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ARGYLL AND BUTE COUNCIL 

GUIDELINES - CONDUCT OF EMPLOYEES

1.  INTRODUCTION 

This Code of Conduct brings together guidance and instructions for all employees on a 
number of issues which occasionally give rise for concern.  The public is entitled to expect 
and to demand of a local government employee conduct of the highest standard.  The 
Council expects each employee to exhibit the highest standards of personal integrity in 
going about the Council’s business.  We are all public servants and we should take care 
that the impression which we create within the community we serve is the appropriate one.  
There are a number of specific areas where more detailed comment is necessary, 
although this guidance cannot possibly address all possible circumstances. 

The Code incorporates “The Seven Principles of Public Life” identified by the Nolan 
Committee on Standards in Public Life.  These are listed below, altered slightly to place 
them in a local government context.   

Selflessness

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

Integrity

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

Objectivity

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

Accountability

You are accountable to your Council as your employer.  Your Council, in turn, is 
accountable to the public. 

Openness

You should be as open as possible in all the decisions and actions you take.  You should 
give reasons for your decisions and should not restrict information unless this is clearly 
required by Council policy or by the law. 

Honesty

You have a duty to declare any private interests which might affect your work with the 
Council. 
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Leadership

If you are a manager, you should promote and support these principles by your leadership 
and example. 

2.  GENERAL

Directors should take appropriate steps to ensure that employees are familiar with the 
appropriate rules of personal conduct which the law and the Council’s Standing Orders, 
Financial and Security Regulations, Contract Standing Orders, and Scheme of 
Administration and Delegations require and the guidance contained in this code. It is the 
Director’s responsibility to make sure that employees are aware of this code of conduct, 
but employees  must make sure they adhere to the guidelines provided.  If in any doubt, 
an employee should seek advice from his/her Line Manager/Head Teacher. 

You may have contact with members of the public as users of services, clients or citizens.  
You should always be courteous and helpful.  You should deal fairly, equitably and 
consistently with each member of the public, and you must follow the Council’s Equal 
Opportunities Policy. 

The public expects you to carry out your duties in a politically neutral way, and this must 
be respected by councillors.  The political activities of a small number of employees are 
restricted by law. 

You must serve the Council and all councillors, regardless of their political outlook.  The 
Chief Executive and senior officers have ultimate responsibility to help ensure that the 
policies of the Council are implemented. 

If you are asked by a councillor to provide assistance with a matter which is clearly party 
political or which does not have a clear link with the work of the Council, you should 
politely refuse and inform the councillor that you are referring the matter to your line 
manager.  The Chief Executive will decide whether attendance requested by a political 
group at any meeting is appropriate and which employee or employees should attend. 

Directors will issue copies of these procedures and related regulations to the appropriate 
employees.  Employees who wish to see a copy of the regulations should contact their 
Line Manager/Head Teacher.  Failure to adhere to these Guidelines will be investigated 
and could lead to disciplinary action. 

3.  MONETARY INTEREST AND CONTRACTS

Section 68 of the Local Government (Scotland) Act 1973 obliges employees of the Council 
to give written notice to the Council of any interest which s/he has in any contract or 
proposed contract with the Council.  This deals with direct or indirect issues involving 
money, and there are detailed legal provisions about this.  Whether or not a direct issue 
involving money exists is a matter of fact in individual cases.   An example of an indirect 
issue involving money is if an employee is a member of a company or other body with 
which a contract is made or proposed, or is a partner or is in the employment of a person 
with whom the contract is made or proposed.  It is a criminal offence not to give written 
notice. 
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A register of monetary interests of all staff is held by the Director of Corporate Services 
and it is each individual employee’s responsibility to ensure that details of such interests 
are passed to the Director of Corporate Services to keep the register up to date. 

The following questions should help to decide whether direct or indirect monetary interest 
exists: 

1. Will you, your family, or friends receive money or benefit in some other way from your 
actions? 

2. Would your involvement in this issue be inappropriate or place you under pressure in 
relation to current or future issues involving the Council? 

