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INTRODUCTION 
 
Outlined below are the 10 general principles governing the conduct of all members of local 
authorities. These principles define the standards that all Members of South Kesteven District 
Council should uphold and serve as a reminder of the purpose of this Code of Conduct. 
 

THE TEN GENERAL PRINCIPLES OF PUBLIC LIFE 
 

Selflessness – Members should serve only the public interest and should never improperly 
confer an advantage or disadvantage on any person. 
 
Honesty and integrity – Members should not place themselves in situations where their 
honesty and integrity may be questioned, should not behave improperly, and should on all 
occasions avoid the appearance of such behaviour. 
 
Objectivity – Members should make decisions on merit, including when making appointments 
awarding contracts, or recommending individuals for rewards or benefits. 
 
Accountability – Members should be accountable to the public for their actions and the 
manner in which they carry out their responsibilities, and should co-operate fully and honestly 
with any scrutiny appropriate to their particular office. 
 
Openness – Members should be as open as possible about their actions and those of their 
authority, and should be prepared to give reasons for those actions. 
 
Personal judgement – Members may take account of the views of others, including their 
political groups, but should reach their own conclusions on the issues before them and act in 
accordance with those conclusions. 
 
Respect for others – Members should promote equality by not discriminating unlawfully 
against any person, and by treating people with respect, regardless of their race, age, religion, 
gender, sexual orientation or disability.  They should respect the impartiality and integrity of the 
authority’s statutory officers and its other employees. 
 
Duty to uphold the law – Members should uphold the law and, on all occasions, act in 
accordance with the trust that the public is entitled to place in them. 
 
Stewardship – Members should do whatever they are able to do to ensure that their authorities 
use their resources prudently, and in accordance with the law. 
 
Leadership – Members should promote and support these principles by leadership, and by 
example, and should act in a way that secures or preserves public confidence.
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SOUTH KESTEVEN DISRTICT COUNCIL 
 

MEMBERS’ CODE OF CONDUCT 
 
Part 1 

General provisions 
 
Introduction and interpretation 

1.  (1)  This Code applies to you as a member of an authority. 

 (2)  You should read this Code together with the general principles prescribed by the 
Secretary of State. 

 (3)  It is your responsibility to comply with the provisions of this Code. 

 (4)  In this Code— 

  "meeting" means any meeting of— 

  (a) the authority; 

  (b) the executive of the authority; 

  (c) any of the authority's or its executive's committees, sub-committees, joint 
committees, joint sub-committees, or area committees; 

  "member" includes a co-opted member and an appointed member. 
 
 (5)  In relation to a parish council, references to an authority's monitoring officer and 

an authority's standards committee shall be read, respectively, as references to 
the monitoring officer and the standards committee of the district council or 
unitary county council which has functions in relation to the parish council for 
which it is responsible under section 55(12) of the Local Government Act 2000. 

Scope 
 
2.  (1)  Subject to sub-paragraphs (2) to (5), you must comply with this Code whenever 

you—
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  (a)  conduct the business of your authority (which, in this Code, includes the 
business of the office to which you are elected or appointed); or 

 
  (b)  act, claim to act or give the impression you are acting as a representative of 

your authority, 
 
  and references to your official capacity are construed 
  accordingly. 
 
 (2)  Subject to sub-paragraphs (3) and (4), this Code does not have effect in relation 

to your conduct other than where it is in your official capacity. 
 
 (3)  In addition to having effect in relation to conduct in your official capacity, 

paragraphs 3(2)(c), 5 and 6(a) also have effect, at any other time, where that 
conduct constitutes a criminal offence for which you have been convicted. 

 
 (4)  Conduct to which this Code applies (whether that is conduct in your official 

capacity or conduct mentioned in sub-paragraph (3)) includes a criminal offence 
for which you are convicted (including an offence you committed before the date 
you took office, but for which you are convicted after that date). 

 
 (5)  Where you act as a representative of your authority— 
 
  (a)  on another relevant authority, you must, when acting for that other 

authority, comply with that other authority's code of conduct; or 
 
  (b)   on any other body, you must, when acting for that other body, comply with 

your authority's code of conduct, except and insofar as it conflicts with any 
other lawful obligations to which that other body may be subject. 

 
General obligations 
 
3.  (1)  You must treat others with respect. 
 
 (2)  You must not— 
 
  (a)  do anything which may cause your authority to breach any of the equality 

enactments (as defined in section 33 of the Equality Act 2006); 
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  (b)  bully any person; 
 
  (c)  intimidate or attempt to intimidate any person who is or is likely to be— 
 
   (i)  a complainant, 
 
   (ii)  a witness, or 
 
   (iii)  involved in the administration of any 
                                    investigation of proceedings; 
 
  in relation to an allegation that a member (including yourself) has failed to 

comply with his or her authority's code of conduct; or 
 
  (d)  do anything which compromises or is likely to compromise the impartiality 

of those who work for, or on behalf of, your authority. 

     4.  You must not— 

 (a)  disclose information given to you in confidence by anyone, or information 
acquired by you which you believe, or ought reasonably to be aware, is of a 
confidential nature, except where— 

  (i)  you have the consent of a person authorised to give it; 

  (ii)  you are required by law to do so; 

  (iii)  the disclosure is made to a third party for the purpose of obtaining 
professional advice provided that the third party agrees not to disclose the 
information to any other person; or 

  (iv)  the disclosure is— 

    (aa)  reasonable and in the public interest; and 

    (bb)  made in good faith and in compliance with   
the reasonable requirements of the authority; or
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 (b)  prevent another person from gaining access to information to which that person 
is entitled by law. 

5.  You must not conduct yourself in a manner which could reasonably be regarded as 
bringing your office or authority into disrepute. 

6.  You— 

 (a)  must not use or attempt to use your position as a member improperly to confer 
on or secure for yourself or any other person, an advantage or disadvantage; 
and 

 (b)  must, when using or authorising the use by others of the resources of your 
authority— 

  (i)  act in accordance with your authority's reasonable requirements; 

  (ii)  ensure that such resources are not used improperly for political purposes 
(including party political purposes); and 

 (c)  must have regard to any applicable Local Authority Code of Publicity made 
under the Local Government Act 1986. 

7.  (1)  When reaching decisions on any matter you must have regard to any relevant 
advice provided to you by— 

  (a)  your authority's chief finance officer; or  
 
(b)  your authority's monitoring officer, 

 where that officer is acting pursuant to his or her statutory duties. 

 (2)  You must give reasons for all decisions in accordance with any statutory 
requirements and any reasonable additional requirements imposed by your 
authority. 



Part 5 – Members Code of Conduct  257

Part 2 

Interests 
 
Personal interests 
 

8.  (1)  You have a personal interest in any business of your   authority 
where either— 

  (a)  it relates to or is likely to affect— 

    (i)   any body of which you are a member or in a position of general control 
or management and to which you are appointed or nominated by your 
authority; 

    (ii)  any body— 

       (aa)   exercising functions of a public nature; 

      (bb) directed to charitable purposes; or 

      (cc)  one of whose principal purposes includes the influence of 
public opinion or policy (including any political party or trade 
union), 

    of which you are a member or in a position of general control or 
management; 

    (iii)  any employment or business carried on by you; 

    (iv)  any person or body who employs or has appointed you; 

    (v)  any person or body, other than a relevant authority, who has made a 
payment to you in respect of your election or any expenses incurred 
by you in carrying out your duties; 

    (vi)  any person or body who has a place of business or land in your 
authority's area, and in whom you have a beneficial interest in a class 
of securities
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     of that person or body that exceeds the nominal value of £25,000 or 
one hundredth of the total issued share capital (whichever is the 
lower); 

    (vii)  any contract for goods, services or works made between your 
authority and you or a firm in which you are a partner, a company of 
which you are a remunerated director, or a person or body of the 
description specified in paragraph (vi); 

   (viii)  the interests of any person from whom you have received a gift or 
hospitality with an estimated value of at least £25; 

    (ix)  any land in your authority's area in which you have a beneficial 
interest; 

    (x)  any land where the landlord is your authority and you are, or a firm in 
which you are a partner, a company of which you are a remunerated 
director, or a person or body of the description specified in paragraph 
(vi) is, the tenant; 

    (xi)  any land in the authority's area for which you have a licence (alone or 
jointly with others) to occupy for 28 days or longer; or 

  (b)  a decision in relation to that business might reasonably be regarded as 
affecting your well-being or financial position or the well-being or financial 
position of a relevant person to a greater extent than the majority of— 

    (i)  (in the case of authorities with electoral divisions or wards) other 
council tax payers, ratepayers or inhabitants of the electoral division or 
ward, as the case may be, affected by the decision; 

    (ii)  (in the case of the Greater London Authority) other council tax payers, 
ratepayers or inhabitants of the Assembly constituency affected by the 
decision; or 
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    (iii)  (in all other cases) other council tax payers, ratepayers or inhabitants 
of your authority's area. 

 (2)  In sub-paragraph (1)(b), a relevant person is— 

  (a)  a member of your family or any person with whom you have a close 
association; or 

  (b)  any person or body who employs or has appointed such persons, any firm 
in which they are a partner, or any company of which they are directors; 

  (c)  any person or body in whom such persons have a beneficial interest in a 
class of securities exceeding the nominal value of £25,000; or 

  (d)  any body of a type described in sub-paragraph (1)(a)(i) or (ii). 

Disclosure of personal interests 

9. (1)  Subject to sub-paragraphs (2) to (7), where you have a personal interest in any 
business of your authority and you attend a meeting of your authority at which 
the business is considered, you must disclose to that meeting the existence and 
nature of that interest at the commencement of that consideration, or when the 
interest becomes apparent. 

 (2)  Where you have a personal interest in any business of your authority which 
relates to or is likely to affect a person described in paragraph 8(1)(a)(i) or 
8(1)(a)(ii)(aa), you need only disclose to the meeting the existence and nature of 
that interest when you address the meeting on that business. 

 (3)  Where you have a personal interest in any business of the authority of the type 
mentioned in paragraph 8(1)(a)(viii), you need not disclose the nature or 
existence of that interest to the meeting if the interest was registered more than 
three years before the date of the meeting. 
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 (4)  Sub-paragraph (1) only applies where you are aware or ought reasonably to be 
aware of the existence of the personal interest. 

 (5)  Where you have a personal interest but, by virtue of paragraph 14, sensitive 
information relating to it is not registered in your authority's register of members' 
interests, you must indicate to the meeting that you have a personal interest, but 
need not disclose the sensitive information to the meeting. 

 (6)  Subject to paragraph 12(1)(b), where you have a personal interest in any 
business of your authority and you have made an executive decision in relation 
to that business, you must ensure that any written statement of that decision 
records the existence and nature of that interest. 

 (7)  In this paragraph, "executive decision" is to be construed in accordance with any 
regulations made by the Secretary of State under section 22 of the Local 
Government Act 2000. 

Prejudicial interest generally 

10. (1)  Subject to sub-paragraph (2), where you have a personal interest in any 
business of your authority you also have a prejudicial interest in that business 
where the interest is one which a member of the public with knowledge of the 
relevant facts would reasonably regard as so significant that it is likely to 
prejudice your judgement of the public interest. 

