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[bookmark: 3]BIRMINGHAM EAST AND NORTH PRIMARY CARE TRUST

POLICY ON STANDARDS OF BUSINESS CONDUCT FOR MANAGERS 
AND STAFF

1.

Introduction

Public  sector  employees  must  be  impartial  and  honest  in  the  conduct  of 
business and employees must remain above suspicion.  It is an offence under 
the Prevention of Corruption Acts 1906 and 1916 for an employee corruptly to 
accept  any  inducement  or  rewards  for  doing,  or  refraining  from  doing 
anything,  in  his  or  her  official  capacity,  or  corruptly  showing  favour  or 
disfavour,  in  handling  of  contracts.    It  is  also  an  offence  under  the Theft  Act 
2006 for any employee to gain through the abuse of their position.

Health  Service  Guidelines  HSG(93)5  set  out  the  standards  of  business 
conduct  for  NHS  staff.    This  supported  by  further  Department  of  Health 
guidance on Commercial Sponsorship published in January 2001.  Standards 
of  business  conduct  also  form  part  of  the  Trusts  Standing  Orders,  copies  of 
which  are  available  on  the  PCT  Intranet.    There  is  also  a  separate  code  of 
conduct for NHS Managers 2002.  It is the responsibility of staff to ensure that 
they  are  aware  of  their  obligations  under  these  codes  of  conduct.   The  PCT 
will  ensure  that  acceptance  of  the  relevant  code,  whether  it  relates  to 
managers or general staff is incorporated in contracts of employment.

2.

Aim

To  ensure  staff  maintain  strict  ethical  standards  in  the  conduct  of  NHS 
business  so  that  business  operations  are  carried  out  in  an  open  and
transparent way

3.

Objectives

3.1 To  set out the standards of  conduct expected  of  all staff and  managers 

employed  within the  PCT where it is possible  that  their private interests 
may conflict with their public duties.

3.2 To set out the steps which staff and managers should take to safeguard 

themselves and the NHS against a conflict of interest.

3.3 To  highlight  to  all  staff  and  managers  the  potential  risk  they  run  should 

they  place  themselves  in  a  position  where  private  interests  and  NHS 
duties conflict and this is not highlighted at the earliest possible instance.

3.4 To  inform  managers  and  staff  the  action  that  will  be  taken  if  staff  allow 

personal interest to conflict with NHS duties. 



[bookmark: 4]4.

Definitions

HOSPITALITY 

Register kept by Head of the Corporate 

REGISTER

Services in which all instances of 
hospitality and sponsorship received by 
Trust employees from other 
organisations are recorded

DECLARATION OF 

Register kept by the Head of Corporate 

INTEREST REGISTER

Services in which all declarations of 
interest made by staff in relation to 
involvement with other organisations 
which might influence the awarding of 
contracts are recorded.

LOW INTRINSIC 

Diaries, calendars or small tokens of 

VALUE

gratitude from outside organisations and 
individuals.  Staff are advised not to 
accept gifts of alcohol and reminded that 
no alcohol should be consumed whilst on 
duty or on Trust premises.

COMMERCIAL 

NHS funding from an external 

SPONSORSHIP

commercial source, including funding for 
all or part of the costs of a member of 
staff, NHS research, staff, training, 
pharmaceuticals, equipment, meeting 
rooms, costs associated with meetings, 
meals, gifts hospitality, hotel and 
transport costs (including trips abroad), 
provision of free services (speakers), 
buildings or premises.
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STAFF

elected and co-opted PEC members, 
Non Executive Directors, Consultants 
and agency staff.

Items of a physical nature that are 

GIFTS

awarded to staff by any outside 
organisation or individual for which no 
monetary payment is given in return.

Monetary gifts awarded by an outside 

DONATIONS

organisation or individual.  This can be in 
the form of a cheque, cash or direct 
payment into the PCT’s bank account.

5.

Principles of Conduct in the NHS

5.1 NHS staff are expected to:

 Ensure that the interests of patients remains paramount at all times.

 Be impartial and honest in the conduct of their official business.

 Use the public funds entrusted to them to the best advantage of the 

service, always ensuring value for money.

 Declare any relevant interest or employments as soon as they arise

5.2 Staff must ensure that they do not:

 Abuse their position for personal gain or to benefit their family or 

friends

 Seek to advantage or further private business or other interests, in 

the course of their official duties.

 Place themselves in a position where there could be a conflict 

between their private interests and their NHS duties.

Any breach of the provision of any of the Acts named in this Policy renders 
them liable to prosecution and may also lead to the loss of employment and 
superannuation rights in the NHS.

6.

