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Code of Conduct

for Employees


Foreword

OneRen has an important public service role in providing the people of Renfrewshire with equality of opportunities to access our services and in encouraging individuals and groups to adopt a healthier lifestyle by getting active and staying active and above all have fun through the programmes and services we offer at our facilities.
Of all the resources at the company's disposal to achieve this aim, I personally believe that OneRen's most important resource is its staff and that the company will only achieve its vision to sustain itself in the future through the efforts of each and every one of us individually and working together as part of the OneRen Team.

No matter what duties we undertake, we all have an equally important role to play if we are to realise the future success of OneRen, both in terms of continuing to improve excellence in customer service, and in developing our business aims further to improve and attract even more customers in the future.
I felt it important to review the Code of Conduct again both in terms of providing you with important updated information on the values and expectations of the company and also providing guidance to support you in your day to day duties and responsibilities.

This Code of Conduct is designed to provide you with practical examples of situations that you may encounter and guidance to help clarify the expectation of OneRen of you, and support available to you, in personally dealing with situations that may arise during your employment.

This Code will be reviewed in the future as required but in the meantime please take the time to read and familiarise yourself with this updated code.  If you require further advice on any aspect, I ask that you raise this with your line manager in the first instance.

Thank you.
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1.
Introduction


The public expects a high standard of conduct from all OneRen employees.  This code sets out the minimum standards which are expected of all employees and provides you with guidance about your rights and duties at work.  These standards will be used as a benchmark of good practice by the Local Government Ombudsman where a complaint of maladministration has been made.  The Code also incorporates the ‘Seven Principles of Public Life’ identified by the Nolan Committee on standards in public life.


The purpose of the Code is to provide clear and helpful advice to you.  Because of the nature of your work, some parts of the Code may apply more to some of your colleagues than to you, but all employees must comply with the Code.  While a breach of this Code may lead to disciplinary action, it is designed to provide you with guidance on the standards of conduct appropriate for a public service employee.  If you have any difficulties in meeting the standards of the Code you should speak to your line manager, a member of your personnel section or trade union for advice and assistance.

2.
The ‘Seven Principles of Public Life’


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 OneRen’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 OneRen.

Objectivity:


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

Accountability:


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

Openness:


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

Honesty:


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

Leadership:


If you are a manager, you should promote and support these principles by your leadership and example.
3.
Relationships


Personal conduct


You should be aware that the way you behave during working hours also reflects the image of OneRen.


You must not attend work under the influence of either alcohol or illegal drugs, as these may affect your ability to undertake your duties safely and effectively and may damage the public image of OneRen.  If you attend work under the influence of either alcohol or illegal drugs you will be liable to action under OneRen’s disciplinary procedures.  If you have an addiction problem, you may seek help through your line manager or personnel section.


You should also remember that you are a public official and that misconduct or activities outside work may have a bearing on your employment with OneRen.


If you are convicted of a criminal offence which is likely to adversely affect your work or your working relationship with OneRen as your employer, you must advise your line manager or personnel section immediately.


You have a duty to make any payments due to OneRen in good time. If you are experiencing difficulties in making payment, advice is available from various sources such as the:-


~  Personnel section;


~  Line managers.


You can obtain information about welfare benefits, money advice and debt counselling from Renfrewshire Council’s Income Maximisation Service (Advice Works) or the Personnel section.


The Public

You may have contact with members of the public as users of services, clients or citizens and you should always be courteous and helpful.  Each member of the public should be treated fairly, equitably and consistently in accordance with OneRen’s Equality and Diversity at Work Policy.

Elected/Management Committee Members

Councillors, Management Committee members and employees are servants of the public and they are indispensable to each other.  Employees are responsible to OneRen. Their role is to give advice to Councillors/Committee Members of OneRen and to carry out duties under the direction and control of the Chief Executive and the Committee of OneRen.


Mutual respect between Councillors and employees is essential to good relations.  Close personal familiarity between individual Councillors and employees can damage the relationship and prove embarrassing to other Councillors and employees.


Councillors are free to approach any OneRen facility for such information, explanation and advice about that facility’s functions as they may reasonably need to assist them in carrying out their duties as members of the Council.  Such approaches should normally be directed to the Chief Executive or another senior officer of OneRen.  If you are called upon to provide support and briefings to party groups you should ensure you follow OneRen’s protocol for member/officer relations.  If you are in any doubt regarding whether or not to provide such information, you should consult your line manager.