3. Could you justify your involvement to the Council, press and public? 

4. Are you comfortable with your decision? 

If at any time an employee thinks s/he may be affected by these provisions, they should 
seek advice. 

4.  GIFTS AND HOSPITALITY

The law of Scotland does not allow Local Government employees and other public 
servants to take gifts, hospitality etc. 

In terms of the Public Bodies (Corrupt Practices) Act, 1889, it is a criminal offence for a 
Local Government  employee to receive, or for a person to give “any gift, reward or 
advantage whatsoever.” 

A further criminal offence is provided by section 68(2) of the Local Government (Scotland) 
Act, 1973:- 

“ An employee of a Local Authority shall not, under the colour of his employment, accept 
any fee or reward whatsoever other than his proper remuneration.” 

(a) Gifts

The acceptance of gifts by employees from persons who have or may want to deal with 
the Council could be viewed by the public with suspicion and would make the employee 
concerned, and the Council, vulnerable to criticism.  Employees should therefore tactfully 
refuse any personal gift offered to him/her or to a member of his/her family by any person 
who has or seeks dealings with the Authority and the offer should be reported to the 
Director of the department concerned. 

The only exception to this rule is a modest gift given in certain circumstances.  These gifts 
are usually given at Christmas time and take the form of calendars and diaries or similar 
for use in the office.  Employees must be careful.  An expensive gift should raise a 
question in the mind of an employee even if it  is a type of gift which might otherwise be 
considered to be acceptable.  If in doubt the advice of the Director of the department 
concerned should be obtained.  When a gift is to be refused this should be done with tact. 
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The following check list of questions should help to decide whether an offer of gifts should 
be accepted or tactfully rejected - 

1. Does the person giving the gift have a high profile in the community or in the Council’s 
area? 

2. What is the motivation behind the gift? 

3. Would acceptance of the gift be in any way inappropriate, or place you under pressure 
in relation to any current or future issue involving the Council? 

4. Could you justify the decision to the Council, press and public? 

5. Is the nature of the gift reasonable and appropriate? 

6. How will you respond to the gift? 

7. Are you comfortable with your decision? 

(b)  Hospitality

Employees should treat with caution any offer of 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 planning permission or 
some other kind of decision.  You are personally responsible for all decisions connected 
with the acceptance of an offer of hospitality and for avoiding the risk of damage to public 
confidence in Local Government. 

In general terms, employees should refuse offers of hospitality where any suggestion of 
improper influence is likely.  In particular, caution is necessary where hospitality is offered 
by a person or body having or seeking business with, or a decision from, the Council. 

The following check list of questions should help to decide whether an offer of  hospitality 
should be accepted or tactfully rejected - 

1. Does the donor, or event, have a high profile in the community or in the Council’s area? 

2. Are you expected to attend because of your position in the community? 

3. Will the event be attended by others of a similar standing in the community? 

4. What is the motivation behind the invitation? 

5. Would acceptance of the invitation be, in any way, inappropriate or place you under 
pressure in relation to any current or future issue involving the Council? 

6. Could you justify the decision to the Council, press and public? 

7. Is the extent of the hospitality reasonable and appropriate? 

8. How will you respond to the hospitality? 

9. Are you comfortable with your decision? 

5.  MEDIA RELATIONS

Normally, elected Members offer media or other public comment in relation to the policies 
of the Council.  However if an employee is asked to comment on a matter of fact this can 
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be done by the local manager taking account of the nature and context of the question.  If 
an employee of the Council is called upon by the press to respond to an enquiry, which 
involves the expression of an opinion this should be made through the Director of the 
Service concerned or the appropriate Head of Service, consulting and taking advice from 
the Communications Manager, or Press and Media Relations Officer,  who will provide 
appropriate advice and guidance in relation to the content of any press statement, and will 
normally issue that statement on behalf of the Council.  It is important also to take care to 
consult the appropriate spokesperson/Area Chairperson of the Committee in relation to 
the political sensitivity of any statement which may be issued.  There may also be potential 
legal implications in relation to the content of any press statement, in particular 
circumstances, and in these circumstances, advice should be sought as appropriate from 
the Director of Corporate Services. 

