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[bookmark: 1]Audit Commission 
 
Code of Conduct 
 
1.0 Introduction 
 
1.1 

This code of conduct aims to provide clear guidance on the standards of 
conduct and behaviour expected of you as an Audit Commission 
employee and to explain the consequences of falling short of them. The 
code also aims to help you recognise your individual and corporate 
responsibilities to promote and encourage high standards of conduct 
throughout the Commission. 

 
1.2 

The code applies to all Commission employees on permanent and fixed-
term contracts. It is incorporated into your contract of employment and so 
forms part of your terms and conditions of employment. It may be 
amended from time to time to take account of changed circumstances or 
new situations. Any changes will be discussed and agreed with the trade 
union. 

 
1.3 

Everyone who does paid work for the Commission, including inward 
secondees, agency staff and self-employed consultants, are expected to 
abide by the code. All references in the code to employees or staff include 
anyone who does paid work for the Commission. 

 
1.4 

You are expected to comply with the code in all aspects of your work and 
in areas of your life outside work that may compromise our independence 
or reputation and your work with us. If your conduct or behaviour falls 
below the expected standards set out in the code, we may take formal 
action under the Misconduct procedure or other appropriate procedures. 
Serious breaches of this code may result in dismissal. It is therefore 
important that you read and understand the code. If you are unsure about 
anything in the code or what is acceptable behaviour, ask your manager. 

 
1.5  The Commission uses a compliance system through which we 

communicate key corporate policies (including this code and some of the 
policies it mentions) and monitor employees’ understanding and 
acceptance of them. You will be asked to state that you have read, 
understood and agreed to comply with this code initially on joining the 
Commission and annually after that. 

 
2.0 Principles 
 
2.1 

We place great importance on our employees’ standards of conduct. 
Given our role in providing assurance on the way public bodies account 
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[bookmark: 2]for and use taxpayers’ money, public service values and professional 
ethics and standards must be at the heart of the way we conduct our 
business. 

 
2.2 

All public sector bodies are required to observe high standards of probity 
in managing their affairs, and the Committee on Standards in Public Life 
has identified seven key principles that should be followed. The principles 
underpin this code and we expect you to read and understand the 
definitions in appendix A. 

 
2.3  Also underpinning this code are the Commission’s values and 

expectations which set the framework for the behaviours that we expect to 
demonstrate and to be accountable for. It is important that everyone in the 
Commission acknowledges, understands and applies our Values and 
Expectations and they should be read in conjunction with this code. 

 
2.4 

However, this code cannot cover all areas of working life nor all our 
standards for and expectations of our staff. You are responsible for your 
own conduct and behaviour. You should apply common sense and careful 
judgement in interpreting the code. If in doubt, ask your manager to clarify. 

 
2.5 

We recognise that managers have a particular responsibility to help staff 
meet our standards. The code includes our requirements for our 
managers (in addition to those that apply to all employees). 

 
3.0 Independence 
 
3.1 

The independence, integrity and objectivity of our staff must be beyond 
question if they are to perform their duties effectively. Our staff must be, 
and must be seen to be, independent of the bodies they audit or inspect. 
You should not do anything that would compromise your independence or 
integrity, or the independence or objectivity of the Audit Commission or its 
appointed auditors, and you should not allow any private interest to 
influence your decisions. If a course of action could affect your ability to be 
seen as independent, you should discuss this with your manager 
immediately 

 
3.2 

You must not use your position to further your own interests. You must not 
use, or try to use, your position improperly to advantage yourself, nor to 
advantage or disadvantage anyone else. You should declare any private 
interests relating to your work and take appropriate steps to resolve any 
conflicts arising. 

 
3.3 

You should always avoid any suggestion of favouritism when dealing with 
colleagues, clients or other contacts. You should never allow others to 
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[bookmark: 3]influence you or be perceived as influencing you, by accepting gifts and 
hospitality. The rules about gifts and hospitality are set out in paragraph 
17. 