Contractors

You must be fair and impartial in your dealings with contractors, sub-contractors and suppliers.  If you are involved in the tendering process you must follow OneRen’s procedures and rules about tenders and contracts.


Further information can be obtained from the Finance Section.


Voluntary Sector and Other Bodies

OneRen recognises the vital contribution which voluntary sector organisations make to improving people’s quality of life.  The Council has approved a Joint Voluntary Sector Policy statement which sets out how the Council will work with the voluntary sector and other bodies.  OneRen supports this policy and any relationship with voluntary bodies or organisations should be in line with the statement.
4.
Your Rights as an Employee and a Member of the Public


Public Statements


If you use OneRen’s services, you are entitled to express a view on the quality of service you receive.  However, you should not make use of information obtained through your work with OneRen.  In your work capacity you should not criticise OneRen either through the media or at a public meeting or in any communication with members of the public (except in accordance with the Public Interest Disclosure Act, 1998 which is outlined in Section 5).


Access to your Councillor

As a member of the public, you are entitled to raise with your Councillor any complaint which you have about the services of OneRen.  If your complaint concerns any aspect of your work with OneRen, you should follow OneRen’s internal procedures.


Fair and Reasonable Treatment at Work

You are entitled to expect fair and reasonable treatment from your colleagues, managers and from Councillors.  If you feel that you have been unfairly treated or have been discriminated against, you are entitled to make use of OneRen’s appropriate policies, for example, Respect at Work or the Grievance Procedure.
5.
Disclosure of Information


Information to be made available to the public


OneRen’s decision-making process must be transparent and open.  OneRen must provide the public with clear and accessible information about how it operates.  It must also ensure that there is an effective complaints procedure in place for the public to use if things go wrong.  
The Freedom of Information (Scotland) (Amended) Act 2013, places a new legal obligation on OneRen to disclose information that is in the public interest. A publication scheme will be maintained to provide public access to information on OneRen. Public enquiries for additional information should be directed to the Strategic Finance and Administration Manager as the designated FOI manager for OneRen.

Contact with the media

In your work with OneRen, you must get authorisation from the Chief Executive before media contact can take place.


All contact with the media (press/television/radio) should be referred in the first instance to the Chief Executive or appropriate senior officer within your facility.  You should not respond to enquiries by the media, or comment to the media on situations described or statements made.


This does not apply where an accredited trade union official contacts the media in that capacity and not as an employee.


Expressing concerns outwith line management - ‘Whistle Blowing’


Aims of the policy


You could be the first to realise that there may be something seriously wrong within the workplace.  You may not, however, wish to raise your concerns because you feel that speaking up would be disloyal to your colleagues or to OneRen.

Expressing concerns out with line management or the ‘Whistle Blowing policy’ as it is commonly known, makes it clear that employees can state their concerns without fear of reprisal.


This policy is intended to encourage and enable employees to raise serious concerns within OneRen rather than overlooking a problem or “blowing the whistle” outside.


Public Interest Disclosure Act 1998


This Act provides protection for individuals who disclose information which, they believe, has resulted in any of the following occurring:


(i)
that a criminal offence has been committed, is being committed or is likely to be committed;


(ii)
that a person has failed, is failing or is likely to fail to comply with any legal obligation to which they are subject;


(iii)
that a miscarriage of justice has occurred, is occurring or is likely to occur;


(iv)
that the health or safety of any individual has been, is being or is likely to be endangered;


(v)
that the environment has been, is being or is likely to be damaged; or


(vi)
that information tending to show any matter falling within any one of the preceding paragraphs has been, is being or is likely to be deliberately concealed.


Reassurances


Harassment or victimisation

OneRen will not tolerate harassment or victimisation of an employee who has raised concerns through this process.  It is the duty of all employees to ensure that colleagues do not suffer any type of unacceptable behaviour.


Confidentiality

OneRen will maintain the confidentiality, wherever possible, of the identity of the employee who has raised the concern.  It must be appreciated, however, that the investigation process may reveal the source of the information and a statement by the individual may be required as part of the evidence.


Anonymous allegations

This policy encourages staff to put their names to allegations.  Concerns expressed anonymously will be investigated at the discretion of OneRen.