Trade Union representatives have the right to speak to the press on behalf of their Union 
members in accordance with the policies of their Union.  However, it must be made clear 
that any views expressed are those of the Union and not the Council. 

6.  FINANCIAL & SECURITY REGULATIONS AND CONTRACT STANDING ORDERS

Directors are responsible for taking appropriate steps to ensure that employees are aware 
of the Council’s financial regulations and standing orders in so far as they relate to the 
duties being performed.  Directors are required to ensure that all employees who are 
authorised signatories for the approval of receipt or authorisation of expenditure upon any 
goods, services or commitment on the part of the Council to take contractual obligations 
are trained in the financial regulations and the standing orders within 2 weeks of joining 
their service. 

7.  DELEGATED POWERS

The Scheme of Administration and Delegations sets out the powers which the Council has 
delegated to officers to discharge on the Council’s behalf. Directors should ensure, where 
appropriate, that employees are aware of the detail of these powers.  There are exclusions 
from and limitations to the exercise of delegated powers.  Principally these require an 
employee to exercise any delegation within the policies and regulatory procedures of the 
Council, to ensure that any decision is within the approved budgets of the Council and to 
ensure that consultation takes place in appropriate circumstances with the Chairperson 
and/or Vice-Chairperson of the Committee concerned, and with the local Member where 
the proposed decision is likely to affect the constituency interest of that Member. Where 
appropriate, Directors should ensure that employees are aware of the terms of the 
delegations set out in the Scheme which directly affect them. 

8.  POLICE ENQUIRIES

Employees are required to inform the Director of their Department immediately of any 
personal involvement in police activity which may relate to their employment with the 
Council.   Employees who become aware of the involvement of any current or former 
employee(s) in police investigations or prosecutions which may relate to their 
current/former employment with the Council are required to notify their Director.  Directors 
must advise the Chief Executive and Director of  Corporate Services immediately, of any 
irregularity or possible irregularity affecting the Director’s department which may involve 
the commission of any criminal act. 
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The Financial and Security Regulations require a Director to notify the Head of Strategic 
Finance of any financial irregularity or any circumstance which may suggest the possibility 
of irregularity, including those affecting cash, stores, contracts or property.  These are 
available for inspection from your Director. 

The Head of Strategic Finance will take such steps to investigate as s/he considers 
necessary and to report to the Chief Executive who may instruct that the police should be 
informed.  Every employee has an obligation to inform their Director of any circumstances 
which suggest the possibility of financial irregularity. 

9.  CONFIDENTIALITY

Argyll and Bute Council encourages openness in its dealings with members of the public, 
communities and other organisations and encourages public access to information.  There 
are, however, certain circumstances where information will be of a nature where it should 
not be disclosed to outside parties.  These are:- 

1. Certain Council documents which are submitted to the Council or a Committee will be 
marked by the Director of Corporate Services as “exempt” and “not for publication” in 
terms of the appropriate provisions of the Local Government (Scotland) Act 1973.  
There has to be a good reason for classifying documents in this way because they may 
contain certain classes of information which should not be disclosed. Directors must 
ensure employees are aware that the contents of any such documents must not be 
disclosed to those who are not authorised to receive it. It should be borne in mind that 
reports marked “Not for Publication” or “Confidential” containing information not open to 
the public at a meeting may require to be subsequently disclosed and made available in 
compliance with a request for information in terms of the Freedom of Information 
(Scotland) Act 2002 

2. In the course of their employment with the Council, employees will receive information 
across a whole range of circumstances.  In general the rule is that information which is 
received in confidence by the Council should not be disclosed to other parties unless 
there is a statutory, legal or genuine requirement to disclose that information and it 
should only be disclosed to the person and for the purpose which arises from the legal 
requirement to disclose it.  There are particular rules in relation to the release of 
information held by the Council in response to a relevant request under the Freedom of 
Information (Scotland) Act 2002 and also in relation to the Social Work and Education 
Services and Directors should ensure that the employees affected are familiar with 
these rules. 