 (2)  You do not have a prejudicial interest in any business of the authority where that 
business— 

  (a)  does not affect your financial position or the financial position of a person or 
body described in paragraph 8; 

  (b)  does not relate to the determining of any approval, consent, licence, 
permission or registration in relation to you or any person or body described 
in paragraph 8; or 

  (c)  relates to the functions of your authority in respect of— 
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    (i)  housing, where you are a tenant of your authority provided that those 
functions do not relate particularly to your tenancy or lease; 

    (ii)  school meals or school transport and travelling expenses, where you 
are a parent or guardian of a child in full time education, or are a parent 
governor of a school, unless it relates particularly to the school which 
the child attends; 

    (iii)  statutory sick pay under Part XI of the Social Security Contributions 
and Benefits Act 1992, where you are in receipt of, or are entitled to the 
receipt of, such pay; 

    (iv)  an allowance, payment or indemnity given to members; 

    (v)  any ceremonial honour given to members; and 

    (vi)  setting council tax or a precept under the Local Government Finance 
Act 1992. 

Prejudicial interests arising in relation to overview and scrutiny committees 

11.  You also have a prejudicial interest in any business before an overview and scrutiny 
committee of your authority (or of a sub-committee of such a committee) where— 

 (a)  that business relates to a decision made (whether implemented or not) or action 
taken by your authority's executive or another of your authority's committees, 
sub-committees, joint committees or joint sub-committees; and 

 (b)  at the time the decision was made or action was taken, you were a member of 
the executive, committee, sub-committee, joint committee or joint sub-committee 
mentioned in paragraph (a) and you were present when that decision was made 
or action was taken. 
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Effect of prejudicial interests on participation 

12.  (1)  Subject to sub-paragraph (2), where you have a prejudicial interest in any 
business of your authority— 

  (a)  you must withdraw from the room or chamber where a meeting considering 
the business is being held— 

    (i)  in a case where sub-paragraph (2) applies, immediately after making 
representations, answering questions or giving evidence; 

    (ii)  in any other case, whenever it becomes apparent that the business is 
being considered at that meeting;  

  unless you have obtained a dispensation from your authority's standards 
committee; 

  (b)  you must not exercise executive functions in relation to that business; and 

  (c)  you must not seek improperly to influence a decision about that business. 

 (2)  Where you have a prejudicial interest in any business of your authority, you may 
attend a meeting (including a meeting of the overview and scrutiny committee of 
your authority or of a sub-committee of such a committee) but only for the 
purpose of making representations, answering questions or giving evidence 
relating to the business, provided that the public are also allowed to attend the 
meeting for the same purpose, whether under a statutory right or otherwise.
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Part 3 

Registration of Members' Interests 
 
Registration of members' interests 

13. (1)  Subject to paragraph 14, you must, within 28 days of— 

  (a)  this Code being adopted by or applied to your authority; or 

  (b)  your election or appointment to office (where that is later), 

 register in your authority's register of members' interests (maintained under section 
81(1) of the Local Government Act 2000) details of your personal interests where they 
fall within a category mentioned in paragraph 8(1)(a), by providing written notification to 
your authority's monitoring officer. 

 (2)  Subject to paragraph 14, you must, within 28 days of becoming aware of any 
new personal interest or change to any personal interest registered under 
paragraph (1), register details of that new personal interest or change by 
providing written notification to your authority's monitoring officer. 

Sensitive information 

14.  (1)  Where you consider that the information relating to any of your personal 
interests is sensitive information, and your authority's monitoring officer agrees, 
you need not include that information when registering that interest, or, as the 
case may be, a change to that interest under paragraph 13. 

 (2)  You must, within 28 days of becoming aware of any change of circumstances 
which means that information excluded under paragraph (1) is no longer 
sensitive information, notify your authority's monitoring officer asking that the 
information be included in your authority's register of members' interests. 

 (3)  In this Code, "sensitive information" means information whose availability for 
inspection by the public creates, or is likely to create, a serious risk that you or a 
person who lives with you may be subjected to violence or intimidation.
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CODE OF CONDUCT FOR THE COUNCIL’S STAFF 
 
INTRODUCTION 
 
All local government staff are expected to uphold the principles of impartiality, fairness, honesty, 
openness and integrity which are the hallmarks of public service. These virtues are put in 
jeopardy if the public is given any reason to suspect that action taken by a member of staff is 
prompted or influenced by self-interest or improper motives. 
 
There is a variety of laws which influence and regulate our conduct as staff. These cover such 
matters as corrupt practices, political activity, disclosure of interest in contracts, equal 
opportunities and sexual/racial discrimination. This Code of Conduct is not intended to detract 
from those universal rules; indeed it cannot do so. Rather, it is intended to build upon them. 
 
The Code of Conduct applies to all staff. Any employee who has difficulty in interpreting it or in 
knowing exactly how it affects him or her should consult a senior manager. Any senior manager 
who is in doubt should talk to me. 
 

Chief Executive 
 
 

 
CODE OF CONDUCT 

 
STANDARDS 
 
1.  Local government staff are expected to give the highest possible standard of service to the 
public and, where it is part of their duties, to provide appropriate advice to Councillors and 
fellow staff with impartiality.  Staff will be expected, through agreed procedures and without 
fear of recrimination, to bring to the attention of their senior managers any deficiency in the 
provision of service of which they are, or are made, aware. 

 
2. Staff must report to the Monitoring Officer any impropriety or breach of procedure of which 
they are, or are made, aware 

 
DISCLOSURE OF INFORMATION 
 
3. It is generally accepted that open government is best.  The law requires that certain types of 
information must be available to members, auditors, government departments, service users 
and the public.  Staff must be aware of which information the Council is and is not open 
about, and act accordingly.  Staff must make themselves aware, after taking advice when 
necessary, of which  
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 categories or information under their jurisdiction or control must be made available or must 
be protected.  

 
4. Staff must not use any information obtained in the course of their employment for personal 
gain or benefit or pass it on to others who might use it in such a way.  Any particular 
information received by an employee from a Councillor which is personal to that Councillor 
and does not belong to the Council should not be divulged by the employee without the prior 
approval of that Councillor, except where such disclosure is required or sanctioned by the 
law. 

 
POLITICAL NEUTRALITY 
 
5. Staff serve the Council as a whole.  It follows they must serve all Councillors and not just 
those of the controlling group and must ensure that the individual rights of all Councillors be 
respected. 

 
6. Subject to the Council’s conventions, staff may also be required to advise political groups.  
They must do so in ways which do not compromise their political neutrality.  No member of 
staff may agree to attend a political group meeting without seeking the consent of the Chief 
Executive and without offering the same facility to all other groups. 

 
7. Staff, whether or not politically restricted, must follow every lawful policy of the Council and 
must not allow their own personal or political opinions to interfere with their work. 

 
8. Political assistants appointed on fixed term contracts in accordance with the Local 
Government and Housing act 1989 are exempt from the standards set in paragraph 5, 6 and 
7. [At present, South Kesteven employs no political assistants.] 

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

 
The Local Community and Service Users 
 
10. Staff should always remember their responsibilities to the community they serve and 
ensure that courteous, efficient and impartial service is delivered to all 
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 groups and individuals within that community as defined by the policies of the Council. 
  
Contractors 
 
11.Any employee who has any relationship of a business of private nature with external 
contractors, or potential contractors, must make that relationship known to the appropriate 
manager.  Orders and contracts must be awarded on merit, by fair competition against other 
tenders, and no special favour may be shown to businesses run by, for example, friends, 
partners or relatives in the tendering process.  No part of the local community should be 
discriminated either in favour of or against. 

 
12.Staff who engage or supervise contractors or have any other official relationship with 
contractors and have previously had or currently have a relationship in a private or domestic 
capacity with contractors, must declare that relationship to the appropriate manager. 

 
APPOINTMENT AND OTHER EMPLOYMENT MATTERS 
 
13.Staff involved in appointments must ensure that these are made on the basis of merit.  It 
would be unlawful for an employee to make an appointment which was based on anything 
other than the ability of the candidate to undertake the duties of the post.  In order to avoid 
any possible accusations of bias, staff must not be involved in an appointment where they 
are related to an applicant, or have a close personal relationship outside work with him or 
her.  

 
14.Similarly, staff should not be involved in decisions relating to discipline, promotion or pay 
adjustments for any other employee to whom he or she is related or with whom he or she has 
a close personal relationship outside work. 

 
OUTSIDE COMMITMENTS 
 
15.Staff whose salaries are in PM grates have conditions of service which require them to 
obtain written consent to take any outside employment.  Applications for consent must be 
made to the Head of Personnel and Training.  All staff should be clear about their contractual 
obligations and should not take outside employment which conflicts with the Council’s 
interests. 

 
16.Staff should follow the Council’s rule on the ownership of intellectual property or copyright 
created during their employment. 

 
PERSONAL INTERESTS 
 
17.Staff must declare to the Monitoring Officer any non-financial interests what they consider 
could bring about conflict with the Council’s interests
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18.If it comes to the knowledge of a member of staff that a contract in which he or she has any 
pecuniary interest, whether direct or indirect, (not being a contract to which he or she is a 
party) has been or is proposed to be entered into by the Council, he or she must, as soon as 
practicable, give written notice to the Monitoring Officer of the fact that he or she has that 
interest. 

 
19.Staff must declare to the Monitoring Officer membership of any organisation not open to the 
public without formal membership and commitment of allegiance and which has secrecy 
about rules or membership or conduct.  This includes, but is not limited to, membership of 
rotary clubs, lions clubs, round tables, Kiwanis and Masonic lodges. 

 
20.Staff are prohibited from submitting planning or building regulations applications or grant 
applications, and from carrying out work in connection with such applications, which are not 
their own or those of a close relative.  Plans submitted by staff must always clearly be 
identified by the officer’s name and relationship to the applicant. 

 
EQUALITY ISSUES 
 
21. All local government staff must ensure that policies relating to equality issues as agreed by 

the Council are compiled with in addition to the requirements of the law.  All members of the 
local community, customers and other staff have a right to be treated with fairness and 
equity.  In their interpretation of this code generally, but especially paragraphs 10 and 13, 
staff, must bear in mind the Council’s general policy statement which is set out below: 

 
“So far as is reasonably practicable, the services provided by this authority will be delivered 
fairly to all sections of the community without discrimination”. 
 
SEPARATION OF ROLES DURING TENDERING 
 
22.Staff involved in the tendering process and dealing with contractors should be clear on the 
separation of client and contractor roles within the Council.  Senior staff who have both a 
client and contractor responsibility must be aware of the need for accountability and 
openness.  

 
23.Staff in contractor or client units must exercise fairness and impartiality when dealing with all 
customers, suppliers other contractors and sub-contractors. 

 
24.Staff who are privy to confidential information on tenders or costs for either internal or 
external contractors must not disclose that information to any unauthorised part or 
organisation. 
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25.Staff contemplating a management buyout should, as soon as they have formed a definite 
intent, inform the appropriate manager and withdraw from the contract awarding processes. 

 
26. Staff should ensure that no special favour is shown to current or recent former, staff or 

Councillors or their partners, close relatives or associates in awarding contracts to 
businesses run by them or employing them in a senior or managerial capacity. 

 
CORRUPT PRACTICES 
 
27. Under various statutory provisions, staff of the Council:- 
 
 (1) Must not, under colour of office or employment, accept any fee or reward whatsoever 

other than proper remuneration; 
 
 (2) Will be guilty of a serious offence if they corruptly solicit or accept any gift or 

consideration as an inducement or reward for:- 
 

(a)  Doing or refraining from doing anything in an official capacity, or 
(b) Showing favour or disfavour to any person in an official capacity. 

 
28. Appendix 1, which forms part of this Code of Conduct, applies to all staff. 
 
USE OF FINANCIAL RESOURCES 
 
29.Staff must ensure that they use public funds entrusted to them in a responsible and lawful 
manner.   They should strive to ensure value for money to the local community and to avoid 
legal challenge to the Council.  

