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SECTION 17

- NORTH HERTS DISTRICT COUNCIL CODE OF CONDUGT
FOR COUNCILLORS (AND VOTING / NON-VOTING CO-OPTEES)
(Approved by Council on 18 July 2013)

1. 'lntrodljcﬁon

1.1

1.2

Trust and confidencs in public offi ce-holders and institutions are important for the
functioning of local authorities. This is particularly true in the case of elected office-
holders. The Council has therefors adopted this Code of Conduct to promote and
mamtam hlgh standards of canduct in publzc life. It is each Counclllor's responsibifity to

The Code of Conduct applles to all elected Councnliors (votlng or non-vot:ng) co-opted
and appointed members.

2. When does the Code of Gonduct apply?

2.1

In this Code “meefing” means any meeting of
(@) the authority;

(b) the execittive of the authority;
(c) any of thé authority's or its execufive's committees, sub comrittees jomt comittees,
joint sub—commlttees or area committees;

(d) informal meetings with other members and/or officers relating to the discharge of the
auihonty s functions,

22 The Code of Conduct applies—

(a) whenever you: conduct the business, or are present at a meeting, of the authority; or

(b) whenever you act claim to act or gwe the impression you aie acling in the role of
metber to which you were elected or appointed; or

{c) whenever you act, claim to act or give the impression you are acting as a
representatlve of the authonty or

(d) at all times and in any capacity, in respect of conduct identified in paragraphs 3.4(a)
and 3.5; or

{e) In respect of any criminal offence for which you have been convicted during your term
of office.
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2.3  Where you are elected, appointed or nominated by tha authority to sérve on any otfier
authority or body you must, when acfing for that othér autharity or body, comply with the
code of conduct of that other authority or body,

24 Where you are elected, appointed of nominated by the authority to serve on any other
hody ‘which does nof have a code relating to the conduct of its members, you must, when
acting for that other body, comply with this code of conduct, unless it conflicts with any
other jawful obhgailons to whichi that other body may bie subject

3. Rules of Conduct

31  As a Member of North Hertfordshire District Council you shall have regard ta the seven
principles of public life. .

Selflessness  Holders of public office should act solely in terms of the public
interest,

any obiigation to people or organisations that might try
inappropriately to influence them in their work, They should
not act or take decislons in order fo galn financlal or ofher
material benefils for themselves, their family, or their friends.
They must dec[are and reso[ve any. nterests and
relat[onships '

Integrity Holders of public office must avoid placing themsalves under

Objectivity Halders of public office rnust act and take demsions
imparilaliy. fairly and on merit, ‘using the best ev;dence anid
without discrimination or bias.

Accountability Holders of public office are accountable to the public for their
decisions and actions and must subniit themiselves to the
scrutiny necessary to ensure this.

Qperiness Holders of public office should act and take decisions in an
opeh and transparent manner. information should not be
withheld from the public unless there are clear and Iawfu!
reasons for so doing.

Honesty Holders of public office shotld bé truthiul.

Leadership Holders of public office should exhibit these principles in thelr
own behaviour, They should actively promote and robustly
support the principles and beé willing to challenge poor
behaviour wheraver it ocGurs,

These general principles are the underlying principles behind the rules of conduct set out
below. ' ' '
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3.2

3.3

3.4

3.5

Duties and Responsibilities

You must:

-(a) carry out your duties and reSpOHSIbIIIt!es with due regard 1o the pnncipie that there

should be equality of opportunlty for all people, regardtess of their gender race,

disability, sexual onentation age or re[[gxon

(b) show respect and considération for others;
{c) rict use bullylng behaviour or harass any pérson; and

(d) not do anythlng WhiCh compromlses or whlch is llkely 10 compromise, the impartiality

information
You must not;

(a) disclose conﬂdentiai informatlon or. Informatlon which shotild reasonably be regarded
as being of a confidential nature, without the éxpress consent of a person authorised to
glve such consent or unless required by law to do $0;

(b} prevent any person from gainirig access to mformatlon to which that person is
entitled by law.

Conduct
You must

(a) hot conduct yourself in a manner “which cou[d reasonably be regarded as bringing
your office or the authority into disrepute;

(b) not inake vexatlous mali¢ious or fnvo[ous complalnts against other members or
anyone who works for, or 6n beha[f of, the authority.