3. The personal circumstances, including salary, private address and telephone number of 
employees should not be disclosed to outsider parties unless there is a legal obligation 
to do so or in response to a genuine request, for example, a request to provide a 
reference to a Bank or Building Society for mortgage purposes or in relation to a 
request to provide a job reference. 

4. Similarly, the personal circumstances of clients or customers of the Council should not 
be disclosed unless there is a legal or genuine requirement. 

5. The Data Protection Act requires the Council to register with the Data Protection 
Registrar the purposes for which it holds data about individuals and the Act prohibits the 
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disclosure of that information other than for the purposes registered. 

6. There can be issues with regard to information on matters of commercial confidentiality.  
This can relate to information held or being prepared by a number of Services in the 
context of Competitive Tendering under Best Value.  Council services may compete 
over a whole range of works and services with external firms and agencies.  Disclosure 
of that kind of information may place Council Services (and thus Council employees), at 
a severe disadvantage in tendering for Council contracts. 

7. There is an obligation on all employees to maintain commercial confidentiality in relation 
to business dealings with outside organisations and in particular in relation to, for 
example, prices or tenders quoted by companies for the provision of works, goods or 
services to the Council. 

In conclusion, employees should bear in mind the following principles in relation to 
breaches of confidentiality - 

In particular circumstances a breach of confidentiality may itself be a criminal 
offence; 

It may adversely affect the interests of the Council; 

It may adversely affect the interests of an employee or a client or customer of the 
Council, or cause that person personal difficulty or embarrassment; 

A breach of confidentiality could adversely affect the interests of a third party which 
could give rise to legal proceedings and damages against the Council or, indeed, 
against the employee who has disclosed confidential information. 
Notwithstanding the above there may be a legal obligation on the Council to 
release such information as is referred to above under the Freedom of Information 
(Scotland) Act 2002. 

10.  DEALINGS WITH THE COUNCIL

An employee may have dealings with the Council on a personal level,  for instance, as a 
tenant or as an applicant for planning permission.  An employee should never seek or 
accept preferential treatment in those dealings because of his/her position.  An employee 
should also avoid placing himself/herself in a position that could lead the public to think 
that s/he is receiving preferential treatment, for instance, by using his/her position to 
discuss his/her planning application with other employees when other members of the 
public would not have the same opportunity.  Likewise, you should never use your position 
as an employee to seek preferential treatment for friends or relatives, or any firm or body 
with which you are personally connected. 

As a citizen, you are entitled to raise with your councillor any complaint which you have 
about the services of the Council.  If your complaint concerns any aspect of your work with 

the Council however, you must make use of your Council’s grievance procedures. 

The Scheme of Administration and Delegations contains particular provisions about 
dealing with situations where a conflict of interest may arise.  Where an applicant for a 
service by the Council is a Councillor or an employee the employee who has the 
delegated authority to deal with the matter should consider carefully the need to consult 
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with the Chief Executive who may, if s/he considers it appropriate, require the officer to 
refer the application to the appropriate Committee for determination.  Similarly, where an 
applicant for employment with the Council is related to a Member of the Council, or to an 
employee, the officer within whose delegated authority it is to make the appointment 
should consult the Head of Personnel Services who may consider it appropriate to require 
the officer to refer the appointment to the Chief Executive for decision. 

11.  USE OF COUNCIL FACILITIES

Normally, all equipment and facilities provided by the Council should be used only for the 
purposes of the Council.  It is very important to be clear that these are provided from 
public funds and are therefore not to be used for the benefit of individual employees. 

It is reasonable, however, that there are exceptions in certain circumstances.  The 
decision on when it is appropriate to make such an exception is one for a Director or Head 
of Service and must take account of employee relations and also potential public reaction.  
For example, it would seem reasonable to allow employees to type personal letters on 
Council equipment, in their own time, and subject to any paper being paid for.  It would not 
be acceptable, on the other hand, to allow employees to use Council equipment or Council 
premises for outside work.  Further guidance on the use of computer equipment is 
contained within the Council’s Regulations for the Control and Use of Computer Software 
and Computer Data which is available from the Head of ICT and Financial Services. 