 
3.4 

The Commission has set out a statement of the principles and policies it 
will apply to preserve its independence and that of its appointed auditors 
and inspectors, Preserving the Independence of the Audit Commission. 

 
3.5 

All staff should read and understand the Preserving the Independence of 
the Audit Commission statement. The following staff must also declare 
any or no interest or relationships that could compromise their own or the 
Commission’s independence by completing an annual statement of 
independence: 

 

•  auditors and inspectors 

•  staff in the Audit Policy and Practice Directorate 

•  staff in Central Directorates earning £50,000 and above. 

 
Failure to declare any relevant interest or relationship will be dealt with 
under the misconduct procedure. 

 
4.0 

Working for the Audit Commission 

 
4.1 

We expect you to behave with exemplary honesty and integrity and to 
display a commitment to equality and diversity throughout your 
employment with the Commission. 

 
4.2 

You have been appointed to undertake specific tasks and responsibilities 
on the Commission’s behalf. You should aim to perform these duties 
efficiently and to the best of your ability. 

 
4.3 

You should ensure that you remain professionally competent to do your 
job; that your knowledge remains up to date in accordance with your 
professional standards; and that you comply with the professional and 
personal conduct requirements of your professional body or bodies. 

 
4.4 

You have a duty to work within the law and in accordance with our policies 
and procedures and to behave in a way that reflects well on the 
Commission. At no time should you knowingly put at risk public confidence 
or the interests of the Commission by your behaviour. 

 
4.5 

We recognise that managers have extra responsibilities. If you manage 
staff, you are particularly expected to: 

 

•  conduct yourself with exemplary professionalism and probity and lead 
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[bookmark: 4]by example; 

•  create an inclusive work environment that values diversity; 

•  make staff aware of this code’s requirements as well as any other local 

or corporate standards, policies and procedures; 

•  accept responsibility for your own work and the proper performance of 

the people you manage; 

•  be familiar with the health and safety and other related policies and be 

clear about your responsibilities in applying them; and 

•  take appropriate action on breaches of this code. 

 
4.6 

These and other standards of conduct are set out in more detail below. 

 
5.0 

Diversity and equality 

 
5.1 

We are committed to valuing diversity and promoting equality, internally in 
the way we work with each other, and externally by focusing the work we 
do on the needs of all citizens. 

 
5.2 

You are expected to comply with the Commission’s Diversity and Equality 
policy and to carry out your duties and responsibilities in a way that 
reflects the Commission’s commitment to diversity and equality. If you do 
not understand any part of the diversity and equality policy, ask your 
manager to clarify. 

 
6.0 

Working with other employees 

 
6.1 

You have a right to be treated with dignity and respect at work. You should 
always treat your colleagues, other employees and anyone else you come 
into contact with during your work with courtesy and respect. You should 
always try to help other employees if they need information or advice and 
you should not prevent them carrying out their duties. 

 
6.2 

You must never bully, harass or discriminate against people you come into 
contact with during your work or make racist, sexist, homophobic or other 
remarks that might be offensive. It is not acceptable to display pin-ups or 
other offensive material in the workplace and you must not use ICT 
facilities to access, view or download inappropriate sites or material, in 
accordance with the Commission’s ICT Code of Conduct. 

 
6.3 

You should not intimidate, use offensive, threatening, rude or insulting 
words or behaviour or fight with, threaten or assault anyone you come into 
contact with during your duties. Also you should not abuse your position to 
take advantage of others. 

 
6.4 

If you have a complaint about another employee, tell your manager. You 
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[bookmark: 5]should also tell your manager if you believe that you are being bullied, 
harassed or discriminated against. This includes being bullied or harassed 
while working at a client organisation. We have a Bullying and 
Harassment procedure and a Grievance procedure to deal with 
complaints. If your complaint is about your manager, tell your manager’s 
manager. 