 
ACCEPTANCE OF GIFTS OR HOSPITALITY 
 
30.The following paragraphs are given as guidance to staff who may be offered gifts or 
hospitality.  In any case of doubt or uncertainty staff should consult the Chief Executive. 

 
 1) Staff should treat with extreme caution any offer of a gift, favour or hospitality that is 

made to them personally.  The person or organisation making the offer may be doing or 
seeking to do business with the Council or may be applying to the Council for some 
decision to be taken in his or her favour or in favour of someone with whom he or she is 
connected.   Examples could include (but are not limited to) planning permission, 
contracts, tenancies of land or buildings, and licences to operate businesses.
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 2) There are no hard and fast rules about the acceptance or refusal of hospitality or tokens 
of goodwill.  For example, working lunches may be an appropriate way of doing business 
provided they are approved either by the Council or by a senior officer and provided no 
extravagance is involved.  In the same way it may be reasonable for staff to represent 
the Council at a social function or event organised by outside persons or bodies. 

 
 3) Each member of staff is personally responsible for all decisions connected with the 

acceptance or offer of gifts or hospitality and for avoiding risk or damage to public 
confidence in local government. The offer or receipt of gifts or invitations should always 
be reported to the Monitoring Officer so that a record can be kept. 

 
31.When hospitality has to be declined, those making the offer should be courteously be firmly 
informed of the procedures and standards operated by the Council and told way hospitality 
cannot be accepted. 

 
32.Staff should not accept significant personal gifts from contractors and outside suppliers, 
although the Council will allow staff to keep insignificant items of token value such as pens 
and diaries. 

 
33.When receiving authorised hospitality staff should be particularly sensitive as to its timing in 
relation to decisions which the Council may be taking affecting those providing the hospitality. 

 
34.Acceptance by staff of hospitality through attendance at relevant conferences and courses is 
acceptable where it is clear the hospitality is corporate rather than personal and where the 
employee is satisfied that any purchasing decisions will not be compromised.  Where visits to 
inspect equipment, supplies or services are required, staff should ensure that the Council 
meets the cost of such visits to avoid jeopardising the integrity of subsequent purchasing 
decisions. 

 
SPONSORSHIP – GIVING AND RECEIVING 
 
35.Where an outside organisation wishes to sponsor or is seeking to sponsor a local 
government activity, whether by invitation, tender, negotiation or voluntary, the basic 
conventions concerning acceptance of gifts or hospitality apply.  Particular care must be 
taken when dealing with contractors or potential contractors. 

 
36. Form time to time the Council sponsors or gives grants for exhibitions, plays or 
performances, games and matches and similar cultural and sporting events.  The general rule 
is that no employee, nor any partner or relative of any 
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 employee, shall receive any benefit from such sponsorship or grant without full disclosure to, 
and approval of, the Monitoring Officer.  However, it is  common practice for the 
organisers of sponsored or grant aided events to provide a number of “free” tickets for 
distribution to members and/or staff of the Council.  The proper use of such tickets can help 
to raise the profile of the Council and the vent and can help professional staff to monitor and 
evaluate the event.  Acceptance of tickets in these circumstances is appropriate without 
notification or approval. 

 
37.“Pressure selling” takes place when a seller, usually SELLING through sales promotional 
offers such as free gifts.  Free holidays or vouchers which can be redeemed for money, 
goods or services, seeks to put pressure on “a buyer” to buy his or her goods or services 
irrespective of whether or not they represent best value for money for the Council.  It is 
essential, in the interests of sound management of the Council and the maintenance of the 
highest standards of the service of the public which are expected of the Council’s staff, that 
the full benefit of all such offers should accrue to the Council rather than to an individual 
member of staff.  Consequently 

 
 1) A member of staff who is in any way responsible for buying or advising on buying for the 

Council must report to his or her senior officer the receipt of any promotional offer and act 
on any instructions which he or she may receive. 

 
 2) Whenever such a promotional offer is made the “value for money” evaluation of the 

proposed purchase must take no account of the offer.  But is, as a result of this 
evaluation, the goods or services on offer themselves still represent the best value to the 
Council they should be bought and the promotional offer accepted on behalf of the 
Council.  At that stage the receipt of the promotional offer must be reported to the 
Monitoring Officer. 

 
APPENDIX 1 

 
PREVENTION OF FRAUD AND CORRUPTION 

GUIDANCE FOR STAFF 
 
 

INTRODUCTION 
 
1. The purpose of this guidance is to make clear the Council’s attitude to fraud and corruption 
and to advise on the action to be taken if such suspicions arise. 

 
2. It is important to understand what is meant by fraud and corruption. 
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DEFINITIONS 
 

3. Fraud is the intentional change of financial or other record which is carried out to conceal the 
taking or misuse of the Council’s property for personal benefit or gain. 

 
4. It is important to distinguish between error and fraud.  Consideration must be given to 
whether errors have been made accidentally of there has been an intent to deceive. 

 
5. Corruption is the offering or acceptance of an inducement or reward which may influence the 
actions taken by or on behalf of the Council. 

 
THE OBJECTIVE 
 
6. It is the Council’s objective to ensure that everyone: 
 
- is aware of how seriously fraud and corruption is viewed; 
- feels confident he or she can express any concerns; 
- is aware of the routes available to express those concerns. 

 
POLICY 

 
7. The Council believes there must be public confidence in the administration of public funds.  
Any dishonest act damages that confidence.  The financial loss may be small; the damage to 
our reputation can be great. 

 
8. Any suggestion of fraud or corruption is regarded very seriously.  The Council is committed to 
detecting any such activities. 

 
STAFF RESPONSIBILITIES 

 
9.  It is never easy to report concerns about possible financial irregularities. Nevertheless, it is 
everyone’s responsibility to report any such concerns at the earliest opportunity. 

 
10.If you are uncertain whether a particular practice or course of action is unacceptable, ask 
about it before, not after, the event.  DO NOT hide your suspicions or keep your line manger 
(or higher authority if necessary) in the dark. 

 
ROUTES OF COMMUNICATION 
 
11.In order to alleviate any worries about taking such action, concerns may be reported to any 
one of:- 
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� Your chief officer or head of section 
� The Chief Executive 
� The Monitoring Officer 
� Internal Audit 

 
OTHER ARRANGEMENTS TO ALLEVIATE CONCERN 

 
12. Anonymity will be protected. 
 
13. In very exceptional circumstances, if you feel inhibited from raising the issue internally, 
the matter may be drawn to the attention of the District Auditor on Lincoln 01522 568088. 

 
14. It is the responsibility of management: 
 

� To take notice of everyone’s concerns about his or her future; 
 

� To treat any attempt to victimise someone or to deter him or her from raising concerns 
about fraud and corruption as a serious disciplinary matter; 

 
� To make someone reporting concerns aware of the outcome of the investigation and of 

any action that is proposed; 
 

� To treat any abuse of this process by raising unfounded or malicious allegations as a 
serious disciplinary matter.  
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 “Every local authority should have its own written 
statement or protocol governing relations between members and officers.”   

(Third report of the Committee on Standards in Public Life – The Nolan Committee) 
 
Preamble 
 
1. Mutual trust and respect between members and officers is at the heart of a Council’s good 

governance.  They are essential if the partnership necessary for the effective running of a 
local authority is to succeed. 

 
2. This may seem obvious.  But what happens when relationships go awry? Where can 

members and officers turn for guidance? What mechanisms exist for addressing concerns? 
How can matters be improved? 

 
3. Such questions point to the need for a written guide to the basic elements of the relationship 

between members and officers – a protocol: 
 

• to promote trust, openness, fairness and honesty by establishing some ground rules; 

• to define roles so as: 
- to clarity responsibilities (i.e. who does what), 
- to avoid conflict, and 
- to prevent duplication or omission; 

• to secure compliance with the law, codes of conduct and a Council’s own practices; and 

• to lay down procedures for dealing with concerns by members and officers. 
 
4. A protocol should be recognised both as a central element of a Council’s corporate 

governance, and as a commitment to upholding standards of conduct in public life. It’s one 
way of demonstrating to the public at large that local government is serious about protecting 
and enhancing its integrity and reputation.  It should also be noted that his protocol applies 
to all forms of electronic communications including e-mails etc. 

 
Definitions  
 
5.  Unless the context indicates otherwise, references to the term Council include the Executive, 

Policy Development Groups, Scrutiny committees, and other committees and sub-
committees.  

 
6.  For the purposes of this protocol, the term Executive refers to the Leader and Cabinet.  
 
7.  Unless the context indicates otherwise, the terms member and members include non-elected 

(i.e. co-opted) members as well as elected Councillors.  
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8.  Officers and staff mean all persons employed by the Council.  
 
9.  Senior officer has the meaning of an officer of the Council appointed to a post on a PM 

salary grade.   
 
10. Designated Finance Officer means the officer exercising the duties prescribed by law for the 

financial administration of the Council.  
 
Principles  
 
11. Members and officers must at all times observe this protocol.  
 
12. The protocol has been approved by the Full Council and Council’s Standards Committee 

who will monitor its operation 
 
13. The protocol seeks to maintain and enhance the integrity (real and perceived) of local 

government which demands the highest standards of personal conduct.  
 
14. Members and officers must always respect the roles and duties of each other. They must 

show respect in all their dealings by observing reasonable standards of courtesy, and by not 
seeking to take unfair advantage by virtue of their position.  

 
15. Whilst members and officers are indispensable to one another, their responsibilities are 

distinct. Members are accountable to the electorate and serve only as long as their term of 
office lasts. Officers are accountable to the Council as a whole. Their job is to give advice to 
members (individually and collectively) and to carry out the Council’s work under the 
direction of the Council.  

 
16. The Council has adopted codes of conduct for both members and officers. Both represent 

best practice. The members’ code follows the national code which in turn is based on the 
general principles governing members’ conduct enshrined in law, viz: 

 

• Selflessness – serving only the public interest.  

• Honesty and integrity – not allowing these to be questioned; not behaving improperly. 

• Objectivity – taking decisions on merit. 

• Accountability – to the public; being open to scrutiny. 

• Openness – giving reasons for decisions. 

• Personal judgement – reaching one’s own conclusions and acting accordingly. 

• Respect for others – promoting equality; avoiding discrimination; respecting others 
(member/member as well as member/officer). 

• Duty to uphold the law – not acting unlawfully
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• Stewardship – ensuring the prudent use of a Council’s resources. 

• Leadership – acting in a way which has public confidence. 
 
17. These principals underpin this protocol.  They will also be reflected in a new national code of 

conduct for employees due in the near future and on which the Office of the Deputy Prime 
Minister began a three months’ consultation period in August 2004. 

 
18. Until such time as a new national code appears, officers are bound by the Council’s own 

code of conduct for staff and, in some cases, by the codes of their professional associations.  
 
19. Breaches of this protocol by a member may result in a complaint to the Standards Board for 

England if it appears the members’ code has also been breached. Breaches by an officer 
may lead to disciplinary action.  

 
The role of members  
 
20. Members have a number of roles and need to be alert to the potential for conflicts of interest 

which may arise between the roles. Where such conflicts are likely, members may wish to 
seek the advice of senior colleagues, the relevant senior officer(s), and/or the Monitoring 
Officer.  

 
21. Collectively, members are the ultimate policy-makers determining the core values of the 

Council and approving the authority’s policy framework, strategic plans and budget. 
 
22. Members represent the community, act as community leaders and promote the social, 

economic and environmental well-being of the community often in partnership with other 
agencies.  