{c) comply with any reguest of the authonty’s frionitoring officer or section 151 Officer, in
connection with an invest[gatxon conducted in accordance with their respective statutory
powers.

Use of your Position
You must not:

(a) in your offi clal capacity or otheiwise, use or attempt {o use your position improperly o
confer on or secure for yourself, or any othér person, an advantage or create or avoid for
yourself, or any other person, a disadvantage;
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(b) use, or authorise others to use, the resources of the a_mhofi_t__y'-—"
() imprudeitly;
(il) in breach of the authority's requirements;
(i) unlawfully;
(iv) other than in & manner which is calculated to facilitate, or to be conducive to,
the discharge of tha functions of the authority of of the office to which you have
been elected or appointed; '
(v) improperly for political purposes; or

{vi) improperly for private purposes.

3.6 - Decision Making
Yol must:
(a) when participating in meetings or reaching decisions regarding the business of the
authority, do so on the basis of the merits of the circumstances involved and jn the public
interast having regard to any relevant advice provided by the authority's officers, in
paticular by— ' ' '
{i} i__he authoﬁ_ty’g head of paid service;
(i) the authority's 5.151 officer/ chief finance officer;
(i) the authority's monitoring officer/ chief legal officer;
(b) give reasoris for all decisions in accordance with any statutory requirements and any
reasonable additional requirements imposed by the authority. '
a7  Compliance with the Law and the Authority’s Rules and Policies
You must:
{a) observe the jaw and the authority's rules governing the claiming of expenses and
allowances in connection with your dutles as & member; '
(b) comply with the authority's Gifts arid Hospitality Policy:
(6) comply with gny other policy (of pait of policy} which sefs out required conduct from
Members, for example the MemberfOfficer Working Protocol and Planning Code of
Good Practice for Members, ' ' B
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4. Interests

4.1

Remember - breaches of the requitements of the Localism Act 2011 felating to
Disclosable Pecuniary Inferests can constitute a criminal offence, ' :

Disclosable Pecuniary Interests

4.2

4.3

4.4

4.5

You have & Disclosable Pecuniary Interést if you, or your spouse or ¢ivil paririer, have a
pecuniary interest as defined by regulations made by the Secretary of State. The
description of Disclosable Pecuniary Interests published by, DCLG In their Guide for
Gouncillors *Openness and Transparency on Personal Interests” is attached in Appendix
A. Interests or your spouse or clvil partner are Included to ‘ensure ihat the public can
have confidence that councillors are putting the public interest first and not benefiting the

finaricial affalrs of themselves or their spouse or ¢ivil pariner from which the councilior
would stand to gain. For this purpose your spouse or civil partner includes any person
with whom you are living as husband or wife, or as If they were your civil pariner,

You miust:

(a) within 28 days of faking office as a member or co-opted member, nofify the
Monitoring Officer of any Disclosable Pecuniary Intérest as defined by regulations made
by the Secretary of State, where the pecuniary interest is yours, your spouse's or ¢ivil
paitner's, or is the pecuniary Interest of somebody with whom you are living with as a

husband or wife, or as if you were civil partners,

(b) ensure that your register of interests is kept up to date and nofify the Moritoring
Officer in writing within 28 days of biecoming aware of any change In respect of your
Disclosable Pecuniary Interests. ' ;

Any Interests notifled to the Monitoring Officer will be included in the register of interests.
A copy of the register will be available for public inspection and will be published on the
athiority's website. o I o

If a function of the authority may be discharged by a member acting alone and you have
a Disclosable Pecuniary Interest in any matter t6 be dealt with in the course of
discharging that function, you may not take any stéps or any further steps in relation to
the matter (except for the purpose of enabling the matter to bé dealt with otherwise than
by yourself). ' - ' '

Declarable Interests

46  Youhave a Declarable Interest iri an itém of business of the Councll where: _
(a) & decision In relation to that business might reasonably be regarded as affecting the
well-being or financial standing of you or a member-of your family or your employer or a
person or body with whor you have a close association to a gréater extent thanit wouid
affect the majority of the Coungil Tax payers, ralepayers or inhabitants of the ward for
which you have been elested or otherwise of the Council's administrative area; or
(b) it relates fo oris jikely to affect any of the Interests listed in the Appendix to this Code
in respect of a member of your family (other than covered in the [egislation) or your
employer or a person or body with whom you have a close assoclation; or
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(c) the intérest is one which a member of the public with knowledge of the relevant facts
would reasonably regard as so significant that it is likely to prejudice your judgement of

the public interest; or

(d) the interests of any pefson or Kiody from whoti you have received a gift or hospitality
with an estimated value of at least £50 (or sush other figure set in the Council's Gifts and
Hospitality Policy). You need not disclose this Interest if it was registered more than 6
years before the date of the meeting; or T
(e} it relates t6 or is likely to affect any body of which you are & meétnber or In a position
of general control or management which:

(i) you are aippéinted or norminated to by the authority; or

(i) exercises functions of & public nature; or

(iii} Is directed to chatitable purposes; or

(iv) as its principaf purposes includes fhe Influence of public opinion or policy
(including any political party or trade union) '

and that interest is not a Disclosable Pecuniary Interest.

5. Sensitive Information

5.1

5.2

A Disclosable Pecuniary Interest may not be published or made available for inspection
where the hature of the interest is such that you and the Monitoring Officer consider that
disclosure of details, of the interest. could lead toyou or a person connected with you
being subject to viclencé or intimidation if it is entered in the register of interests. Copies
of the register avallable for Inspection and atiy published versio of the register should

not include detalls of the interest but may state that you have an interest detals of which
are withheld under 832(2) of the Localism Act 2011, S '

You rist, within 28 days of becoming aware of any change of cifcumstarices which
feans thal information excluded under paragraph 5.1 is no longer sensitive information,
notify the Monitoring Officer, . ' o

§, Declaring interests at meetings

6.1

6.2

f you are present at a Meeting at which an item of business in which you have a
Disclosable Pectniary interest Is to be considered or is being considered you must a
make verbal declaration of the existence and nature of the Disclosable Pecuniary
Inferest at the meeting at or before tha consideration of the item of business or as soon
as the Interest becomes apparent, If the interest is not registered and Is not the subject
of g pending notification you must notify the Monitoring Officer of the interest within 28
days of the Meeting ' ‘ '

If you attend a meeting at which any item of business Is to be considered and you dre
aware that you have a Declarable Interest in that item, you must make a verbal
detlarafion of the existence and nature of that interést at or before the consideration of
the item of business or as soon as the interest becomes apparent. o
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7. Effect of Interests on Parhcipatlon at Meetings

7.1

7.2

73

74

7.5

If you are present at a mrieeting of the council and you have a Disclosable Pecuniary
Interest re!ating to any business that is or wnll be considéred at the meeting, you must
not;

(a) partlmpate in any discussion éf the business at the meeﬂng, orif you
become aware of your Disclosable Pecuniary Interest during the meeting
participate further in any discussion of the business, or

(b) participate in any vote or further vote taken on the matter at the meeting.

The prohibitions at paragraph 7.1 apply to any form of participation, mclud:ng speaking
as a member of the public. Jn certain circuimstances you can request a dispensation from
these prohibitions from the Monitoring Officer.

If you are present at a meeting of the councll and you have a Declargble Interest relating
to any business which a member of the public with knowledge of the rélevant facts would
reasonab[y regard as so srgnlf cant that it is llkely to prejudlce your ]udgement of the

you may speak as a rnember of the publlc

If you have a Disclosable Pecumary Interest, or a Declarable Interest which is so
significant that you must not participate, you must leave the room or chamber where the
meetmg is being held unless you have received a dlspensataon fromi the Monltormg
Officer,

if you are Ieav;ng the radmi or chamber in accordance with paragraph 7.4 you may Ilsten
to any speeches from the public but must leave prior to the item being presented of in
any other case, whenever it becomes apparerit that that business is being considered at
that meetlng

DlspenSations

Section 33 of the Localism Act 2011 aliows the Counci in certain circumstarnces té grant
a dispensafion to permit a member to take part in the business of the authority, even if
the member has a Disclosable Pecuniary Interest relafmg to that business. If you would
like theé Council to consider granting you a dispensation, you must make a writfen
request to the Monitoring_ Officer, who has been authorised by the Council to make
declsions on requests for digpensations.
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Appendix A

Description of Disclosable Pecuniary Interests (from DCLG Guide for Couriciliors "Opennéss and
Transparency on Personal Intefests” March 2013) ' '

if you: have any of the following pecuniary interests, ihey are your Disclosable Pecuntary Interests under the
naw national rules. Any reference to spouse or civil partner includes any person with whom you are living as

husband or wife, or as if they were your civil partner.