 
7.0 

Working with your manager 

 
7.1 

It is important that you have a good working relationship with your 
manager. Your manager will tell you what is expected of you; respond to 
any concerns you may have about your work; assess your performance; 
and give you feedback, with advice on how you can improve. 

 
7.2 

You should be polite and behave courteously and reasonably in all 
dealings with your manager. Your manager should be polite, reasonable 
and fair to you at all times and support you in performing your job. 

 
7.3 

You must carry out reasonable instructions that your manager gives you to 
the best of your ability. You must not be negligent in your duties as this 
may seriously affect the Commission’s reputation. If there is anything 
about your job that you are unclear about, speak to your manager. 

 
7.4 

Your manager should tell you about our policies and procedures, including 
any local standards or arrangements; set and agree work objectives with 
you; and, where appropriate, agree training to assist your career 
development. You should discuss your training needs with your manager. 
Some training opportunities will depend on business priorities and budget. 

 
8.0 

Working hours and attendance 

 
8.1 

You should be reliable and punctual. Punctuality is essential for the 
business to function effectively. 

 
8.2 

Your working hours, location and pattern of work must be agreed with your 
manager. Any changes to these must be agreed in advance with your 
manager. 

 
8.3 

If you want to ask for leave under any of our leave schemes, you must 
comply with the scheme’s conditions. All leave requests must be agreed in 
advance with your manager. 
 

8.4 

If you cannot attend work because of sickness, you should always follow our 
sickness absence reporting procedure, otherwise we may not pay you. The 
procedure for reporting and recording sickness absence is set out in the 
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[bookmark: 6]Managing Sickness Absence procedure. 

 
8.5  We have a legal duty under the Reporting of Injuries, Diseases and 
 

Dangerous Occurrences Regulations 1995 (RIDDOR) to report some work-

 

related accidents or injuries. If you are absent from work for three days after a 

 

work-related accident or injury, you must contact your line manager so 

 

that we can comply with the law. 

 
8.6 

If you change your address or home phone number (or both), you must 
amend your details on e-people so that we can contact you if we need to. 

 
9.0 

Work and personal appearance 
 

91 

You should always dress appropriately for your job and the work you do. 
You may dress according to your ethnic, cultural or religious traditions or 
belief provided this is appropriate to your job and there is no risk to health 
and safety. 

 
10.0 Smoking 
 
10.1  In accordance with the law, we have a smoke-free policy covering all 

Commission premises. You are not allowed to smoke in any Commission 
workplace, including audit and inspection rooms at client sites. If you wish 
to smoke at work, you must do so outside the premises, and in 
accordance with any local arrangements. 

 
11.0  Alcohol and drugs 
 
11.1  You should not knowingly take any non-medical substance such as 

alcohol or drugs that may affect your ability to work. You should tell your 
manager in confidence if you are taking any medication that may 
adversely affect you or the way you do your job. 

 
11.2  You should not consume alcohol during working hours unless there is 

management approval (e.g. at a staff event organised by the Commission 
to celebrate a special occasion). You must ensure that any alcohol 
consumed while off-duty (e.g. at lunch time) does not affect your work. 

 
11.3  If you are under the influence of alcohol or illegal drugs at work, during 

working hours or while representing the Commission, you will be dealt with 
under the misconduct procedure. 

 
11.4  If you are taking prescribed or over the counter medication while driving 

on Commission business, you must ensure that you comply with all 
instructions relating to their use. 
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11.5  If you tell us that you have an alcohol, drug or substance abuse problem, 

we will try to provide support and assistance. This may include referring 
you to our Occupational Health Adviser. However, if you fail to co-operate 
with referral or rehabilitation arrangements or if the arrangements are 
unsuccessful, then any problems with your conduct, performance or 
absence will be dealt with according to the appropriate procedure. We are 
not required to refer you for rehabilitation before taking formal action 
against you. 