 
23. Every elected-member represents the interests of, and is an advocate for, his/her ward 

[division] and individual constituents. He/she represents the Council in the ward, responds to 
the concerns of constituents, meets with partner agencies, and often serves on local bodies.  

 
24. Some members have roles relating to their position as members of the Executive, the 

Scrutiny Committee, Policy Development Groups or other committees and sub-committees 
of the Council.  

 
25. Members of the Executive can have individual delegated powers. They may determine 

matters within their portfolios but implementation of their decisions is the responsibility of 
officers.  

 
26. Members serving on the Scrutiny Committee or Policy Development Groups monitor the 

effectiveness of the Council’s policies and services, develop policy proposals
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  and examine community issues. They also monitor local health service provision.  
 
27. Members who serve on other committees and sub-committees collectively have delegated 

responsibilities, e.g. deciding quasi-judicial matters which by law are excluded from the remit 
of the Executive.  

 
28. Some members may be appointed to represent the Council on local, regional or national 

bodies. 
 
29. As politicians, members may express the values and aspirations of the party political groups 

to which they belong, recognizing that in their role as members they have a duty always to 
act in the public interest.  

 
30. Members are not authorised to instruct officers other than: 
  

• through the formal decision-making process; 

• to request the provision of consumable resources provided by the Council for 
members’ use; 

• where staff have been specifically allocated to give support to a member or group of 
member; and 

• in the case of political assistants. 
 
31. Members are not authorised to initiate or certify financial transactions, or to enter into a 

contract on behalf of the Council except in accordance with the Council’s Financial 
Regulations and Standing Orders as it applies to members who are Cabinet Portfolio 
Holders. 

 
32. Members must avoid taking actions which are unlawful, financially improper or likely to 

amount to maladministration. Members have an obligation under their code of conduct to 
have regard, when reaching decisions, to any advice provided by the Monitoring Officer or 
the designated Finance Officer.  

 
33. Members must respect the impartiality of officers and do nothing to compromise it, e.g. by 

insisting that an officer change his/her professional advice. 
 
34. Members have a duty under their code of conduct: 
 

• to promote equality by not discriminating unlawfully against any person, and 

• to treat others with respect. 
 
35. Under the code, a member must not when acting as a member or in any other capacity: 
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• bring the Council or his/her position as a member into disrepute, or  

• use his/her position as a member improperly to gain an advantage or disadvantage for 
his/herself of any other person. 

 
The role of officers  
 
36. Officers are responsible for giving advice to members to enable them to fulfil their roles. In 

doing so, officers will take into account all available relevant factors.  
 
37. Under the direction and control of the Council (including, as appropriate, the Executive, 

committees, sub-committees or panels), officers manage and provide the Council’s services 
within the framework of responsibilities delegated to them. This includes the effective 
management of employees and operational issues.  

 
38. Officers have a duty to implement decisions of the Council, the Executive, committees and 

sub-committees which are lawful, and which have been properly approved in accordance 
with the requirements of the law and the Council’s Constitution, and duly minuted.  

 
39. Officers have a contractual and legal duty to be impartial. They must not allow their 

professional judgement and advice to be influenced by their own personal views.  
 
40. Officers must assist and advise all parts of the Council. They must always act to the best of 

their abilities in the best interests of the authority as expressed in the Council’s formal 
decisions.  

 
41. Officers must be alert to issues which are, or are likely to be, contentious or politically 

sensitive and be aware of the implications for members, the media or other sections of the 
public. 

 
42. Officers have the right not to support members in any role other than that of member, and 

not to engage in actions incompatible with this protocol. In particular, there is a statutory 
limitation on officers’ involvement in political activities.  

 
The relationship between members and officers: general  
 
43. The conduct of members and officers should be such as to instill mutual confidence and 

trust. 
 
44. The key elements are recognition of and a respect for each other’s roles and responsibilities. 

These should be reflected in the behaviour and attitude of each to the other, both publicly 
and privately. 
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45. Informal and collaborative two-way contact between members and officers is encouraged. 
But personal familiarity can damage the relationship, as might a family or business 
connection.  

 
46. It is not enough to avoid actual impropriety. Members and officers should always be open 

about their relationships to avoid any reason for suspicion and any appearance of improper 
conduct. Where a personal relationship has been disclosed, those concerned should avoid a 
situation where conflict could be perceived. Specifically, a member should not sit on a body 
or participate in any decision which directly affects the officer on a personal basis.  

 
48. Officers serve the Council as a whole. They have a duty to implement the properly 

authorised decisions of the Council. 
  
49. With the exception of political assistants, officers work to the instructions of their senior 

officers, not individual members. It follows that, whilst such officers will always seek to assist 
a member, they must not be asked to exceed the bounds of authority they have been given 
by their managers. Except when the purpose of an enquiry is purely to seek factual 
information, members should normally direct their requests and concerns to a senior officer, 
at least in the first instance.  

 
50. Officers will do their best to give timely responses to members’ enquiries. However, officers 

should not have unreasonable requests placed on them. Their work priorities are set and 
managed by senior managers. Members should avoid disrupting officers’ work by imposing 
their own priorities.  

 
51. Members will endeavour to give timely responses to enquiries from officers. 
 
52. An officer shall not discuss with a member personal matters concerning him/herself or 

another individual employee.  This does not prevent an officer raising on a personal basis, 
and in his/her own time, a matter with his/her ward [division] member. 

 
53. Members and officers should respect each other’s free (i.e. non-Council) time. 
 
The Council as employer  
 
54. Officers are employed by the Council as a whole.  
 
55. Members’ roles are limited to:  
 

• the appointment of specified senior posts, 

• determining human resources policies 

• hearing and determining appeals. 
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56. Members shall not act outside these roles. 
 
57. If participating in the appointment of officers, members should: 
  

• remember that the sole criterion is merit (other than in the case of political consideration 
may apply), 

• never canvass support for a particular candidate, 

• not take part where one of the candidates is a close friend or relative,  

• not be influenced by personal preferences, and 

• not favor a candidate by giving him/her information not available to the other candidates. 
 
58. A member should not sit on an appeal hearing if the appellant is a friend, a relative, or an 

officer with whom the member has had a working relationship. 
 

Chairman and officers  
 
59. Officers will respect the position of Chairman of the Council and provide appropriate 

support.  
 
Executive members and officers  
 
60. Executive members will take decisions in accordance with the Constitution and will not 

otherwise direct staff. Senior officers will be responsible for instructing staff to implement the 
Executive’s decisions.  

 
61. In addition to individual members of the Executive, senior officers (including the Monitoring 

Officer and the designated Finance Officer) have the right to submit papers to the Executive 
as a whole or to individual Executive members for consideration.  

 
62. Senior officers and Executive members shall agree mutually convenient methods of regular 

contact. Before taking any formal decisions, the Executive will seek appropriate professional 
advice including, without exception, the Monitoring Officer and designated Finance Officer, 
and will not require officers to undertake actions which adversely affect their reputation for 
impartiality.  Officers have a duty to prepare reports on request of senior members and these 
reports will normally include recommendations.  These recommendations must accord with 
their own impartial and professional judgment.  Members must not instruct, or exert undue 
influence, on officers with regard to the content of recommendations 

 
63. Before any formal decisions with a financial implication are taken by the Executive, the 

Finance Officer and the senior officer(s) for the service(s) concerned must be consulted. 
This is to ensure that those officers who are budget holders:
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• are aware of the proposed decision, 

• have the opportunity to offer advice, and 

• are subsequently able properly to authorise the financial transactions needed to 
implement decisions. 

 
64. An individual Executive member who is minded to write or commission a report or to make a 

decision about a matter within his/her portfolio should use their best endeavours to ensure 
that those other members and officers who need to know of the matter are so informed. 
There is a particular requirement to involve other Executive members on cross-cutting 
issues.  

 
65. Executive members when making decisions (whether collectively or individually) must state 

the reasons for those decisions. The written record of the decisions must include the 
reasons.  

 
66. Officers taking decisions under their delegated powers must consider the advisability of 

informing the relevant Executive member(s) and Chairmen of the Scrutiny Committee and 
the relevant Policy Development Group of their intentions in advance when the matter to 
which the decisions relates is likely to be sensitive or contentious, or has wider policy 
implications.  

 
Scrutiny, Policy Development and officers  
 
67. The Chairman and Vice Chairman of the Scrutiny Committee and all the Policy Development 

Groups shall maintain regular contact with the officer(s) providing the principal support to the 
scrutiny and policy development function. In consultation with the relevant Chairmen, it shall 
be the responsibility of the latter to ensure that those who need to know of matters being 
considered of for possible future consideration are so informed. 

 
68. The Scrutiny Committee or a Policy Development Group or their chairman acting on their 

behalf may require officers to attend Scrutiny Committee or Policy Development Group 
meetings. Members should not normally expect junior officers to give evidence. All requests 
should be made to senior officers in the first instance.  

 

69. When making requests for officer attendance, Scrutiny Committee or Policy Development 
Group members shall have regard to the workload of officers.  

 
70. It is recognized that officers required to appear before the Scrutiny Committee or a Policy 

Development Group may often be those who have advised the Executive or another part of 
the Council on the matter under investigation. In these circumstances, an officer may have a 
conflict of interest. Both members and officers need to consider the severity of the conflict. If 
deemed appropriate, research and advice may be sought elsewhere – from the Council’s 
dedicated overview and scrutiny support unit or externally. 
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71. Subject to 72 below, officers should be prepared to justify advice given to the Council, the 
Executive, or other committees and sub-committees even when the advice was not 
accepted.  

 
72. Officers must also be prepared to justify decisions they have taken under delegated powers.  
 
73. In giving evidence, officers must not be asked to give political views. 
 
74. Officers should respect members in the way they respond to members’ questions.  
 
75. Members should not question officers in a way which could be interpreted as harassment. 

Neither should they ask about matters of a disciplinary nature.  
 
76. Scrutiny Committee or Policy Development Group proceedings must not be used to 

question the capability or competence of officers. Chairmen and members need to make a 
distinction between reviewing the policies and performance of the Council and its services, 
and appraising the personal performance of staff. The latter is not a function of the Scrutiny 
Committee or Policy development Groups.  

 
77. In exercising the right to call-in a decision of the Executive, members must seek officer 

advice if they consider the decision is contrary to the Council’s approved plans, policies or 
frameworks, or is unlawful. 

 
Members of other committees or sub-committees and officers  
 
78. The appropriate senior officers will offer to arrange regular informal meetings with chairmen, 

vice-chairmen, and spokesmen of committees and sub-committees.  
 
79. Senior officers (including the Monitoring Officer and the designated Finance Officer) have 

the right to present reports and give advice to committees and sub-committees.  
 
80. Members of a committee or sub-committee shall take decisions within the remit of that 

committee or sub- committee, and will not otherwise instruct officers to car. 
 
81. At some committee or sub-committee meetings, a resolution may be passed which 

authorises a named officer to take action between meetings in consultation with the 
chairman. In these circumstances it is the officer, not the chairman, who takes the action and 
is responsible for it. A chairman has no legal power to take decisions on behalf of a 
committee or sub-committee; neither should he/she apply inappropriate pressure on the 
officer.  
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Party groups and officers  
 
82. Senior officers may properly be asked to contribute to deliberations of matters concerning 

Council business by party groups.  
 
83. Officers have the right to refuse such requests, and will normally not attend a meeting of a 

party group where some of those attending are not members of the Council.  
 
84. Officer support will not extend beyond providing factual information or professional advice in 

relation to matters of Council business. Officers must not be involved in advising on matters 
of party business, and therefore should not be expected to be present at meetings or parts 
of meetings when such matters are to be discussed. 