Untrue allegations

If an employee makes an allegation in good faith, but it is not confirmed by the investigation, no action will be taken against them.  If, however, an employee makes malicious or vexatious allegations, disciplinary action may be considered.


What type of issues can be raised in terms of this policy?

In general terms the ‘Whistle Blowing’ policy is expected to be used for more serious and sensitive issues (e.g., corruption and fraud).  This could cover any aspect of


~  Service provision


~  The conduct of an officer


~  The conduct of a member of OneRen

~  The conduct of others acting on behalf of OneRen.


Concerns are best made in writing.  Where you do not feel able to put your concern in writing contact can be made by telephone or in person with the appropriate officer.


Responsible Officers

Each facility has a designated 'Whistle Blowing' officer.  Details of these officers can be obtained from the personnel section.


The Chief Executive has overall responsibility for the maintenance and operation of this policy and will maintain a confidential record of concerns raised and the outcomes and will report as necessary to OneRen.


Employees of contracting organisations

This procedure, with necessary amendments, will apply to employees of contracting organisations in respect of any contractual relationship they have with OneRen.
6.
Politically Restricted Posts and Political Neutrality

You are required to carry out your duties on behalf of OneRen Limited and all Councillors in a politically neutral way.  A small number of posts are "politically restricted" in terms of the Local Government Housing Act 1989.  A person who holds such a post is disqualified from carrying out certain political activities or becoming a member of


~  a local authority


~  the Scottish Parliament


~  the House of Commons


~  the European Parliament.

7.
Conflict of Interest


Private interests


As a OneRen employee you must not allow any private interest to influence your decisions.  You must not use your position to further your own interests or the interests of others who do not have a right to benefit under OneRen's policies.  If you are involved in work or in transactions being carried out by OneRen in which close members of your family or people living in the same household as you may have financial interests, these interests must be declared to your line manager.


Membership of organisations or clubs

If, by being a member of an organisation or a club there might be a conflict of interest in relation to any aspect of your employment with OneRen, you must declare this to your line manager.  This also applies to membership of organisations or clubs which are not open to the public.


Employment outwith OneRen working hours


Normally you will be able to undertake paid employment outside OneRen unless there is a clear conflict of interest, or it is likely to have an adverse effect on the work of OneRen.  Generally, you will not be able to undertake work for any individual or organisation where:

~  OneRen has been involved or could be involved


~  the work in any way impinges on the Trust's interests.


You are not allowed to use Leisure Trust equipment and resources in any outside employment.  If you are unsure if the other employment may be in conflict with OneRen's interests, please seek guidance from your senior officer.


Senior officers will not engage in any other business or undertake any additional appointment without the express consent of the Chief Executive.


Invitations to give lectures, broadcasts, speeches, etc.

If you wish to accept invitations to undertake lectures, appropriate to your professional qualifications, you may do so and retain any fees, providing such lectures are given outside normal office hours and do not prejudice the interests of OneRen.


In the case of lectures undertaken during normal office hours, where the lectures cover a given period or pattern you must get prior agreement from your senior officer.  Senior officers will need to get the prior agreement of the Chief Executive.  Any fees you receive, excluding out-of-pocket expenses, must be paid to OneRen or the time off must be set against your annual leave entitlement or deducted from your flexible working hours accrual.    

8.
Acceptance of gifts, hospitality and other benefits


OneRen has established a policy on accepting gifts and hospitality.  This will advise on the correct approach to take if you are offered gifts, hospitality or other benefits in connection with your official duties.


The policy has been drawn up to provide a basis for making a decision in the vast majority of cases.  The main points of the policy are outlined below.

Ÿ As a general rule you are not permitted to accept gifts, hospitality and other benefits in kind which would, or might appear to place you under any obligation.  The policy outlines in more detail any exceptions to this rule.

Ÿ You must report to your senior officer all offers of gifts, hospitality and other benefits in kind.  These offers must be recorded in the departmental register and the decision of whether to accept or refuse them should also be recorded.

Ÿ It is a serious criminal offence
if you corruptly receive or give any gift, loan, fee, reward or advantage for doing or not doing anything or showing favour or disfavour to any person in your official capacity.

Ÿ Hospitality can have many forms - lunch/dinner invitations, tickets for the theatre or other events.


If you are unsure about this, please speak to your line manager.

9.
Use of OneRen Resources


OneRen provides a wide range of services to the public.  It is crucial that these services are provided as efficiently and effectively as possible.