 
12.0 Working 

safely 

 
12.1  You are responsible for taking reasonable care of your own health and 

safety as well as the health and safety of others. You are expected to: 

 

•  be familiar and comply with the Commission’s Health and Safety policy 

and other related health and safety policies and procedures; 

•  carry out your work in a safe and proper manner and make sure you 

do not put anyone else’s health and safety at risk; 

•  comply with the health and safety regulations for the task or activity 

you are doing; 

•  co-operate with any health and safety activities, including training, 

organised to promote health and safety; 

•  attend any appointments with the Occupational Health Adviser; and 

•  report any accident you have at work – including while driving on 

Commission business – as soon as you can, and always within a 
reasonable time, and complete an electronic accident report form. 

 

13.0 Driving 
 
13.1  When you drive on Commission business, your car becomes a place of 

work. You must familiarise yourself and comply with the relevant sections 
of the Health and Safety policy, the Occupational Road Risk policy and 
Car Scheme Handbook as well as any other relevant health and safety or 
other policies and procedures.  

 
14.0 Confidentiality 
 
14.1  Under Section 49 of the Audit Commission Act 1998, no information 

relating to a particular body or a person and obtained by the Commission 
or its appointed auditor or any other staff acting on behalf of the 
Commission in the course of their work should be disclosed, except in 
circumstances specified in the section; or in any other case where 
disclosure would not harm the ability of the Commission or the auditor 
respectively to do their work. 
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14.2  Disclosing such information in any other circumstances is a criminal 

offence. 

 
14.3  There is a similar offence under Schedule 10, Paragraph 8 (1) of the 

National Health Service Act 2006, relating to information obtained during 
an audit of a Foundation Trust. No information relating to an NHS 
Foundation Trust or other person and obtained by an auditor in the course 
of their work may be disclosed except in the circumstances specified in 
paragraph 8 of the Act.  

 
14.4  As well as the potential criminal liability, wrongful disclosure could expose 

the Commission to the threat of legal action and damage our reputation. 

 
14.5  The Commission requires all staff to state that they understand and will 

comply with the requirement for them to respect the confidentiality of 
information obtained during their work. You are required to complete an 
Annual Independence Declaration that you will not disclose confidential 
information while employed by us or at any time after you leave. 

 
14.6  This does not affect your right to raise legitimate concerns about crime, 

fraud or serious malpractice in the Commission. The Counter Fraud and 
Whistleblowing policy sets out the process for raising your concerns. 

 
14.7  You must comply with the Commission’s policies and practices under the 

Data Protection Act 1998 and the Freedom of Information Act 2000. You 
should be familiar with the implications of the Acts on using, maintaining, 
transferring and disclosing personal information. 

 
14.8  You must not disclose any confidential information to anyone outside the 

Commission or to colleagues unless specifically authorised to do so. You 
must also make sure you take all reasonable steps to safeguard and 
protect confidential documents, particularly if you need to take them 
outside your usual workplace. If such documents are lost or misplaced, 
you must tell your manager immediately. 

 
15.0 Political 

restrictions 

 
15.1  Given the nature of our work and our links with central and local 

government, and to maintain our reputation as an independent body, our 
decisions must be seen to be free from political bias. To protect our 
impartiality and preserve our independence, we must restrict the extent to 
which certain staff can participate in national and local political activities. 

 
15.2 If you are employed at Level 3 (Audit Manager; Performance 
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Specialist; or Functional Manager F3) or above, you may not take part in 

 

political activities such as: 

 

• canvassing 

•  standing for office 

•  acting as a spokesperson for a party-political organisation or 

special-interest group whose activities relate directly to the 
functions of local government or NHS bodies in general, or to a 
particular local government or NHS body. 

 
15.3  The appeal process for political restrictions is set out in the Audit 

Commission Terms and Conditions of Employment. 

 
15.4  There are no political restrictions on other groups or categories of staff. If 

you are unclear about whether you are restricted from taking part in 
political activity, speak to your manager. 