 
85. Party group meetings are not empowered to make decisions on behalf of the Council, and 

conclusions reached at such meetings do not rank as formal decisions.  The presence of an 
officer confers no formal status on such meetings in terms of Council business and must not 
be interpreted as doing so. 

 
86. Where officers provide factual information and advice to a party group in relation to a matter 

of Council business, this is not a substitute for providing all the necessary information and 
advice when the matter in question is formally considered by the relevant part of the Council. 

 
87. It must not be assumed that an officer is supportive of a particular policy or view considered 

at a party group meeting simply because he/she has attended or provided information to the 
meeting.  

 
88. Officers will respect the confidentiality of any party group discussions at which they are 

present and, unless requested to do so by that party group, will not relay the content of such 
discussions to another party group or to any other members. This shall not prevent an officer 
providing feedback to other senior officers on a need-to-know basis.  

 
89. In their dealings with party groups, officers must treat each group in a fair and even-handed 

manner.  
 
90. Members must not do anything which compromises or is likely to compromise officers’ 

impartiality.  
 
91. The duration of an officer’s attendance at a party group meeting will be at the discretion of 

the group, but an officer may leave at any time if he/she feels it is no longer appropriate to 
be there.  

 



Part 5– Member/Officer Protocol 284

92. An officer accepting an invitation to the meeting of one party group shall not decline an 
invitation to advise another group about the same matter.  He/she must give substantially 
the same advice to each. 

 
93. An officer who is not a senior officer shall not be invited to attend a party group meeting, but 

a senior officer may nominate another officer to attend on his/her behalf. 
 
94. An officer should be given the opportunity of verifying comments and advice attributed to 

him/her in any written record of a party group meeting.  
 
95. No member will refer in public or at meetings of the Council to advice or information given by 

officers to a party group meeting.  
 
96. At party group meetings where some of those present are not members of the Council, care 

must be taken not to divulge confidential information relating to Council business. Persons 
who are not members are not bound by the members’ code of conduct. They do not have 
the same rights to Council information as members.  

 
97. Any particular cases of difficulty or uncertainty in relation to this part of the protocol should 

be raised with the Chief Executive and the relevant party group leader.  
 
98. Where an officer prepares a report for a political group, the Chief Executive will advise all 

other groups that the report has been prepared and will provide a copy of that report to any 
group upon request.  Also the Chief Executive will advise all other groups that an officer has 
attended a political group meeting and the subject upon which he or she did advise. 

 
Local members and officers  
 
99. To enable them to carry out their ward role effectively, members need to be fully informed 

about matters affecting their ward. Senior officers must ensure that all relevant staff are 
aware of the requirement to keep local members informed, thus allowing members to 
contribute to the decision-making process and develop their representative role. 

 
100.    This requirement is particularly important: 
 

• during the formative stages of policy development, where practicable, 

• in relation to significant or sensitive operational matters,  

• whenever any form of public consultation exercise is undertaken, and 

• during a scrutiny or policy development investigation. 
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101. Issues may affect a single ward. Where they have a wider impact, a number of local 
members will need to be kept informed.  

 
102.  Whenever a public meeting is organised by the Council to consider a local issue, all the 

members representing the wards affected should be invited to attend the meeting as a 
matter of course.  

 

103. If a local member intends to arrange a public meeting on a matter concerning some aspect 
of the Council’s work, he/she should inform the relevant officer. Provided the meeting has 
not been arranged on a party political basis: 

 

• an officer may attend but is not obliged to do so, and the meeting may be held in Council- 
owned premises. 

 
104. No such meetings should be arranged or held in the immediate run-up to Council elections 

(i.e. after the issue of the notice of election). 
 

105. Whilst support for members’ ward work is legitimate, care should be taken if staff are asked 
to accompany members to ward surgeries.  In such circumstances: 

 

• the surgeries must be open to the general public, and 

• officers should not be requested to accompany members to surgeries held in the offices 
or premises or political parties. 

 
106. Officers must never be asked to attend ward or constituency political party meetings.  
 

107. It is acknowledged that some Council staff (e.g. those providing dedicated support to 
Executive members) may receive and handle messages for members on topics unrelated to 
the Council. Whilst these will often concern diary management, care should be taken to 
avoid Council resources being used for private or party political purposes.  

 
108.  In seeking to deal with constituents’ queries or concerns, members should not seek to jump 

the queue but should respect the Council’s procedures. Officers have many pressures on 
their time. They may not be able to carry out the work required by members in the requested 
timescale, and may need to seek instructions from their managers.  

 
Members’ access to documents and information  
 
109. This part of the protocol should be read in conjunction with the Access to Information Rules 

in the Council’s Constitution.  
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110.  Members may request senior officers to provide them with such information, explanation and 
advice as they may reasonably need to assist them to discharge their roles as members. 
This may range from general information about some aspect of the Council’s services to 
specific information on behalf of a constituent. Where information is requested on behalf of a 
third party, it will only be provided if: 

 

• it is in the public domain, and 

• it is not barred by the Data Protection Act from being given. 

• it relates to the member’s role as a ward Councillor or to any role the member has been 
appointed to by the Council. 

 
111. Every member of the Executive, Scrutiny Committee, Policy Development Group, and/or any 

other committee or sub-committee has a right to inspect documents about the business of 
that group, committee or sub-committee or the Executive. 

 
112. A member who is not a member of a specific Policy Development Group, other committee or 

sub-committee, or the Executive may have access to any document of that specific part of 
the Council provided: 

 

• he/she can demonstrate a reasonable need to see the documents in order to carry out 
his/her roles as a member (the “need to know” principle), and the documents do not 
contain “confidential” or “exempt” information as defined by the law. 

 
113. Disputes as to the validity of a member’s request to see a document on a need to know 

basis will be determined by the Monitoring Officer. Officers should seek his/her advice if in 
any doubt about the reasonableness of a member’s request. 

  
114.  A member should obtain advice from the Monitoring Officer in circumstances where he/she 

wishes to have access to documents or information:  
 

• where to do so is likely to be in breach of the Data Protection Act, or  

• where the subject matter is one in which he/she has a personal or prejudicial interest as 
defined in the members’ code of conduct. 

 
115. Information given to a member must only be used for the purposes for which it was 

requested. 
 

116. It is an accepted convention that a member of one party group will not have a need to know 
and therefore a right to inspect a document which forms part of the internal workings of 
another party group. 

 



Part 5– Member/Officer Protocol 287

117. Members and officers must not disclose information given to them in confidence without the 
consent of a person authorised to give it, or unless required by law to do so. 

 
118. When requested to do so, officers will keep confidential from other members advice 

requested by a member. 
 
119. Members and officers must not prevent another person from gaining access to information to 

which that person is entitled by law. 
 

Media relations  
 

120.  All formal relations with the media must be conducted in accordance with the Council’s 
agreed procedures and the law on local authority publicity.  

 
121.  Press releases or statements made by officers must promote or give information on Council 

policy or services. They will be factual and consistent with Council policy. They cannot be 
used to promote a party group.  

 
122.  Officers will keep relevant members informed of media interest in the Council’s activities, 

especially regarding strategic or contentious matters.  
 

123. Before responding to enquiries from the media, officers shall ensure they are authorised to 
do so. 

 
124. Likewise, officers will inform the Council’s public relations office of issues likely to be of 

media interest, since that unit is often the media’s first point of contact.  
 

125. If a member is contacted by, or contacts, the media on an issue, he/she should: 
 

• indicate in what capacity he/she is speaking (e.g. as ward member, in a personal 
capacity, as an Executive member, on behalf of the Council, or on behalf of a party 
group);  

•      be sure of what he/she wants to say or not to say 

• if necessary, and always when he/she would like a press release to be issued, seek 
assistance from the Council’s press office [or similar] and/or relevant senior officer, 
except in relation to a statement which is party political in nature; 

• consider the likely consequences for the Council of his/her statement  (e.g. commitment 
to a particular course of action, image, allegations of jumping to conclusions); 

• never give a commitment in relation to matters which may be subject to claims from third 
parties and/or are likely to be an insurance matter; 

• consider whether to consult other relevant members; and 
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• take particular care in what he/she says in the run-up to local or national elections to 
avoid giving the impression of electioneering, unless he/she has been contacted as an 
election candidate or political party activist. 

 
Correspondence  
 

126. Correspondence between an individual member and an officer should not be copied to 
another member unless the author expressly intends and states that this is the case or 
consents. Where correspondence is copied, this should always be made explicit, i.e. there 
should be no “blind” copies.  

 
127. Official letters written on behalf of the Council should normally be in the name of the 

relevant officer. It may be appropriate in some circumstances (e.g. representations to a 
Government Minister) for letters to appear in the name of an Executive member or the 
chairman of a Policy Development Group. 

 
128. The Chairman may initiate correspondence in his/her own name.  
 

129. Letters which create legally enforceable obligations or which give instructions on behalf of 
the Council should never be sent in the name of a member.  

 
130. When writing in an individual capacity as a ward member, a member must make clear that 

fact.  
 

Use of Council resources  
 

131.  The Council provides all members with services such as typing, printing and photocopying, 
and goods such as stationery and computer equipment, to assist them in discharging their 
roles as members of the Council. These goods and services are paid for from the public 
purse. They should not be used for private purposes or in connection with party political or 
campaigning activities. 

 
132. Members should ensure they understand and comply with the Council’s own rules about the 

use of such resources, particularly:  
 

• where facilities are provided in members’ homes at the Council’s expense;  

• in relation to any locally-agreed arrangements e.g. payment for private photocopying; 
and 

• regarding ICT security. 
 

133. Members should not put pressure on staff to provide resources or support which officers are 
not permitted to give. Examples are: 

 

• business which is solely to do with a political party; 

• work in connection with a ward or constituency party political meeting; 

• electioneering
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• work associated with an event attended by a member in a capacity other than as a 
member of the Council; 

• private personal correspondence; 

• work in connection with another body or organization where a member’s involvement is 
other than as a member of the Council; and 

• support to a member in his/her capacity as a Councillor of another local authority. 
 
Interpretation, complaints and allegations of breaches 
 

134. This part of the protocol should be read in conjunction with any “whistle blowing” policy the 
Council may have. 

 
135. Members of officers with questions about the implementation of interpretation of any part of 

this protocol should seek the guidance of the Monitoring Officer. 
 
136. A member who is unhappy about the actions taken by, or conduct of, an officer should: 
 

• avoid personal attacks on, or abuse of, the officer at all times, 

• ensure that any criticism is well founded and constructive,  

• should speak to the Chief Executive in the first instance, 

• should not make public comments on the matter before it has been investigated by the 
Chief Executive. 

• Complaints concerning the Chief Executive should be referred to the Head of Human 
Resources and/or the Monitoring Officer. 

• Formal complaints (i.e. those made in writing) concerning the Chief Executive should be 
referred to the Monitoring Officer and the Chari of the Performance Panel to determine 
the most appropriate procedure for their consideration.01/09 

 
137. If direct discussion with the officer is inappropriate (e.g. because of the seriousness of the 

concern) or fails to resolve the matter, the member should raise the issue with the officer’s 
manager or the relevant senior officer. 

 
138. A serious breach of this protocol by an officer may lead to an investigation under the 

Council’s disciplinary procedure. 
 