In your work capacity you have access to a variety of resources*.  It is, therefore, important that the guidelines set out in the OneRen's inventory procedures are always adhered to.


(*Resources include equipment, vehicles, materials, finances and any other items under the control of OneRen)


You should clearly understand your contractual obligations to OneRen, and you must not use any of OneRen’s resources to assist with commitments to non-Trust employment outside OneRen’s working hours or for any other personal use unless authorised.


There can be occasions where senior officers, or other nominated officers, are satisfied that there are justifiable reasons for the temporary removal of resources from OneRen premises for use for other purposes.  For example, if you are undertaking a course of study recognised by OneRen, it would be considered reasonable to allow you to take a portable personal computer home in the evening.


In all cases if you need to remove resources from OneRen premises, it will be your responsibility to ensure the appropriate form in the inventory guidelines is completed and signed by an appropriate officer.


If you are authorised to use resources for your work or outside working hours, you must ensure that they are stored securely.

10.
Policies to support or complement the Code of Conduct


This Code of Conduct incorporates existing policies, regulations and conditions of service.  It provides further guidance to assist you in your day to day work.  As previously stated, you can obtain a full copy of the Code and associated guidance from the Personnel section.


Operation of personnel policies

If you are involved in the operation of OneRen’s policies, for example, grievance or discipline, you must do so fairly and equitably.  You must declare any interest or relationship to your line manager who will decide whether or not you can participate in this process.

Recruitment and selection

OneRen has a Recruitment and Selection Policy based on the principles contained in the CoSLA Code on Recruitment and Selection.  All appointments must be made on the basis of merit.


If you are involved in the recruitment and selection process and have any kind of relationship which might affect your ability to be impartial, that relationship must be declared to your line manager.  Your line manager will decide whether you can participate in the recruitment and selection process.  The same procedure must be followed in other personnel procedures such as grievance or disciplinary procedures.


You must not lobby a Councillor, Committee Member or another colleague either directly or indirectly to secure your 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.


Internet / E-mail policy and guidelines *

Social Media Policy*

Respect at Work *


Employment of People with Disabilities *


Equality and Diversity at Work*


OneRen’s Quality Management System (QMS)*

Grievance Procedure*


* Copies of these policies and/or guidelines are available from the Personnel Section.


OneRen is committed to introducing a Quality Management System (QMS) in a phased basis to improve communication and support for staff. Once any specific policy or procedure has been reviewed and released through the QMS as live. All staff are required to follow company policy or procedures issued through the QMS. For training or support you should discuss these with your line manager.

Section 1

Please fill out both Section 1 and Section 2 (overleaf)

I have read, understood and accepted the points made in the Code of Conduct booklet.

Name: …………………………………………………………………………………………

Signature: …………………………………………………………………………………….

Date: …………………………………………………………………………………………..

Please ensure you have signed and dated this form before removing it from the booklet and returning it to your line manager or alternatively sending it direct to:

The Personnel Section

OneRen
Lagoon Leisure Centre

11 Christie Street

Paisley

PA1 1NB


Section 2

Please fill out this section as Section 1

I have read, understood and accepted the points made in the Code of Conduct booklet.

Name: ………………………………………………………………………………………….

Signature: ……………………………………………………………………………………..

Date: …………………………………………………………………………………………...

Date you returned your slip: …………………………………………………………………

If delivered by hand, who received it: ………………………………………………………

Please ensure you have signed and dated this section along with section 1.  This Section is for your own records.  


DATA PROTECTION  


 


The Employee shall comply with the Company’s data protection policy when handling personal data in the course of employment including personal data relating to any employee, customer, client, supplier or agent of the Company.





The Employee acknowledges that the Company will process data relating to the Employee for a variety of purposes and that this may include sensitive personal data relating to the Employee. The Company will only process this data where it has a lawful basis for doing so.  Details about the type of data held by the Company, the purpose of data processing and the lawful basis on which the data is processed can be found in the Company’s Employee Data Privacy Statement .





The Company’s data protection policy and Employee’s Data Privacy Statement can be found on the Staff Intranet at  � HYPERLINK "http://staff.renfrewshireleisure.com/" �http://staff.renfrewshireleisure.com/�  or from the line manager.





The Company may change its data protection policy at any.  An up-to-date policy will be available on the Staff Intranet and at place of employment.
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