 
15.5  If you take part in political activity, it should not occur at work and you 

should not use our resources (IT equipment, phones, stationery). You 
should not make any reference to your employment by the Commission 
when speaking in public. 

 
16.0 Conflicts 

of 

interest 

 
Working for yourself and other organisations 
 
16.1  You must not put yourself in a position where your work for the 

Commission and your private interests conflict. While employed by the 
Commission, you must not do any paid or unpaid work for an audited and 
inspected body or an organisation providing services to an audited and 
inspected body unless you and you manager have agreed that it would not 
lead to a conflict of interest. 

 
16.2  You must inform your manager and seek her/his written agreement if you 

want to do any other paid or unpaid work. If your manager agrees that you 
can do other work or activities, it must not affect the work you do for us or 
affect your ability to do your job – for example by making significant 
demands on your time, affecting your working day or causing you to work 
excessive hours or get insufficient rest. It must not damage our reputation 
or have a negative effect on our duties or interests. 

 
16.3  You may not carry out other work in Commission premises or those of our 

clients and you must not use any of our facilities for this (phones, 
computers, printers, photocopiers, fax machines). Our office addresses 
must not be used for private correspondence. 

Code of Conduct 

9

15 April 2010 

 



[bookmark: 10] 
16.4  You must not do any other paid or unpaid work during your normal 

working hours or when you are on sick leave from the Commission. 

 
16.5  You may do unpaid work for voluntary or other organisations. We 

welcome this involvement in community affairs and have special leave 
provisions to allow you to do such things. However, your unpaid service 
must not affect your job or our reputation and you must inform your 
manager and get approval beforehand. 

 
16.6  You must not use your position with the Commission to favour any 

voluntary or other organisations you may work for. 

 
16.7  You must give us any fees you receive for work you do as part of your job, 

such as lectures, broadcasts or written articles. However, you may keep 
any money you receive for work that your manager has agreed you may 
do and that 

 

•  we do not pay you for; or 

•  you do in your own time; or 

•  you do when on annual leave (see paragraph 18.3 below). 

 
Engagement in armed forces, emergency organisations etc 
 
16.8  You should tell your manager if you want to serve with the Territorial 

Army, Special Constabulary or similar services. Time off with or without 
pay may be granted. New employees should declare such membership 
before they start work with us. 

 
Relationships with suppliers, consultants and staff in audited and 
inspected bodies 
 
16.9  Contracts must be awarded on merit in fair and transparent competition 

against other potential suppliers. Favouritism must not be shown to 
businesses run by friends, partners or relatives. 

 
16.10 If you are responsible for engaging or supervising contractors and have 

any personal or domestic relationship or investment interest with them, 
you must declare this in writing to your manager. Your manager will 
decide whether this gives rise to, or could be seen to give rise to, a conflict 
of interest. 

 
16.11  When appointing self-employed consultants you must ensure you comply 

with the Commission’s Procurement procedures and that appointments 
are made on merit in fair and transparent competition. 
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16.12 You must inform your manager if you have a personal or domestic 

relationship with employees of a body we audit or inspect, in accordance 
with Preserving the Independence of the Audit Commission. 

 
Relationships between staff 
 
16.13 Close personal relationships between managers and their staff can be 

embarrassing to other employees, affect morale in the workplace and 
compromise efficient and proper working. If such a relationship exists or 
occurs, the manager must tell her/his Regional or Managing Director in 
confidence so that the implications for the Commission can be discussed 
and action taken to avoid any difficulties. 

 
16.14 Similarly, close personal relationships between staff can also have an 

effect on the workgroup. Where such a relationship exists, the members of 
staff involved are encouraged to speak to their line manager(s) in 
confidence so that where possible, any work-related issues can be 
discussed. 

 
16.15  If there is a close personal relationship, the professional standards of the 

Commission require that: 

 

• appropriate 

discretion 

is maintained at work and the confidentiality of 

work-related matters is preserved outside work; 

•  probity is maintained. For example, it is not appropriate for a manager 

to authorise spending, complete performance management 
assessments or make decisions about pay, reward and career for 
someone with whom they have a close personal relationship; and 

•  professional conduct of staff is maintained at all times. 