139. An officer who believes a member may have acted other than in accordance with this 

protocol should raise his/her concern with the Monitoring Officer.  He/she will, consider how 
the complaint or allegation should be dealt with.  At a minor level, this may be no more than 
informally referring the matter to the leader of the relevant party group.  More serious 
complaints may involve alleged breaches of the members’ code of conduct, and may be 
referred to the Standards Board for England. 
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MEMBERS ALLOWANCE SCHEME 
 

2009/10 
 

BASIC ALLOWANCE 
Payable to every Councillor  

£4,345 per annum 

SPECIAL RESPONSIBILITY ALLOWANCES  

Leader of the Council  £14,120 per annum 

Deputy Leader of the Council £9,775 per annum 

Cabinet Member £8,690 per annum 

Development Control Committee Chairman £3,260 per annum 

Development Control Committee Vice-

Chairman 

£1,088 per annum 

Licensing Committee Chairman £2,173 per annum 

Licensing Committee Vice-Chairman £724 per annum 

Policy Development Group Chairman £2,897 per annum 

Policy Development Group Vice-Chairman £967 per annum 

Scrutiny Committee Chairman £2,897 per annum 

Scrutiny Committee Vice-Chairman £1,448 per annum 

Standards Committee Chairman £2,173 per annum 

Standards Committee Vice-Chairman £1,448 per annum 

Co-opted members of the Standards 

Committee 

£542 per annum 

Opposition £3,260 per annum 

Constitution Committee Chairman £2,897 per annum 

Constitution Committee Vice-Chairman £967 per annum 

Governance & Audit Committee Chairman £3,260 per annum 

Governance & Audit Committee Vice-

Chairman 

£1,088 per annum 

 
Any member entitled otherwise to more than one special responsibility allowance shall only be 
entitled to take one such allowance that being the highest. 
 
Childcare and carers allowance: An allowance for child care and carers at £5.52 per hour is 
payable, subject to a ceiling of £1,102.31 per annum per Councillor, payable for approved 
duties. 
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 Travelling Expenses (elected members and non-elected co-opted members)  
 
40 pence per mile irrespective of the cc of the car. 
 
Travelling expenses are payable for the following: 
 
1. Full Council meetings 

 
2. Cabinet, Committee or sub Committee meetings of which a member or has been invited 

to attend such meeting.  If not a member of the committee or not invited to attend such a 
meeting no travel expenses are payable. 

 
3. Outside bodies to which the Council makes nominations/appointments (but not 

representation on school governing bodies) and has been ‘sent’ as a nominee of the 
Council. 

 
4. Meetings in effect ‘set-up’ by the Council, such as working groups provided membership 

includes more than one political group or group leaders meetings. 
  
5. Meetings of the various tiers of the Local Government Association. 
 
6. Planning site visits as a rostered member of the Development Control Committee, not as a 

local representative pursuing constituency interests. 
 
7. Seminars, conferences and similar informal meetings at the behest of Committees. 
 
8. Other meetings ‘for the Council’ such as staff appointments, training seminars and 

meetings with officers in connection with a member’s portfolio (not normal constituency 
business). 

 
9. Duties, which are undertaken in connection with being a Cabinet Portfolio holder, 

Chairman/Vice Chairman of a PDG, Chairman/Vice Chairman of Regulatory Committees 
such as briefing meetings, visits & opening tenders. 

 
Subsistence Expenses 
 
Reimbursement of actual costs incurred to a maximum of; 
 
Breakfast Allowance  
 
An absence of at least 4 hours before 11am  - £5.70 
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Lunch Allowance 
 

An absence of at least 4 hours including  
the whole of noon to 2pm     -£7.90 
 

Tea Allowance 
 
An absence of at least 4 hours including 
the whole of the period 3pm – 6pm   -£3.10 
 
Evening Meal Allowance 
 
An absence of at least 4 hours ending after 7pm -£9.60 
 
Overnight Absence 
 
In the case of an absence overnight from the usual place of residence – full cost of reasonable 
& necessary expenses. 
 
Additional Guidance for Subsistence Entitlement; 
 
1. Entitlement for Subsistence applies the same as travelling expenses when claiming for 

duties outside the District. 
  
2. Entitlement for Subsistence when attending the main Council Offices or within the district 

should only be when attending two separate meetings (as defined at travelling expenses 
numbers 1 to 8).   Note number 9 duties undertaken in connection with being Cabinet 
portfolio holder or chairman/vice chairman of a PDG such as briefing meetings etc do not 
count for the purposes of entitlement to subsistence.  

 
3. In the case of an absence overnight from the usual place of residence full cost of 

reasonable and necessary expenses are payable.  With regard to meals claimed 
reference will be made to the normal allowances, taking account of any unavoidable 
captive charges.  The Director of Finance & Strategic Resources will make a decision on 
any dispute on ‘reasonable and necessary’ expenses. 

 
 
 
 
 



Part 7– Miscellaneous   294

 
 
 

CONSTITUTION 
 
 
 
 
 
 

 
 
 
 
 
 

 
 

PART 7 
MISCELLANEOUS 

 
 
 
 
 
 
 
 



Part 7 – Miscellaneous 
Members Planning Code of Good Practice 

295

Members’ Planning Code of Good Practice 
 

Background 
 
This code has been prepared in response to the Local Government Association’s Guidance 
note on the preparation of Local Codes of Good Practice on Planning Matters in the light of the 
introduction of the new ethical framework. 
 
Introduction 
 
The aim of this code of good practice:  to ensure that in the planning process there are no 
grounds for suggesting that a decision has been biased, partial or not well founded in any way. 
 
The key purposed of Planning: to control development in the public interest. 
 
Your role as a Member of the Planning Authority:  to make planning decisions openly, 
impartially, with sound judgement and for justifiable reasons. 
 
When the code applies:  this code of good practice applies to Members at all times when 
involving themselves in the planning process.  (This includes, where applicable, when part of 
decision making meetings of the Council in exercising the functions of the Planning Authority or 
when involved on less formal occasions, such as meetings with officers or the public and 
consultative meetings).   It applies as equally to planning enforcement matters as it does to 
planning applications. 
 
If you have any doubts about the application of this code to your own circumstances you 
should seek advice early, preferably well before any meeting takes place. 
 
1.          Relationship to the Members’ Code of Conduct: 
             General 
 

• Do apply the rules in the Members’ Code of Conduct first, which must be always be 
complied with. 

 

• Do then apply the rules in this Planning Code of Good Practice, which seek to explain and 
supplement the Members’ Code of Conduct for the purposes of planning control.  If you do 
not abide by this Code of Good Practice, you may put: 

 
-       the Council at risk of proceedings on the   legality or maladministration of the related 

decision; and 
 
- yourself at risk of either being named in a report made to the Standards Committee or 

Council or, if the failure is likely to also be a
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 breach of the Code of Conduct, a complaint being made to the Standards Board of 
England. 

 
2. Development Proposals and Members’ Interests 
 

Do disclose the existence and nature of your interest at any relevant meeting, including 
informal meetings or discussions with officers and other Members.  Preferably, disclose 
your interest at the beginning of the meeting and not just at the commencement of 
discussion on that particular matter. 

 
         - Do then act accordingly. Where your interest is prejudicial:- 
 

Don’t participate, or give the appearance of trying to participate, in the making of any 
decision on the matter by the planning authority. 
 
Don’t try to represent ward views, get another (ward) Member to do so instead. 
 
Don’t get involved in the processing of the application. 
 

  Don’t seek or accept any preferential treatment, or place yourself in a position that could 
lead the public to think you are receiving preferential treatment, because of your position 
as a councillor.  This would include using your position to discuss personally with officers 
an application in which you have a personal and prejudicial interest when other members 
of the public would not have the opportunity to do so. 
 
Do be aware that, whilst you’re not prevented from seeking to explain and justify a 
proposal in which you have a prejudicial interest to an appropriate officer (in person or in 
writing), the Code places greater limitations on you in representing that proposal than 
would apply to a normal member of the public.  (For example, where you have a personal 
and prejudicial interest in a proposal to be put before a meeting, you will have to withdraw 
from the room or chamber whilst the meeting considers it, whereas an ordinary member of 
the public would be able to make use of [the][any] public speaking scheme to address the 
meeting on the proposal and observe the meeting’s consideration of it from the public 
gallery.) 
 

   Do notify the Monitoring Officer in writing of your own proposals and those where you act 
as agent for a third party  - this notification should be made no later than submission of the 
application.  These proposals will always be reported to the Committee as main items and 
not dealt with by officers under delegated powers. 
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3.       Fettering Discretion in the Planning Process 
 

Don’t fetter your discretion and therefore your ability to participate in planning decision 
making at this Council by making up your mind, or appearing to have made up your mind, 
on how you will vote on any planning matter (including whilst serving on another body) prior 
to formal consideration of the matter at a meeting(s) of the planning authority and of your 
hearing the officer’s presentation and evidence and arguments on both sides. 

 
Fettering your discretion in this way may put the Council at risk of a finding of 
maladministration and of legal proceedings in respect of the decision on the grounds of a 
danger of bias or pre-determination or of a failure to have taken into account all of the 
factors enabling the proposal to be considered on its merits. 
 

Do be aware that the above included where the Council is the landowner, developer or 
applicant and you have acted as, or could be perceived as being, a chief advocate for the 
proposal, either on behalf of the Council or in respect of a particular area. Through your 
significant personal involvement in preparing or advocating the proposal you will be, or 
perceived by the public, as being no longer able to determine the application purely on its 
planning merits or to act impartially in respect of the application. 
 
Do consider, where you have been significantly involved in the preparation, submission or 
advocacy of a planning proposal on behalf of: 

 
.  another local or public authority of which you are a member; or  
 

. a body to which you have been appointed or nominated by the Council as its 
representative,  

        that 
        - it is recommended you disclose a personal and prejudicial interest (the Members Code of 

Conduct allows for an exemption in that you may choose not to regard yourself as having a 
prejudicial interest in matters which relate to these organisations); but 

 
        -  should your decide to make use of the exemption, you will have fettered your discretion 

(as described in the paragraph above) 
 
        and you should act accordingly.  
 

Don’t speak and vote on an application/matter where you have fettered your discretion.  
You do not also have to withdraw, but you may prefer to dos so for the sake of 
appearances. 
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Do explain that you do not intend to speak and vote because you have or you could 
reasonably be perceived as having judged (or reserve the right to judge) the matter 
elsewhere, so that this may be recorded in the minutes.  Use the disclosure of interest form 
provided. 
 
Do take the opportunity to exercise your separate rights as Ward Member where you have 
already represented you views or those of local electors in this way and thereby fettered 
your discretion, but do not have a personal and prejudicial interest.  Where you do: 

 
-  advise the proper officer or Chairman that you wish to speak in this capacity before 
commencement of the item; 

 
-   remove yourself from the member seating area   for the duration of that item; and  
 
-   ensure that your actions are recorded. 

 
Do decide where you wish to exercise your decision-making powers. 

 
4. Lobbying of and by Councillors 
 

Don’t declare to any person the way you intend to vote, or express an opinion on the 
merits in such a way or of such firmness that it implies the same thing, as this will result in 
you having fettered your discretion. 
 
Do explain to those lobbying or attempting to lobby you that, whilst you can listen to what is 
said, it prejudices your impartially to express a firm point of view or an intention to vote one 
way or another. 

 
Don’t accept gifts or hospitality from any person involved in or affected by a planning 
proposal wherever possible.  If a degree of hospitality is unavoidable, ensure it is of a 
minimum, its acceptable is declared as soon as possible and remember to register the gift 
or hospitality where its value is over £25 [in accordance with the authority’s rules on gifts 
and hospitality]. 
 
Do come to meetings with an open mind and demonstrate that you are open-minded. 

 
Do remember that your overriding duty is to the whole community not just to the people in 
your ward and, taking account of the need to make decisions impartially, that you should 
not improperly favour, or appear to improperly favour, any person, company, group or 
locality. 