The Financial and Security Regulations provide specifically that Council vehicles must 
only be used for the purposes of the Council, and no employee may use a vehicle for 
private purposes, or carry unauthorised passengers. 

When considering any such questions, account should be taken of the following rules: 

1. Any use should normally be on Council premises only; 

2. Any use must not be for private profit or gain; 

3. Any permission given should be recorded in some way, preferably in writing; 

4. There must be no cost to the Council in the way of any consumables; 

5. Any use must be reasonable and appropriate in scale 

12.  ACCEPTANCE OF OTHER REMUNERATIVE EMPLOYMENT/PRIVATE  
       PROFESSIONAL PRACTICE

All employees, except Chief Officials, may undertake other paid employment outwith 
normal working hours, if the additional employment does not interfere with or impair the 
employee’s ability to carry out their Council duties. 

No employee shall engage in work for any individual firm or body, where the Council has 
or could be involved or where the work in any other way conflicts with the Council’s 
interests. 

If an employee is in any doubt, they should consult their immediate supervisor. 

All employees may accept invitations to undertake lectures appropriate to their profession.  
Where such lectures are given on an occasional basis outwith normal working hours or are 
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given within office hours, but are of an infrequent nature, any fees may be retained.  

For lectures given within normal working hours, where the lectures cover a given period or 
pattern, prior permission must be sought from the Director of the Service concerned and 
any fees received, excluding out-of -pocket expenses, shall be paid to the Council or the 
time off must be set against the employee’s annual leave entitlement. 

13.  APPLICATION OF COUNCIL POLICIES

A.  Consideration should be given by Supervisors, Managers or Headteachers in regard to 
the operation of all Council policies, therefore Supervisors, Managers or Headteachers 
should bear the following in mind on all occasions:-

Supervisors, Managers or Headteachers involved in the operation of the Council’s 
Personnel policies (e.g., Discipline or Grievance Procedures), must do so fairly or 
impartially.  It is the responsibility of such a person to consider whether he/she has a 
conflict of interest and to make a judgement as to whether such an interest prevents 
him/her from participating.  This rule is intended to produce transparency in regard to 
interest that might influence, or be thought to influence, the action of that employee.     

A Supervisor, Manager or Headteacher must make a declaration in advance to the 
Service Director in any of the following circumstances:- 

- if he/she is related to or is a close friend of any employee who is the subject of any 
personnel procedures

- if any financial or other contractual relationship (except a contract of employment 
between the candidate and the Council) exists  between the 
Supervisor/Manager/Headteacher and any employee which has not been 
discharged.

In considering the definition of “relative” or “friend” or any financial or other relationship the 
key principle is the need for transparency in regard to any interest that might (regardless 
of the precise description of relationship) be objectively regarded by other persons, acting 
reasonably, as potentially affecting the ability of the Supervisor/Manager/Headteacher to 
discharge his/her responsibilities impartially and without influence. 

A Supervisor/Manager/Headteacher may also have to give consideration to any known 
interests of his/her spouse or co-habitee or other close relative in relation to any employee 
who is the subject of any personnel procedure.  The Supervisor/Manager/Headteacher 
should ask him/herself whether other persons, acting reasonably, would regard these 
interests as effectively the same as the Supervisor/Manager/Headteacher’s interests.  A 
Supervisor/Manager/Headteacher may feel able to state truthfully that an interest would 
not influence his/her role in any personnel procedure.  However, the test is whether 
others, acting reasonably, might think that a particular interest could influence the 
Supervisor/Manager/Headteacher’s role. 

The presumption is that in any of the above circumstances there should be NO 
involvement in the process.  The Service Director will make the final decision having 
considered all the circumstances. 