Implementing the Principles

6.1 Gifts, Donations and Hospitality

6.1.1 Gifts offered by Contractors or others, other than those outlined in 

6.1.2, should be politely but firmly declined and includes those 
offered casually at Christmas time.  Where staff are unsure as to 
whether what is being offered is appropriate to be accepted, contact 
should be made with the Head of Corporate Services for advice.
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calendars, or small tokens of gratitude from outside organisations or 
individuals , need not be refused.  However, if several small gifts 
are received  from the same or a related source within a 12 month 
period totalling more than £25 they should be declared for inclusion 
in the Hospitality Register

6.1.3 Where articles of low intrinsic value are received, this should be 

reported to the Department Manager and a record of all items 
received should be maintained at department level.

6.1.4 Modest hospitality, such as lunches in the course of work visits, 

may be acceptable provided that it is similar in the scale of 
hospitality that the PCT would offer.  The hospitality should be 
reported to the Head of Corporate Services in writing for 
inclusion in the Hospitality Register. 

6.1.5 All other gifts, hospitality or entertainment should be declined.

6.1.6 If in doubt, staff should seek advice from their line manager.

6.1.7 Where an organisation or individual wishes to offer a gift in the form 

of money, this should be classed as a charitable donation made to 
the PCT and must under no circumstances be accepted by an 
individual for themselves.  The PCT has procedures in place which 
require all charitable donations to be paid in at one of the two 
receipting locations, this being Sutton Cottage Hospital and 
Waterlinks and maintained centrally.  Where an organisation or 
individual wishes to make a charitable donation in the form of a 
cheque, this should be made payable to the PCT.  Under no 
circumstances should a member of staff accept a cheque payment 
which is payable to themselves.  Further information on the 
treatment of donated funds can be obtained from the Financial 
Accountant. 

6.2

Declaration of Interest

6.2.1 Any Potential conflict of interest between NHS duties and private 

gain must be declared, either on commencing employment, (see 
Terms & Conditions of Service) or when the interest commences.  
This could include a controlling and/or significant interest held by a 
member of staff, their family or friends in business such as a private 
company, including a private care home or hostel, public sector 
organisation, other NHS employer or voluntary service.  It is also a 
requirement for managers to declare an interest when through 
conducting an appointment process, they are required to either 
consider a family member or friend for employment.  

6.2.2 If in doubt staff should consider:
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between my private interests and my employment?

 Do I have access to information, which could influence 

purchasing decisions?

 Do I have reason to think I may be risking a conflict of interest?

6.2.3

Interests must be reported to the Head of Corporate Services 
for inclusion in the Register of Declared Interests.

6.3 Commercial Sponsorship for Attendance at Courses and 

Conferences and for Patient Information

6.3.1 Acceptance of commercial sponsorship for attendance at relevant 

conferences/courses is acceptable.

6.3.2 The member of staff must seek permission in advance from their 

manager for any type of commercial sponsorship, who must be 
satisfied that acceptance will not compromise purchasing decisions 
in any way.  This permission should be documented and provided 
to the Head of Corporate Services when they forward information 
for inclusion in the Hospitality Register.

6.3.3 Acceptance of such sponsorship must be reported to the Head 

of Corporate Services (in writing) either by the manager or the 
individual concerned for inclusion in the Hospitality Register.

6.3.4 In the event that in-house conferences or courses are arranged with 

the support of commercial sponsorship, details should be forwarded 
to the Head of Corporate Services by the event organiser together 
with a full list of attendees.

6.3.5 Commercial sponsorship for the printing and publication of Trust 

patient information must also be reported to the Head of Corporate 
Services in writing.

6.4 Preferential Treatment in Private Transactions

6.4.1 Staff should not seek or accept preferential rates or benefits in kind 

of private transactions carried out with Companies with which they 
have had, or may have, official dealings on behalf of the Trust.

6.4.2 This does not apply to schemes introduced for the benefit of all staff 

which are negotiated nationally, such as NHS staff benefit 
schemes.

6.5 Awarding of Contracts

6.5.1 Staff who are in contact with suppliers and contractors, including 

external consultants, particularly those who are authorised to sign 
purchase orders or place contracts for goods, materials or services 
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code of the Institute of Purchasing and Supply (IPS) (see Appendix 
1).

6.5.2 Competition between prospective contractors or suppliers must be 

fair and open.  No organisation should be given an advantage over 
its competitors with each new contract being awarded solely on the 
aspect of value for money and satisfying the tender specification. .  
All quotation and tendering processes should be carried out in line 
with the PCT’s Standing Financial Instructions (SFIs) which can be 
located on the PCT’s Intranet.

6.5.3 Care should be taken to ensure that any information which could be 

deemed “commercial in confidence” and which might prejudice the 
principle of a purchasing system based on fair competition is not 
disclosed.  This applies where private competitors or other NHS 
providers are concerned.  This practice, should not, however, be 
too restrictive.  The term does not apply to such as service delivery 
and activity levels, which should be publicly available.  This should 
not affect the free exchange of data for medical audit purposes, 
subject to rules governing patient confidentiality and data 
protection.

