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1. Introduction & purpose 

1.1 This Code of Conduct applies to all Colchester Borough Homes (CBH) 
employees and tells you what CBH expects of you in your personal 
conduct. It sets out minimum standards of conduct which are added to 
in CBH’s general disciplinary rules and other procedures. 

 
1.2 The purpose of the Code is to give you guidance about the standards 

of conduct expected of you. At CBH we provide a public service and 
the public expects very high standards of personal conduct. You must 
ensure that your personal conduct both inside and outside work 
maintains public confidence in your integrity and the services provided  

 by us. 
 
1.3 We want to avoid situations where there could be any suggestion of 

your conduct falling below the expected standards. You should be 
aware that your actions or comments, even outside of working hours, 
may have an impact on our reputation and compromise your position. 

 
1.4 We is responsible for telling you about the standards, but you are 

responsible for familiarising yourself with them. If you are not clear how 
the code of conduct applies to you, talk to your manager or Human 
Resources and ask for advice. 

2. Standards 

2.1 We strive to conduct all our activities efficiently, to the highest ethical 
standards and in compliance with its legal obligations. We can only 
realise this ambition through its employees and it is therefore essential 
that all employees conduct themselves according to the highest 
standards of behaviour, in the most professional manner and with a 
commitment to perform their work to the best of their ability. 

 
2.2 The public expects local government employees to have high 

standards of personal conduct. Even in your own time you must ensure 
that this confidence in you is maintained. 

 
2.3 When you give advice on behalf of CBH, whether to a Board Member 

another employee, the public or external organisation you must ensure 
that your advice is impartial. 

 
2.4 You must tell your senior manager if you are concerned that CBH or 

any of its employees have not followed our rules and regulations, there 
is a failure in service provision or if you suspect that there has been a 
matter of misconduct as soon as you become aware of it. 

 
2.5 Similarly, if you are ever arrested or convicted by a court of a criminal 

offence you must tell your senior manager as soon as possible. 
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3. Disclosure of information 

3.1 You must not use any information you learn during your job for 
personal gain. We provide training and have guidelines on access to 
information and data protection which should be adhered to at all 
times. Breaches of data protection will be treated very seriously and 
may lead to disciplinary action. If you are unsure of what information 
you can or can’t access or share then please seek advice from the 
Board Assurance Officer or Data Protection Officer. 

 
3.2 Employees should not share their personal information e.g. address, 

telephone numbers, email address, social media accounts etc, with any 
customer in order to undertake their work duties. Equally, employees 
should not request such information about a customer, other than what 
is necessary for an official task when working on behalf of CBH. If 
personal information is sent unsolicited and unnecessarily this should 
not be retained. 

4. Organisational behaviours 

4.1 Employees of CBH are expected to demonstrate our organisational 
behaviours at all times. The organisational behaviours are central to 
the culture of CBH and any employee or manager who is not 
demonstrating these behaviours should expect to be challenged on 
this. Where behaviour continues to breach these then performance 
capability or disciplinary action may be necessary. The behaviours are 
outlined below: 

 
Respect 

 
Treating everyone as they would wish to be treated, so they feel valued 
and their needs respected in the most appropriate way. Diversity is an 
asset to the team and the organisation. 

 
Consistency 

 
A consistent approach is taken when we make decisions or give advice 
within the boundaries of current legislation and guidance, ensuring 
equity. 

 
Ownership and empowerment 

 
Taking responsibility for your work from start to finish. 

 
Management give staff at all levels the freedom to make decisions 
when appropriate and able to do so, supporting them through the 
process. Whenever possible, communication is with the most 
appropriate person to take forward the task. 
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Honesty and integrity 
 

Building trust within our organisation and the community in which we 
work, through honest and open communication. 

 
Organisational loyalty 

 
Understanding that we are all ambassadors of CBH and it is our 
responsibility to act with professionalism at all times. 

 
Self- development 
Taking the initiative to access learning and development opportunities 
and keeping up to date with new legislation, rules and processes to 
ensure we provide correct and appropriate information to our 
customers and colleagues. 

5. Political neutrality 

5.1. Employees should not allow their own political views to interfere with 
their work and should respect the rights and views of all Councillors. 

6. Maintaining professional boundaries 

6.1 Employees should be very aware of the potential risk of personal 
relationship formation with customers, employees or Board members 
such as the reputational risk to the company for example from 
accusations of favouritism, fraud or abuse. 

 
6.2 In situations where a personal relationship with an employee, Board 

member or customer exists or develops which could have a detrimental 
impact on the business or leave the employee vulnerable to 
accusations then the employee must disclose this fact to their line 
manager. If you are unsure whether this applies then it would be best 
to check this with HR or your line manager. 