If you have any queries regarding this, please contact your departmental Personnel 
Section or Personnel Services, as appropriate.       
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B The Council has a Recruitment and Selection Policy.  All appointments must be made 
on the basis of merit.  You must follow the Council’s policy. 

You must not lobby a councillor or another colleague either directly or indirectly to secure 
your own appointment or promotion, or the appointment or promotion of another person.  If 
you have been lobbied by an applicant, another colleague, a councillor or any other 
person, you must report the matter to your line manager.          

14.  SPEAKING IN PUBLIC

The Council does not seek to interfere with the democratic or civil rights of its employees.  
As a citizen, you are entitled to express your views about the Council, provided you do not 
make use of any private information gained through your work with the Council.  You 
should not, in your work capacity, criticise the Council either through the media or at a 
public meeting, or in any written communication with members of the public. 

From time to time individual employees will be asked to speak at public meetings, 
seminars or conferences.  Such activity must receive the consent of the Director 
concerned or the appropriate Head of Service and must be on the basis that the individual 
employee will not comment inappropriately on Council policies or practices. 

15.  POLITICAL ACTIVITY

A number of the Council’s employees are affected by the statutory restrictions on political 
activity imposed on some categories of local government employees.  Separate advice will 
be issued by the Directors of Corporate Services and Head of Personnel Services about 
those restrictions. 

16.  MEMBERSHIP OF EXTERNAL BODIES

Employees of the Council have the right to join and participate in the activities of external 
bodies, but in certain circumstances this could lead to a conflict of interest between their 
duties to the Council and their duties to the external body.  Employees should therefore 
not take up positions in an Executive or any other capacity which might give rise to such a 
conflict of interest. 

17.  POLITICAL ADVICE GROUPS

The National Code of Local Government Conduct gives the following guidance on the 
relationship between councillors and employees: 

“23. Both councillors and employees are servants of the public, and they are 
indispensable to one another.  But their responsibilities are distinct.  Councillors are 
responsible to the electorate and serve only as long as their terms of office lasts.  
Employees are responsible to the Council.  Their job is to give advice to councillors and 
their Council, and to carry out the Council’s work under the direction and control of the 
Council, their committees and sub-committees. 

“24. Mutual respect between councillors and employees is essential to good local 
government.  Close personal familiarity between individual councillors and employees can 

damage their relationship and prove embarrassing to other councillors and employees. 
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These principles apply equally in this Code. 

Chief officials will attend Group meetings, following a request by the Leader of a Group 
formed within the Council, subject to requests for attendance being addressed in writing to 
the Chief Executive who will, after consultation with appropriate Chief Officials, advise 
which officials would be most appropriate to attend. 

18.  TREATMENT AT WORK

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

There may be rare occasions when you feel that you have been required by a colleague, a 
councillor or a member of the public, or by an organisation, to act in a way which might be 
illegal, improper or unethical, or which is otherwise in conflict with the principles of this 
Code of Conduct.  You must follow the Council’s procedure for dealing with such 
concerns.

The following is an example of good practice which allows concerns of this nature to be 
raised confidentially inside the Council. 

If you are in this situation, you must report the matter to your line manager. 

If, however, you feel that you cannot discuss the matter with your line manager, then 
you must report the matter to the Chief Executive or another officer appointed by the 
Council outwith your line management. 

The Chief Executive or your line manager or the other person appointed by the Council 
will then decide in consultation, where necessary, with the Council’s Monitoring Officer, 
what action is to be taken, including whether the issue which you have raised can be 
dealt with through the Council’s grievance procedure. 

The confidentiality of your concern will be maintained wherever possible. 

19.  CONCLUSION

These Guidelines are intended to provide a framework for employees but do not cover all 
eventualities.  Employees should never do anything which could not be justified to their 
Director, the Council or the public.  An employee’s conduct, and what the public believes 
about his/her conduct, will affect the reputation of the Council.  It is not enough to avoid 
actually doing something improper.  An employee must, at all times, avoid any occasion 
for suspicion and any appearance of improper conduct. 
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