as possible.  
  

7.3 Allowances 
You must observe carefully the Council's rules for claiming allowances for 
performing approved duties and for the repayment of expenses incurred for 
travel/subsistence while doing business on the Council's behalf. 

 
7.4 ICT Security  

The Council recognises the benefits of Information and Communications 
Technology (‘ICT’) and encourages the use of ICT equipment, systems and 
services in all aspects of its business. While email, the Zone intranet and the 
Internet are essential workplace tools, allowing employees unlimited access to 
these and other systems carries risks for employers.  

 
 The Council has therefore developed an ICT Acceptable Use Policy (ICT 

AUP) to set standards and provide users with clear instruction and guidance 
on what constitutes acceptable and unacceptable use. It is every ICT user’s 
responsibility to ensure they remain compliant with the ICT AUP. The ICT 
AUP can be found on the Zone but if employees have any concerns they are 
encouraged to speak to their line manager. 

 
7.5 After Leaving Employment 

Should you leave the Council for any reason either voluntarily or involuntarily 
you must return any property provided to you to undertake your job and 
ensure that any documents, data or any other information relating to your job 
at the Council is returned. You must not take any documents or data with you 
when you leave the Council.  
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7.6 Confidential information 
During the course of your work, you are likely to have access to information 
that is private and confidential. You must ensure that such information is only 
made available to those who need to know it in carrying out Council work and 
that it is never disclosed to anyone else. Never give out confidential 
information over the phone unless the caller is known to you and is authorised 
to have access to the information. It is a breach of trust to use confidential 
information for personal advantage or the advantage of anyone known to you. 
Or to make unauthorised comment on the Council's business which may bring 
the Council into disrepute. 

 
Detailed information about Data Protection and Freedom of Information can 
be found on the Zone or if you have any doubts, employees are encouraged 
to check with their line manager.  

 
7.7 Balancing Rights and Responsibilities 
 

Citizens have the right to participate in the public life of our community. 
Employees have a responsibility to the Council as their employer and to all 
those they come into contact with in the course of their employment. 
Employees must take account of both their rights and responsibilities when 
interacting with others, including at times when they are not working. It is 
unacceptable to make, publish or post defamatory or generally unacceptable 
comments, views or information about the Council, its employees, clients or 
customers (including school pupils) in any medium including social networking 
sites. In addition, it is also unacceptable to publish any photographs of clients 
or customers in same without first obtaining formal permission. This applies 
even when you are at home on your own computer or using another electronic 
device. Guidance for employees on the use of social media is available on the 
Zone. 

 
7.8 Further Information 

Employees are encouraged to familiarise themselves with those policies, 
procedures and standing orders relevant to their work to ensure they fulfill 
their duty to work within the boundaries of those frameworks. Most information 
can be found on the Zone but if employees cannot find the information they 
require, they should ask their line manager.  
 

8.0      YOUR RIGHTS AS AN EMPLOYEE 

 
8.1 Public Statements 

As a citizen, you are entitled to express your views about the Council, 
provided you do not communicate publicly about your areas of professional 
responsibility and do not make use of any private information gained through 
your work with the Council.  Nevertheless, you must not, in your work 
capacity, criticise the Council either through the media or at a public meeting 
or in any written communication with members of the public. You should also 
not make any comments in any media about your employment with the 
Council. Any views you wish to express on a Council policy issue or decision 
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must be made as a resident of Aberdeen and not as an employee of the 
Council. 

 
8.2 Access to your councillor 

As a citizen, you are entitled to raise with your councillor any complaint, which 
you have about the services of the Council.  If your complaint concerns any 
aspect of your work with the Council, however, you must make use of the 
Council’s grievance procedures. 
 

8.3 Fair and Reasonable Treatment at Work 

You are entitled to expect fair and reasonable treatment from your colleagues, 
managers and from councillors.  If you feel that you have been unfairly treated 
or have been discriminated against, you are entitled to make use of the 
appropriate council procedures. 

 
 

9.0       OTHER INFORMATION SOURCES  

 
 Aberdeen City Council HR Policies 

 
 Aberdeen City Council Customer Service Standards 

 
 Guidance on paid employment outside the Council 

 
 Guidance on contacts with the media 

 
 Guidance on the personal use of Council equipment and resources 

 
 ICT Acceptable Use Policy 

 
 The Joint Procurement Unit 

 
 The Freedom of Information (Scotland) Act 2002 

 
 Data Protection 

 
 Local Government (Access to Information) Act 1985 Summary of 

Rights of the Public 
 

 List of Standing Orders 
 

 Social Media guidance for employees 
 

 