 
6.3 You should not involve yourself in any employment matter (for example 

the recruitment process, employment relations issue) where there 
could be any suggestion that you have acted improperly either because 
you are related to the person concerned or have a personal 
relationship with them inside or outside work. 

 
6.4 Employees are in a powerful position in relation to customers and 

should be careful not to abuse this position, treating all customers 
equally. Any abuse of this power will be dealt with as a disciplinary 
issue. 

 
6.5 There should never be any physical contact between employees and 

customers during the course of your work, unless it is part of your role 
or in an emergency situation such as when you are providing first aid. 
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6.6 Cash transactions are not generally expected to take place as part of 
your role, but in some circumstances these may be required as 
directed by a supervisor or manager, in accordance to the nature of 
your duties (for example collecting small amounts of cash from 
residents to enable a social activity). If it is anticipated that the cash to 
be collected is likely to amount to more than £100 the finance manager 
should be consulted to ensure suitable procedures are adhered to. 
Wherever cash is collected, the transactions should be recorded and 
agreed by two members of staff and receipts issued where practical. 

 
6.7 All employees should make themselves aware of our Safeguarding 

Policy and their duties under this towards vulnerable adults and 
children. All employees should follow best practice, participating in 
safeguarding training and reporting any disclosure, concern, incident or 
allegation to the appropriate Designated Officer. 

7. Interests in tenders and contracts 

7.1 If you are involved in tenders and contract matters you must ensure 
that you act with impartiality and do not show any special favour to any 
particular contractor, group or individual. If you have any relationship 
with any potential contractor (beyond that expected in the proper 
conduct of your duties), you must tell your senior manager as soon as 
possible so that a decision can be taken regarding your involvement in 
that contract or tender. 

 
7.2 You must comply with CBH standing orders and Standing Financial 

Instructions on contracts and tenders and you must make yourself 
familiar with these. 

8. Other paid and voluntary work 

8.1  You must ask your senior manager for permission to do any other paid 
work, completing a secondary employment form. This applies to any 
other work even if it is for another department in CBH. You should also 
talk to your manager about any voluntary work you do. The reason for 
this is to discuss any potential areas of conflict which may arise. This 
will also allow us to ensure, wherever possible, that legislative matters, 
e.g. Working Time Directive are considered. 

9. Designs & inventions 

9.1  If you invent or design something during the course of your work it 
belongs to CBH. 

10. Personal interests 

10.1 In order to avoid any potential conflict of interest you must declare if 
you are a CBH tenant or leaseholder, or a tenant of stock managed by 
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CBH. You can do this by completing the declarations of interest form 
on the intranet. 

 
10.2 You must declare any financial or related interest you have in a 

contract or proposed contract which is under consideration by CBH. 
You must also declare an interest if you have shareholdings  which are 
more than £5,000 or 1/100th of the total nominal value of the issued 
shared capital of a company with which you are involved during the 
course of your job with CBH. 

 
10.3  You are also encouraged to declare voluntarily to your senior manager 

any associations and groups to which you belong so that any potential 
areas of conflict can be discussed or avoided. 

 
10.4   We do not wish to be unduly restrictive or to intrude into your private 

affairs and we understand that many of our staff may already have 
friends or acquaintances who are CBH customers. 

11. Equality issues 

11.1  We expect standards of behaviour from our employees which 
recognise and respect the dignity of individuals at work and we regard 
any form of victimisation, intimidation, bullying and harassment as 
unacceptable behaviour. 

12. Corruption 

12.1  As an employee of CBH you must not corruptly receive or give any 
loan, fee, reward or advantage for doing, or not doing anything or show 
favour or disfavour to any person. To do so is a criminal offence. 

13. Use of financial resources 

13.1  You must ensure that you use any public funds that you are 
responsible for in accordance with our Standing Financial Instructions 
and procedures. 

14. Hospitality 

14.1  You must read the Hospitality and Gifts policy and ensure that you 
complete a hospitality and gifts form for any gifts that you accept or 
provide. 

15. Sponsorship 

15.1  Any sponsorship offered to or by CBH must be approved by a senior 
manager. You must declare any interest you may have in the proposed 
sponsorship. 
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16. Social media 

16.1 You must read the guidelines within the Social Media Policy, ensuring 
that any information posted by you online does not bring either CBH or 
your position into disrepute. 

17. Consultation 

 DMT- November 2017- January 2018 

 Unison – November 2017- January 2018 

18. References 

Working Time Directive 

19. Related documents 

Disciplinary policy & procedure 
Social media policy 
Safeguarding policy 
Hospitality & Gifts policy 
Anti-fraud & corruption policy 
Standing Financial Instructions & contract procedures 
Information & Confidentiality policy 
Equality & Diversity strategy 
People Plan 
Organisational behaviours 
Advertising & sponsorship policy. 
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