6.5.4 Invitations to tender will include advice to tenderers of the potential 

of consequences of offering inducements to Trust employees.

6.5.5 No discussion must be entered into by individuals with a 

contractor or potential contractor without approval from the 
Director of Resources.

6.6 Outside Employment

6.6.1 Staff should not engage in outside employment which may be 

conflict with their NHS work or be detrimental to it.  All staff must 
report any form of outside employment to their Departmental 
Manager for inclusion in their personal file.

6.6.2 Staff should tell their manager if they think they might be risking a 

conflict of interest.

6.6.3 The manager is responsible for judging whether the interest of 

patients could be affected.

6.6.4 Where any joint employment results in a member of staff working 

more than an average of 48 hours per week, the member of staff 
should ensure that they report this to their manager to enable them 
to sign out of the working time directive.  This document should be 
included on the employee’s personal file.  The manager should 
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staff maintain a good work/life balance.

6.6.5 Any outside employment should be done entirely in the staff 

members own time.  Failure to conduct further employment in a 
member of staffs own time may constitute a fraudulent act and will 
be investigated under the PCTs Counter Fraud and Corruption 
Policy.

6.7 Private Practice

6.7.1 Consultants (and associated specialists) employed under the Terms 

and Conditions of Service of Hospital Medical and Dental Staff are 
permitted to carry out private practice in NHS hospitals subject to 
the conditions outlined in the handbook “A Guide to the 
Management of Private Practice in the NHS” (see also PM(79)11).  
Consultants who have signed new contracts with Trusts will be 
subject to the terms applying to private practice in those contracts.

6.7.2 Other grades may undertake private practice or work for outside 

agencies, providing they do not do so within the time they are 
contracted to the NHS, and they observe the conditions outlined in 
6.6 above.

6.7.3 All hospital doctors are entitled to fees for other work outside their 

NHS contractual duties, eg, examination and reports for life 
insurance purposes.  (see category 2, paragraph 37 of the TCS of 
Hospital Medical and Dental Staff).

6.7.4 Hospital doctors and dentists in training should not undertake locum 

work outside of their contracts where such work would be in breach 
of their contracted hours.

6.7.5

Career grade medical and dental staff may agree to terms and 
conditions different from the national Terms and Conditions of Service.

6.8 Rewards for Initiative/Intellectual Property

6.8.1 The Trust is entitled to receive rewards or royalties in respect of 

work carried out by employees in the course of their NHS work.  
However, it recognises the rights of employees to share in revenue 
generated as a result of their work.

6.8.2 The Trust policy on Managing Intellectual Property sets out the 

procedures which must be followed by staff and the agreement for 
sharing revenue with employees.  The procedures ensure legal 
recognition of ownership in relation to patents, copyright, design 
rights, trademarks or know-how.
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managers before work is commissioned or begins to ensure proper 
contractual arrangements are put in place.  Decisions on benefits 
payable to staff must be documented and agreed by the manager 
and employee prior to commencement of the scheme.

6.8.4 The Trust will also consider rewards to employees who, during the 

course of their employment, have produced innovative work which 
has been of outstanding benefit to the Trust.  Similar rewards may 
also be applied to activities such as giving lectures and publishing 
books or articles.

6.9 Commercial Sponsorship of Posts

6.9.1 Some companies may offer sponsorship of posts within Trusts.  In 

such circumstances it must be made clear that the sponsorship will 
have no effect on purchasing decisions.  All conditions and must be 
documented and agreed by both parties prior to the 
commencement of any sponsorship.

6.9.2 Where such sponsorship is accepted, monitoring arrangements 

must be established to ensure that purchasing decisions are not 
influenced by the sponsorship agreement

7.

Compliance with Policy



It is important that all staff comply with this Policy.  Failure to do so 
could result in disciplinary action in accordance with the Trust’s 
Disciplinary Procedure.  Where it is found that the failure to comply 
with the Policy constitutes a fraudulent act, it will be investigated in 
line with the PCTs Counter Fraud and Corruption Policy.



A regular reminder to staff on the importance of ensuring that all 
gifts, hospitalities, declarations of interest and sponsorship are 
reported will be sent out through the e-mail system by the Secretary 
to the Board.  This reminder should be no less than quarterly.

8.

Training

Managers should ensure that staff are fully versed with the policy 
requirements.

9.

Financial Implications

Any financial implications arsing from this policy, such as rewards for initiative, 
will be funded from within existing budgets.
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The Hospitality Register will be reviewed annually by the Head of 
Corporate Services and any trends identified will be investigated 
and reported to the Audit Committee.



The Declaration of Interest Register will be reviewed annually by 
the Head of Corporate Services and reported to the Audit 
Committee.



Declarations made by PEC and Board members will be reported to 
the next public Board meeting.
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