 
Don’t become a member of, lead or represent an organisation whose primary purpose is to 
lobby to promote or oppose planning proposals.  If you do, you
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will have fettered your discretion and you are likely to have a personal and prejudicial 
interest and have to withdraw. 

 
Do join interest groups which reflect your areas of interest and which concentrate on issues 
beyond particular planning proposals, such as the Victorian Society, PRE or a local civic 
society, but declare a personal interest where that organisation has made representations 
on a particular proposal and make it clear to that organisation that you must reserve 
judgement and the independence to make up your own mind on each separate proposal. 

 
Don’t excessively lobby fellow councillors regarding your concerns or views nor attempt to 
persuade them that they should decide how to vote in advance of the meeting at which any 
planning decision is to be taken. 

 
Don’t discuss or decide how to vote on any application at any sort of political group 
meeting, or lobby any other Member to do so.  Political Group Meetings should never 
dictate how Members should vote on a planning issue.  There should be no Group 
meetings within the Council Offices prior to Committee meetings to consider planning 
applications. 
 

Do inform the Monitoring Officer where you feel you have been exposed to undue or 
excessive lobbying or approaches (including inappropriate offers of gifts or hospitality), who 
will in turn advise the appropriate officers to follow the matter up. 

 
[Do comply with the Council’s protocol on lobbying presentations or discussions] 

 
Do  note that, unless you have a personal and prejudicial interest, you will not have fettered 
your discretion or breached this or Planning Code of Good Practice through: 

 
-  listening or receiving viewpoints from residents or other interested parties. 
 
- making comments to residents, interested parties, other Members or appropriate officers, 
provided they do not consist of or amount to prejudging the issue and you make clear 
you are keeping an open mind; 

 
-  seeking information through appropriate channels; or 
 

 -  being a vehicle for the expression of opinion or speaking at the meeting as a ward 
member, provided you explain your actions at the start of the meeting/item and make it 
clear that, having expressed the opinion or ward view, you have not committed yourself to 
vote in their interests and will make up your own mind having heard all the facts and 
listened to the debate. 
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5. Contact with Applicants, Developers and Objectors 
 

Do refer those who approach you for planning, procedural or technical advice to officers. 
 

Don’t agree to any formal meeting with applicants, developers or groups of objectors where 
you can avoid it.  Where you feel that a formal meeting would be useful in clarifying the 
issues, you should never seek to arrange that meeting yourself but should request the 
[Development Control Services Manager][Head of Planning] to organise it.  The officer(s) 
will then ensure that those present at the meeting are advised from the start that the 
discussions will not bind the authority to any particular course of action, that the meeting is 
properly recorded on the application file and the record of the meeting is disclosed when 
the application is considered by the Committee. 

 
Do otherwise: 

 
- follow the rules on lobbying; 
 
- consider whether or not it would be prudent in the    
  circumstances to make notes when contacted; and 
 
- report to the [Development Control Services Manage/Head of Planning Services] any 
significant contact with the applicant and other parties, explaining the nature and 
purposes of the contacts and your involvement in them, and ensure that this is recorded 
on the planning file. 
-  

In addition in respect of presentations by applicants/developers: 
 

Don’t attend a planning presentation unless an officer is present and/or it has been 
organised by officers. 

 
Do ask relevant questions for the purposes of clarify your understanding of the proposals. 

 
Do remember that the presentation is not part of the formal process of debate and 
determination of any subsequent application, this will be carried out by the appropriate 
Committee of the planning authority. 

 
Do be aware that a presentation is a form of lobbying and you must not express any strong 
view or state how you or other Members might vote. 

 
6. Officers 
 

Don’t put pressure on officers to put forward a particular recommendation.  (This does not 
prevent you from asking questions or submitting views to the
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 [Development Control Services Manager], which may be incorporated into any committee 
report). 

 
Do recognise that officers are part of a management structure and only discuss a proposal, 
outside of any arranged meeting, with a Head of Service or those officers who are 
authorised by their Head of Service to deal with the proposal at a Member level. 

 
Do  recognise and respect that officers involved in the processing and determination of 
planning matters must act in accordance with the Council’s Code of Conduct for Officers 
and their professional codes of conduct, primarily the Royal Town Planning Institute’s 
Code of Professional Conduct.  As a result, planning officers’ views, opinions and 
recommendations will be presented on the basis of their overriding obligation of 
professional independence, which may on occasion be at odds with the views, opinions or 
decisions of the Committee or its Members. 
 

7. Decision Making 
 

Do ensure that, if you request a proposal to go before the Committee rather than be 
determined through officer delegation, that your reasons are recorded and repeated in the 
report to the Committee. 

 
Do comply with section 54A of the Town and Country Planning Act 1990 and make 
decisions in accordance with the Development Plan unless material considerations indicate 
otherwise. 

 
Do come to your decision only after due consideration of all of the information reasonably 
required to base a decision upon.  If you feel there is insufficient time to digest new 
information or that there is simply insufficient information before you, request it.  If 
necessary, defer or refuse. 

 
Don’t vote of take part in the meeting’s discussion on a proposal unless you have been 
present to hear the entire debate, including the officer’s introduction to the matter. 

 
Do  have recorded the reasons for Committee’s decision to defer any proposal [and that 
this is in accordance with the Council’s protocol on deferrals (if any)]. 
 
Do make sure that if you are proposing, seconding or supporting a decision contrary to 
officer recommendations or the development plan that you clearly identify and understand 
the planning reasons leading to this conclusion/decision.  These reasons must be given 
prior to the vote and be recorded.  Be aware that you may have to justify the resulting 
decision be giving evidence in the event of any challenge.
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8. Public Speaking at Meetings 
 

Do ensure that you comply with the Council’s procedures in respect of public speaking. 
 

Don’t allow members of the public to otherwise communicate with you (orally or in writing) 
during the Committee’s proceedings, as this may give the appearance of bias. 

 
9. Site Visits 
 

Do try to attend the site visits organised by the Council where possible. 
 

Don’t request a site visit unless you feel it is strictly necessary because: 
 

-  particular site factors are significant in terms of the weight attached to them relative to 
other factors or the difficulty of their assessment in the absence of a site inspection; or 

 
- there are significant policy or precedent implications and specific site factors need to be 
carefully addressed. 

 
Do  ensure that any information which you gained from the site visit is reported back to the 
Committee, so that all Members have the same information. 

 
Do ensure that you treat the site visit only as an opportunity to seek information and to 
observe the site. 

 
Do ask the officers at the site visit questions or seek clarification from them on matters 
which are relevant to the site inspection. 

 
Don’t hear representations from any other party [with the exception of the Ward 
Member(s) whose address must focus only on site factors and site issues].  Where the 
applicant or a third party approaches you, advise them that they should make 
representations in writing to the authority and direct them to or inform the officer present. 

 
Don’t express opinions or vies to anyone. 

 
Don’t enter a site which is the subject to a proposal on your own, even in response to an 
invitation.  Where you do feel it is essential for you to visit the site other than through 
attending the official site visit, do not do so unless you have first spoken to the 
Development Control Services Manage 
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or case officer about your intention to do so and can ensure you will comply with the 
above good practice rules. 

 
10. Training 
 

Don’t participate in decision making at meetings dealing with planning matters if you have 
not attended the mandatory planning training prescribed by the Council. 

 
Do endeavour to attend any other specialised training sessions provided, since these will 
be designed to extend your knowledge of planning law, regulations, procedures, Codes of 
Practice and the Development Plans beyond the minimum referred to above and thus 
assist you in carrying out your role properly and effectively. 
 

Do participate in the annual review of a sample of planning decisions to ensure that 
Members judgements have been based on proper planning considerations. 

 
 
Approved by Standards Committee on 10th January 2003  
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PROTOCOL CONCERNING THE RECORDING OF 
PUBLIC MEETINGS IN THE COUNCIL CHAMBER 

 
1. POLICY STATEMENT 
 
 The Council’s constitution contains a policy statement on Access to Information to the effect 

that it is committed to ensuring consistently high standards of accountability and 
transparency in local government.  It seeks to deliver this commitment through a culture of 
openness in which the public, press and elected members know how best to influence 
decisions affecting the local community.  Local people and local stakeholders deserve a 
consistently high standard of access to information to ensure that the Council’s decision 
making is responsive to what they want. 

 
2. SYSTEM OBJECTIVE 
 
 The Freedom of Information Act 200 encourages councils to be pro-active in the provision of 

information.  The recording of public meetings, making a copy available to data subjects (the 
individuals being recorded or spoken about) and the public at large, accords with this 
objective. 

 
 Recordings will also assist in the drafting of accurate minutes, investigation of complaints, 

protection of the Council from challenges, and in connection with the training of staff and 
members. 

 
3. RESPONSIBLE OFFICER 
 
 The Monitoring Officer is already responsible for keeping records of decisions and ensuring 

public access to information, and will be responsible for administering the recording of 
meetings. 

 
4. RECORDINGS 
 
 The recording apparatus will be integral to the voice enhancement system installed in the 

Council Chamber. It  may be active whenever that system is in use.  It is therefore 
essential that everyone present remembers to switch on their microphone when speaking 
and that the Chairman or advisor states the date and description of the meeting at its 
commencement. 

 
 When meetings are private (not open to the public) or when confidential or exempt items of 

business are transacted (when the press and public are excluded), access to replay/obtain 
copies, will be restricted in accordance with the Access to Information rules.
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 It is intended that Council Procedure Rules will be amended to preclude any other form of 
audio recording of meetings when the official system is operative. 

 
5. OWNERSHIP 
 
 Ownership of all recordings will remain with South Kesteven District Council.  The 

responsible officer will keep custody of them. 
 
 Any request to listen to a recording (or part thereof)  must be made in writing to the 

responsible officer and state:- 
 

(1) The date and time of the relevant meeting. 
(2) The approximate time/nature of the item(s) of business. 
(3) Whether the person requesting the information is a data subject of this or her authorised 

agent. 
 
 Recordings may be edited to exclude any third party, confidential or exempt information at 

the absolute discretion of the responsible officer. 
 

The Council may levy a fee for data subject access requests and/or for any costs involved in 
providing copies of transcripts of any recording.  The fee shall not apply to requests from 
elected members of the Council.  

 
6. RETENTION OF RECORDINGS 
 
 Recordings will be retained for a minimum period of ninety days.  No maximum period for 

retention is prescribed, as they may be required to fulfil any of the stated objectives beyond 
that time. 

 
7. PROTOCOL 
 
 This protocol will be included in the Council’s Publication Scheme of documents available for 

inspection under the Freedom of Information Act 2000. 
 
8. COMPLAINTS 
 
 The Council’s complaints procedure will be applicable to operation of the recording facility. 
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CIVIC PROTOCOL 

 
1. When an official civic invitation is received then the issue of whether the Chairman should 

attend is to be determined following consultation between the Chairman and the Civic 
Officer.  Any final decision to be made by the Service Manager Democracy. 

 
2. The Chairman can attend any official civic invitation by the use of his own vehicle with 

mileage to be paid out of the civic budget. 
 
3. The Chairman to have the right to decline an official civic invitation. 
 
4. If the Chairman is unable to attend an official invitation to an event which has been accepted 

on his behalf then the invitation can, at the Chairman’s discretion, only be offered to the 
Vice-Chairman to attend. 

 
5. The Chairman’s consort or Chairman’s lady does not possess for the purposes of this 

protocol an independent status in relation to representing the District Council at official civic 
events to which a Chairman is invited. 