 
Selection and recruitment 
 
16.16 All Commission appointments must be made in accordance with our 

recruitment and selection procedures. All appointments must be made on 
merit and not for any other reason. 

 
16.17  If you are related to an applicant or have a personal or other relationship 

with them, you should not be involved in the recruitment and selection 
process unless you have your manager’s permission. 

 
16.18  You must not give job references for employees you manage to any new 

employer. These are provided centrally by the HR Service Centre. You 
may give a personal reference so long as it is not on Commission-headed 
paper and cannot be seen to be a reference from the Commission. 
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Membership of non-public or secret organisations 
 
16.19 You must inform your manager if you are a member of an organisation 

that is not open to the public, which has a commitment to allegiance 
(oaths) and secrecy about its rules, membership and conduct, for example 
Freemasons. 

 
16.20 The Chief Executive and senior managers will have access to this 

information. 

 
16.21  You should make sure that any such membership does not require you to 

act in a way that will affect your work or damage our reputation. 

 
17.0   Gifts and hospitality 
 
17.1  Under the Prevention of Corruption Act 1916, any gift or consideration 

made to an employee of a public body will be assumed to have been 
given and received corruptly as an inducement or reward, unless it can be 
proved otherwise. 

 
17.2  Accepting gifts or hospitality requires sound judgement and you should 

treat the offer of gifts, reward, favour or hospitality with extreme caution. 
You should avoid even the suspicion of a conflict of interest. You must not 
give the impression that you have been, or may be, influenced by any gift, 
hospitality or other consideration to show favour or disfavour to any 
individual or organisation during your work. If you are in any doubt, you 
should discuss the matter with your manager. 

 
17.3  You must tell your manager if: 
 

•  anyone tries to bribe you; or 

•  you reasonably believe someone has tried to bribe another 

employee; or 

•  there is any evidence of corruption or improper behaviour by 

others. 

 

If your manager is involved, you should report it to your Regional or 
Managing Director. 
 

17.4  You must not ask for gifts or hospitality and you must not encourage any 

gift, reward or hospitality from anyone you come in contact with through 
your official duties. This includes, but is not limited to drinks, meals, tickets 
to the theatre or sporting events, overnight accommodation, travel or 
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17.5  You must not accept cash or monetary gifts. The only exceptions to this 

are fees that might be paid for delivering talks or lectures (see paragraph 
18.1 below). 

 
17.6  Any gifts or hospitality offered or received must be recorded using the 

Commission’s Gifts and Hospitality form regardless of whether accepted 
or declined.  This form is available on the intranet under Human 
Resources > HR policies. 

 
17.7  You may accept small tokens of appreciation if you have not asked for 

them, such as pens, diaries, coffee mugs or other small items of 
insignificant value. You must return anything other than small, inexpensive 
items to the person who gave it to you, explaining the reasons why you 
cannot accept it, and record this in the hospitality register.  

 
17.8  There are times when receiving reasonable hospitality is acceptable. For 

example, you may be given light refreshments, tea, coffee, sandwiches 
when visiting clients or during external meetings while you are working. 
You do not need to record these in the hospitality register. However, you 
need to consider whether the hospitality is reasonable for the occasion or 
the job you are doing and whether it is similar to the scale of hospitality we 
would offer clients visiting us under similar circumstances. 

 
17.9  Similarly, you may accept an invitation to a dinner or function of a non- 

commercial body (society, institute or similar) where you are representing 
the Commission or attending a conference or course where it is clear that 
the hospitality is corporate rather than personal. Such hospitality should 
be agreed in advance with your manager and recorded in the hospitality 
register. 

