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1. INTRODUCTION 
1.1. 
As part of the public service there is a fundamental expectation that everyone connected with the Council will conduct themselves in a way that ensures that the standards of service and the reputation of the Council are maintained. 

1.2. 
In addition the Law requires that both members of the Council and employees (this means all employees employed by the Local Authority) declare any pecuniary interest (that is financial interest), whether direct or indirect, in any contract that has been or is proposed to be entered into by or on behalf of the Council. 

1.3. 
For these reasons it is a long standing requirement of the Councils’ Disciplinary Rules and Code of Conduct that if employees have other paid employment, or outside interests where there is a potential conflict of interest with any part of the Council’s Services, they should tell their manager or record the interest. This includes recording gifts and hospitality (see separate guidelines). 

1.4. 
The objective is to ensure that the Council conducts itself in an honest, fair and open way and is seen to do so, and to protect employees from any suggestion that they have been improperly influenced. 

2. WHO IS AN EMPLOYEE? 
An employee is any person with a contract of employment with the Council (the “Local Authority”) including permanent, temporary and fixed term employees. This includes people in any “employment relationship” with the Council, such as teachers, Registrars and agency workers who work for the Council but whose contract of employment may be with a third party. It excludes consultants and contractors. 
3. DEFINITION OF ‘OUTSIDE INTEREST’ 
To meet the objective of protecting both the employee and the Council the definition of ‘outside interest’ is necessarily wide, and if there is any doubt the employee should record the interest or seek advice from his or her line manager. 

3.1 
The legal requirement is that an employee declares any pecuniary interest (that is financial interest). This would include: 

3.1.1 
Any person involved in tendering or purchasing should record any known direct or indirect interest/relationship with a contracting company which tenders for or carries out work for the Council or supplies goods or services to the Council. (As an example an indirect relationship would occur if an employee’s partner or a close friend or relative owned or worked for a contractor or was a consultant to a contractor, or potential contractor to the council). 

3.1.2 
Where the employee owns land or property other than their own home which may alter in value due to actions that the Council takes or fails to take. 

3.1.3 
Any known direct or indirect interest in some element of the work being done by the section in which they work (for example employees working in Housing Benefits) should ensure that they register and inform their Supervisor if they, their partner, or a close friend or relative are also claiming benefit from the Council in order that they do not work directly on cases where they have an ‘interest’. 

3.2 
An employee who is a member of any organisation which is not open to the general public and maintains secrecy about rules, membership or conduct (e.g. the Freemasons) should record their membership. 

3.3 
Employees are advised to record the following interests: 

3.3.1 
An employee who is an active member of any organisation where there is any potential conflict of interest with any part of the Council’s services (e.g. a community action forum). 

NOTE: This definition is not intended to include the Council’s registered Trade unions. 

3.3.2 
Where the Council has entered into or proposes to enter into a contract or sponsorship or grant aid to an organisation in which the employee is a committee member or holds a management role. 

3.4 
The test for deciding whether a non-pecuniary interest should be declared is whether a member of the public, having all the facts, would reasonably think that the employee might be influenced by it. 

NOTE: 
Employees should also register gifts and hospitality. Please see separate guidelines. 

4. METHOD OF REGISTERING AN ‘OUTSIDE INTEREST’ 
An employee should complete the appropriate form, below, and return it, (preferably electronically), to the appropriate Policy Co​ordinator. The Policy Co-ordinator will acknowledge receipt of the form and if the employee has not received acknowledgement within 14 days he or she should check that it has been received. The Policy Co-ordinator will arrange for a record to be maintained. 

The same procedure should be used to change the record. 

NOTE: The information may be entered on a computer database. An employee may ask for a copy of his/her own entry in the register at any time and it will be provided. Copies of other employee’s entries will not be provided except to the Legal Services Division or Internal Audit Section. 
5. FAILURE TO REGISTER AN OUTSIDE INTEREST 
Failure to register an interest will continue to be a disciplinary offence. 

REGISTER OF EMPLOYEE’S OUTSIDE INTERESTS 

I wish to register the following outside interests: 

* Delete which does not apply. 
Membership of Organisations 
(See the document Register or Employee’s Outside Interests – Paragraphs 3.2 and 3.3) 
Name and Address of Organisation: …………………………………………………….…………………. ……………………………………………………………………………………………………………………… My role: ……………………………………………………………………………………….…….……………. ……………………………………………………………………………………………………………………… Date Started/Ended this role: ………………………………………………………………….…………….. 

Appointment to Statutory Bodies (e.g. School Governing Bodies, NHS trusts etc either within the area of the Council or outside if there is a potential conflict of interest.): 

Other interest outside employment by the City Council (please see the Council’s guidelines). 

NOTE: 
You should use this section to declare:

· Any contracts with the Council which you hold or in which you have an interest.

· Any land you own or Licences to occupy Land or Corporate tenancies (other than your own home or principal residence).
· Any interests, direct or indirect, in Companies or Securities connected to the Council in any way. (See the definitions of ‘outside interests’ in the attached document for details). 

Any direct or indirect interest in the work of the section in which you work (e.g. Employees working in Housing Benefit should register if they, their partner or a close friend or relative is claiming benefit from the Council). 

(See the document Register or Employee’s Outside Interests – Paragraph 3.1.3). 

NOTE:
Data Protection
The information requested in this form in order to help identify any potential conflicts of interest that may arise now or in the future so that they can be managed in accordance with the above procedure. The information will be treated as confidential and stored in your personal record. 

Under the Data Protection Protection Act 2018 you have the right to a copy of the data held about you. In line with SCC’s retention policy, your personal data will be retained for your period of employment + 7 years. More detailed information about the School’s handling of your personal data can be found in its privacy notice available on the school website or available on request.  Additionally, Southampton City Council’s Privacy Policy can be found on line at (http://www.southampton.gov.uk/privacy) or on request.
NAME: �
…………………..………………………………………………………………………. �
�
POST TITLE: �
…………………………...………………………………………………………………. �
�
POST NUMBER: �
…………………………………………………………………………………………… �
�
SECTION: �
…………………………………………………………………………………………… �
�
DIRECTORATE: �
…………………………………………………………………………………………… �
�

















































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































































Signed: _______________________________ �
Signed: ______________________________ �
�
             (Employee) �
             (Policy Co-ordinator) �
�
Date: ________________________________ �
Date: ________________________________ �
�
Signed: ______________________________ �
Acknowledged: ________________________ �
�
             (Section Manager) �
�
�
Date: ________________________________ �
Date: ________________________________ �
�
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