 
6. Subject to paragraph 1 above, the Chairman and/or the Vice-Chairman can attend official 

civic events within Lincolnshire County and adjoining authorities plus Welland authorities.  
The civic car can be available for use at such events. 

 
7. The civic car to be used only when the Chairman and/or Vice-Chairman and/or an official 

VIP guest or officers and partners of the Council are being transported in relation to an 
official civic event or official business of the Council. 

 
8. The civic car is not to be used for attending Council meetings. 
 
9. The civic car is not to be used for visiting venues for the organisation of civic functions 

however the use of a pool car (without a chauffeur) may in such circumstances be 
appropriate subject to the approval of the Members Services Manager.  

 
10. The Chairman will monitor the budget with the Civic Officer to ensure his activities remain 

within the budget and report any budgeting difficulties to the Constitution and Accounts 
Committee. 
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11. The Chairman to report annually proposals for South Kesteven hosted civic events and 
invitations extended by the Chairman for the forthcoming municipal year to the Constitution 
and Accounts Committee for budgetary monitoring purposes. 

 
12. The Council to provide no subsidy for Chairman’s charity fundraising events except for 

organisation and administration costs in the event of a function’s cancellation. 
 

                                            August 2004 
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EQUAL OPPORTUNITIES IN RELATION TO PLANNING AND DELIVERY 

OF SERVICES POLICY 
 

 
 

 As a local provider, enabler and purchaser of services the Council aims to ensure equality of 
treatment and access to services for all members, staff and customers. 

 
 No person or group of persons applying for services or contracts with the Council will be 

treated less favourably than any other person or group of persons on grounds of sex, sexual 
orientation, race, nationality, ethnic origins, colour, freed, disability, martial status, age, trade 
union membership, or political beliefs. 

 
 We will consult with people about the planning and delivery of our services and take account 

of the specific needs of those groups who may experience discrimination or be 
disadvantaged. 

 
 We will ensure that in implementing “Best Value” we demonstrate high quality, effective 

services that match the aspirations and needs of all, to support the development of strong, 
secure, self-reliant, self-confident communities. 

 
 Information about services will be accessible and where necessary, targeted to those who 

may otherwise experience difficulties in accessing information or services. 
 
 So far as is reasonable practicable our public buildings will be accessible to those with 

physical and/or sensory disabilities. 
 
All employees and elected members have a duty actively to promote equality of opportunity and 
tackle disadvantage and discrimination.  
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DATA PROTECTION POLICY 

 

 
This is a statement of data protection policy adopted by South Kesteven District Council. 
 
The Council needs to collect and use certain types of information about people with whom it 
deals in order to operate.  These include typically current, past and prospective employees, 
suppliers, consultants and contractors, tenants, residents, applicants for services.  In addition, it 
may occasionally be required by law to collect and use certain types of information of this kind 
to comply with the requirements of government departments, for example, to prevent fraud or 
other types of crime.   This personal information must be dealt with properly however, it is 
collected, recorded and used – whether on paper or in a computer, or recorded on other 
material – and there are safeguards to ensure this inn the Data Protection Act 1998. 
 
WE regard the lawful and correct treatment of personal information as very important to our 
operation and to maintain confidence between those with whom we deal and ourselves.  We 
ensure that our organisation treats personal information lawfully and correctly. 
 
To this end we fully endorse and adhere to the Principles of data protection, as enumerated in 
the Data Protection Act 1998. 
 
Specifically, the Principles require that personal information: (That is information relating to 
identifiable, living individuals, including opinions or intentions in respect of them) 
 
a) shall be processed fairly and lawfully and, in particular, shall not be processed unless 

specific conditions are met; (processing means obtaining, recording, holding information, or 
using or disclosing it) 

 
b) shall be obtained only for one or more specified and lawful purposes, and shall not be further 

processed in any manner incompatible with that purpose or those purposes; 
 
c) shall be adequate, relevant and not excessive in relation to the purpose or purposes for 

which they are processed; 
 
d) shall be accurate and, where necessary, kept up to date; 
 
e) shall not be kept for longer than is necessary for those purposes; 
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f) shall be processed in accordance with the rights of data subjects under the Act; 
 
 and that; 
 
g) appropriate security measures shall be taken against unauthorised or unlawful processing or 

personal data and against accidental loss or destruction or, or damage to, personal data; 
 
h) shall not be transferred to a country or territory outside the European Economic Area unless 

that country or territory ensures an adequate level of protection for the rights and freedoms 
of data subjects in relation to the processing of personal data. 

 
Therefore, the Council will, through appropriate management, and strict application of criteria 
controls: 
 

• observe fully the conditions regarding the fair collection and use of information; 
 

• meet its legal obligations to specify the purposes for which information is used; 
 

• collect and process appropriate information, and old to the extent that it is needed to fulfil 
operational needs or to comply with any legal requirements; 

 

• ensure the quality and accuracy of information used; 
 

• apply strict checks to determine the length of time information is held; 
 

• ensure that the rights of people about whom information is held can be fully exercised under 
the Act.  (These include: the right to be informed that processing is being undertaken; the 
right of access to one’s personal information; the right to prevent processing in certain 
circumstances; the right to correct rectify, block or erase information which is regarded as 
wrong information); 

 

• ensure that implied (for general data) or express (sensitive data) consents are obtained prior 
to processing; (sensitive data includes information about racial or ethnic origins, political 
opinion, religion, membership of a trade union, physical or mental health, sexual life, 
offences and proceedings.) 

 

• take appropriate technical and organisational security measures to safeguard personal 
information; 

 

• ensure that personal information is not transferred abroad without suitable safeguards. 
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In addition, the Council will ensure that: 
 

• there is a member of staff with specific responsibility for data protection in the organisation.  
(Currently, the Nominated Person is The Monitoring Officer); 

 

• everyone managing and handling personal information understands that they are 
contractually responsible for following good data protection practice; 

 

• everyone managing and handling personal information is appropriately trained to do so; 
 

• everyone managing and handling personal information is appropriately supervised; 
 

• queries about handling personal information are promptly and courteously dealt with; 
 

• method of handling personal information are clearly described; 
 

• a regular review and audit is made of the way personal information is managed; 
 

• methods of handling personal information are regularly assessed and evaluated. 
 

• Supplementary codes of practice, protocols and guidance will be issued in respect of 
specific activities, such as use of E-mails, Internet, data-sharing, CCTV and surveillance 
activities. 
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SPONSORSHIP ARRANGEMENTS PROTOCOL                                   
 
 
1. South Kesteven District Council recognises the need to encourage sponsorship and other 
income generating initiatives which assist the Council with the delivery of effective services to 
the community. 
 
2. The Council must ensure, when considering any sponsorship arrangement, that it can 
demonstrate transparency in its dealing with sponsors and that it has taken care to ensure that 
the connection between a sponsor and the Council does not place the Council in a 
compromising position. 
 
3. The guidance and principles set out in this protocol are designed to assist officers and 
councillors at South Kesteven in their consideration of sponsorship initiatives in a responsible 
way during the identification, negotiation and management of such initiatives. In addition, 
officers must also comply with the Council’s Financial Regulations and their general obligations 
set out in paragraph 15 of the Officer Code of Conduct. 
 
4. All proposed sponsorship initiatives must always be fully documented and referred to the 
Cabinet at an early stage so that there is awareness of any potential sponsorship arrangement 
which is being considered.  
 
5. Where sponsors are actively sought by the Authority, every effort should be made to 
approach more than one potential sponsor so that a variety of proposals may be evaluated and 
considered before the most appropriate sponsor is finally chosen. To assist with deciding the 
number of sponsors to be considered, officers should use as a guide the number of estimates or 
tenders to be obtained for each financial level set out in the Council’s Contract Procedure Rules 
and adopt the same principles, according to the relative value of the sponsorship required. 
 
6. Where sponsorship is not actively sought but is offered to the Council by a sponsor, Cabinet 
should consider any sponsorship proposals, having regard to the requirements set out in the 
Council’s Financial Regulations which govern acceptance of sponsorship initiatives and the 
protocols contained in this document. 
 
7. Whether sponsorship initiatives are sought by the Council or offered voluntarily by sponsors, 
officers must always satisfy the Cabinet, that the proposed sponsorship opportunity offers value 
for money to the Council and its community and does not place the Authority in a position which 
is likely to:- 
 
a) Compromise the integrity of the Council 
 
b) fetter its future decision-making powers in any way or the way in which any services are 
delivered to the public or to that organisation in the future; or
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c) Be seen as detrimental to the Council’s corporate image 
 
d) create a conflict of interest for its members or officers 
 
If officers have any doubts on any of the above mentioned points they should seek advice from  
the Monitoring Officer or the Council’s Section 151 Officer. 
 
Financial Considerations 
 
8. Where sponsorship arrangements may commit the Council to any revenue 
implications, or where the arrangement concerns property belonging to the Council or requires 
permissions, consents or approval from the local authority, the sponsor must be made aware of 
the need to obtain the consents from the relevant regulatory service within the Council and 
Cabinet must approve the sponsorship arrangement before any commitment is entered into. 
 
9. Where sponsorship is being offered by a company the officer must: 
 
a) ask the Service Manager Finance and Risk Management to carry out checks on the company 
to establish its current financial position and its business connections with other companies or 
subsidiaries; 
 
b) seek confirmation from the Service Manager Benefits and Revenues and Service Manager 
Finance and Risk Management whether enforcement action is pending or being considered 
against them or any associate companies, for example for Business Rate and Sundry Debtor 
payment default. 
 
c) consult the Council’s Insurance Officer to confirm whether the proposals are covered by the 
Council’s Insurance Policy or that arrangements can be made to cover any additional liability. 
 
10. Any agreed sponsorship funds must be exclusive of VAT. If part of the sponsorship 
arrangement includes the provision of services or goods, the officer must consult the Council’s 
Section 151 Officer to establish any potential VAT implications for the Council before any 
agreement on sponsorship is concluded. 
 
Legal Implications 
 
11. All sponsorship agreements with the Council must be in writing and signed by all parties 
before the Council should accept any funds, goods or services from the sponsor.  The Council’s 
Standing Orders for Contracts must be followed regarding the signing of contracts. 
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12. All sponsorship agreements should be limited to a maximum period of four years.  This does 
not preclude entering into a further and subsequent sponsorship agreement with the same 
sponsor, provided the arrangement is reviewed in accordance with this protocol on the expiry of 
each four year period. 
 
13. A sponsorship agreement must include a break clause in the event that the Council needs 
to discontinue its arrangement with the sponsor due to the arrangement no longer complying 
with the spirit of this protocol or at the absolute discretion of the Council. 
 
14. Where the sponsorship arrangement involves the supply of goods to the Council, which are 
to be retained by the Council after the sponsorship period has ceased, the Council must ensure: 
 
a) title to the goods will vest in the Council at the conclusion of the sponsorship arrangement 
 
b) the Council does not need to account to the sponsor for the future use or disposal of the 
goods. 
 
15. The Council’s Monitoring Officer will be notified of all sponsorship arrangements which are 
entered into by the Council and an annual report on sponsorship initiatives  will be reported to 
and considered by the Standards Committee of the Council. 
 
16. This protocol will be monitored by the Council’s Monitoring Officer, with a full review of the 
terms being made every three years. 
 
Governance and Political Issues 
 
17. Because the Council is a democratically accountable organisation the consideration of 
sponsorship offered either by political parties or by any person who has stood for, or is standing 
for, election to any office is likely to raise particular issue of probity and motivation in the mind of 
the public. Whilst it remains appropriate for each case to be considered on its merits there is a 
presumption against receiving sponsorship from such persons or organisations. 
 
 



 

  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

  

 
 