 
17.10  As a general rule, taking part in activities paid for by firms, contractors or 

suppliers outside office hours or while on leave will be considered 
inappropriate. However, this is a matter for your judgement and, if you are 
in any doubt about whether acceptance of an invitation to a corporately-
hosted event may compromise your position, or the reputation of the 
Commission, you should discuss this matter with your manager. 

 
17.11 You must not accept hospitality from a contractor providing services to the 

Commission or who is about to put in a tender for work or services 
(subject to minor hospitality as set out in paragraph 17.8). If you have to 
visit sites to inspect equipment or systems, you should make sure that the 
Commission meets the cost of such visits. This avoids any suspicion 
about the integrity of any subsequent purchase decisions. 
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18.0  Fees for talks or publications 
 
18.1  If you receive a fee for a publication, broadcast, speech or lecture where 

you have used official information or your own work experience, you must 
give the fee to the Commission (see also paragraph 16.7 above). This 
also applies to external work attracting a fee carried out in working hours. 

 
18.2  If you make a speech or give a lecture as part of your official duties, you 

may accept travel expenses, accommodation and meals reasonably 
provided in connection with the event. However, you should use your 
judgement and discuss this with your manager to ensure you are not 
compromised by accepting the offer. 

 
18.3  You may keep any money you receive for a publication, broadcast, 

speech or lecture that: 

 

•  is not directly related to your job; and 

•  you do in your own time; or 

•  you do when on annual leave. 
 

However, you must make sure that there is no conflict of interest and that 
you have your manager’s consent to do extra work as required under 
paragraph 16.7. 

 
19.0 Working 

with 

our 

money and resources 

 
19.1  You must carry out any budget responsibilities properly and make sure 

you use public funds in a responsible and legal way. You should comply 
with our financial rules, regulations and procedures. If you are unsure 
about anything, ask your manager. 

 
19.2  You must always fill in any document, form or record honestly and never 

damage, change or falsify them for financial gain. This includes time 
recording, attendance records, self-certification forms, overtime forms, 
travel and subsistence forms, petty cash forms, car mileage and expense 
claim forms. 

 
19.3  You must not steal, intentionally damage or seriously neglect anything that 

belongs to us. You should not steal or intentionally damage anything that 
belongs to our clients or your colleagues. 

 
19.4  All documents, hard copy or electronic and any other information you 

generate during your employment with us are Commission property. You 
must not keep any documents or files that are no longer needed for official 
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[bookmark: 15]purposes and must return any such documents or files when you leave. 
You must also return any such documents if your manager asks you to. 

 
19.5  When leaving your job, you should leave your files and records in good 

order for the person taking over from you. If it is required by your 
manager, you should put a note on each file giving a brief history of the 
issues, any action that needs to be taken and when it should be done. You 
should highlight any important dates and deadlines. 

 
19.6  You must return any of our property when your manager asks you to and 

always when your employment ends. This includes not only hard copy 
documents, files and correspondence but also tapes, software storage 
media and any other property belonging to the Commission. 

 
19.7  You must always make sure you comply with the ICT Code of Conduct. 
 
19.8  Our resources (ICT equipment, phones, photocopiers, stationery) are paid 

for by public money. You must always make sure you use them properly, 
economically and effectively. 

 
19.9  You may use phones for brief and occasional personal calls and you may 

also use email and internet facilities in accordance with the ICT Code of 
Conduct. If you want to use other Commission resources for personal 
reasons, for example, printers, photocopiers and fax machines, you must 
ask your manager for permission. 

 
19.10 You may use Commission hardware and software to provide support to 

registered charities provided that: 

 

•  you have informed your manager of your involvement with the charity 

and she/he has agreed this, as well as your use of Commission 
resources; 

•  such help and support occurs only outside normal working hours and 

not on Commission or client premises; 

•  you do not allow anyone other than Commission staff to use the 

hardware (laptops) and software; 

•  the kit remains in your possession and is not left on the charity’s 

premises; and 

•  software is not copied or given to the charity. 

 
20.0 Fraud 
 
20.1  We will not tolerate employee fraud or other criminal activities at work. We 

will investigate all allegations of fraud and other criminal acts and, where 
appropriate, take legal action. 
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20.2 Our Counter Fraud and Whistleblowing policy enables you to raise 

concerns about malpractice in the Commission. You may use it to report 
criminal activity, including fraudulent or corrupt behaviour; breach of legal 
duties; miscarriage of justice; danger to health and safety and to the 
environment; and a cover-up of any of these. 

 
21.0  Personal financial affairs including bankruptcy 
 
21.1  You must inform your manager if you are subject to a court judgment 

about a debt; or if you are declared bankrupt or insolvent; or if you enter 
into any kind of voluntary arrangement to avoid bankruptcy. Your manager 
will decide whether it is necessary to take formal action under the 
misconduct or other procedure, depending on the circumstances. 

 
22.0  Criminal convictions 
 
22.1  You are expected to keep within the law at all times during your 

employment. You must tell your manager if you are arrested and refused 
bail or charged with any criminal offence and, unless exempt by the 
Rehabilitation of Offenders Act 1974, you must tell your manager in writing 
if you are convicted of any criminal offence, bound over or cautioned 
about activities outside work. 

 
22.2  If you drive on Commission business, you must tell your manager if you 

are arrested, charged or cautioned about any Road Traffic Act Regulatory 
offences. You must also tell your manager if you are involved in any civil 
proceedings that affect your work. 

 
23.0  Contact with the media 
 
23.1  You must not communicate directly with the media (national and local 

newspapers, magazines, journals, press agencies, radio, television, 
internet, social networking websites, web diaries or blogs) about your work 
or matters concerning the Commission, unless your manager specifically 
authorises you to do so. 

 
23.2  You should refer any media enquiries to the Communications and Public 

Reporting Directorate. 

 
23.3  You must never publicise any material that is confidential or against our 

interests or the interests of our employees. This does not affect your right 
to raise legitimate concerns about crime, fraud or serious malpractice in 
the Commission. If you do have any concerns, speak to your manager or 
use recognised procedures such as the Grievance procedure or the 
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[bookmark: 17]Counter Fraud and Whistleblowing policy. 

23.4  You may write or give interviews about matters unconnected with your 

work or the Commission so long as you are not identified as our 
employee. 

 
23.5  Nothing in this section prevents officials of the recognised trade union 

contacting the media about appropriate trade union activities. 

 
24.0 Misconduct 

procedure 

 
24.1  If your conduct falls below the standards set out in this code, formal action 

under the Misconduct procedure, or any other appropriate procedure may 
be taken against you. In the most serious cases this could result in 
dismissal. Examples of complaints that are normally considered to be 
misconduct and serious (gross) misconduct are attached as an appendix 
to the misconduct procedure. 
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[bookmark: 18]Appendix A 
The Seven Principles of Public Life 
 
Selflessness 
 
Holders of public office should act solely in terms of the public interest. They 
should not do so in order to gain financial or other benefits for themselves, their 
family or their friends. 
 
Integrity 
 
Holders of public office should not place themselves under any financial or other 
obligation to outside individuals or organisations that might seek to influence 
them in the performance of their official duties. 
 
Objectivity 
 
In carrying out public business, including making public appointments, awarding 
contracts, or recommending individuals for rewards and benefits, holders of 
public office should make choices on merit. 
 
Accountability 
 
Holders of public office are accountable for their decisions and actions to the 
public and must submit themselves to whatever scrutiny is appropriate to their 
office. 
 
Openness 
 
Holders of public office should be as open as possible about all decisions and 
actions that they take. They should give reasons for their decisions and restrict 
information only when the wider public interest clearly demands it. 
 
Honesty 
 
Holders of public office have a duty to declare any private interests relating to 
their public duties and to take steps to resolve any conflicts arising in a way that 
protects the public interest. 
 
Leadership 
 
Holders of public office should promote and support these principles by 
leadership and example. 
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