Employment, office, trade, profession or vocation _
Any employment, offics, trade, profession or vocation carried on for. profit or gain, which you, or your spouse
or civil partner, undertakes. ' T B o

Other payments received s _ ) _ o

Any payment or provision of any other financial benefit (other than from your council or authority) made or
provided within the relevant period in respect of any éxpenses Inctirred by you In carrying out duties as a
member, or towards your election éxpenses. This includes any payment or financlal benefit from & téade tinlon
within the meaning of the Trade Union and Labour Relations (Consolidation) Act 1992. The relevant period is
the 12 months ending on the day when ‘you tell the monitoring officer about your Disclosable Peguniary
Interests following your election or re-election, or when you became aware you had a Disclosable Pecuniary

Interest relating to a matter on which you were acting alone.

Contracts _
Any contract which Is made betweén you, or your spouse or your civil partner (or a body In which you, or your

spouse or yous civil partner, has a beneficial interest) and your council or authority —

« under which goods or services are to be provided or works are to be executed; and
« which has not been fully discharged.

Land _ -
Any beneficial interest in land which you, or your spouse oOF your civit partner, have and which Is within the
area of your council or authority. ' '

Licences , ,
Any licence (alone or jointly with others) which you, or your spouse or your civil partner, holds to occupy land
in the area of your council orauthority for a month or longer.

Corporate tenancles
Any tenancy where (to your knowledge) ~

« the tandiord is your-council or authority; and o
« thetenantis a body in which you, or your spouse of your civil partner, has a beneficial intergst.

Securities _
Any béneficial interest which you, or your spouse or your civil partner has in secufritiés of a body where —

(a) that body (to your knowledge) has a place of business or land in thé aréa of your council 67 authoriit'y; and
(b) either

i) th_e_’td’tal nominal value of the securities exceeds £25,000 or one hundredth of
the total issued share capital of that body; or

(il if the sharé capital of that body is of more than one class, the total nomirial

value of the sharés of any one class in which you, or your spouse o your civil

partner, has a beneficial interest exceeds one hundredth of the total Issiied share
capital of that class. o o o o o
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SECTION 18

PROTOCOL FOR MEMBER / OFFICER WORKING ARRANGEMENTS
(Apbroved by Gouncil on 18 July 2013)

1 lntro&uctloﬁ

1.1 Thls Protocol prowdes a general framework for the interaction betwaen elected Members and
officers of the Councll in order to seek to ensure that the Members and offic icers work together
effectively and eff iciently to conduct the busiriess of the Authority, .

1.2 In particular, this protocol aims fo support the enhancement of local demOGr'aoy' by ~

» faclitating the participation of Members and ofﬁoers in the Councll's policy development and
decision making processes;

» {Jassisting Members and those officers who support them in their ro[e as representattves of the
conimunity within the Coungil and externally, and

« [Oclarifying arrangements for the provision of the information and support for Members and their

party groups.

1.3 This prototol is intended to assist Members anid officers in malntalnmg the hlghest standards of
integrity and propriety and epsuring that everything they do'is: ‘seen by others fo be done properly,
fairly and where possible openly

1.4 Iti is lmportant therefore that any dealings with Members and oft“ icers should observe regsonable
standards of mutual courtesy and respect, and that neither should seek to take unfatr advantage of
their position in any mrcumstances ,

1.5 A Code of Conduct for all Members has been adopted by the Council which sets out the
Conduct expected from Members

pnnctples and procedures ‘set out In this protocol are already, toa large extent establlshed and
form the basis of the Council's working arrangements. The plrpose of this protocol is to provlde
guldance on Member/officer working arangements partlcularly in the case of doubt or difficulty.

Constttutlon but a breach of this Protocol may still amount fo a breach by Members of the Code of
Conduct for Counctttors and by Officers’ of the terms and conditions of eniployment.

2. Roles of M_embers and Offtc__er”s_
2.4 The respegtive roles of 'Mem'he'r"'s and officers can be sumrn'arlsed as follows:

Members and oﬁ‘ cers are servants of the publ;c and they are tndtspensabte to one another. But

of the Council the Cablnet and relevant Commtttees efc, Iti tS not the rote of Members to determme
the day-to~day management of the Authority's services. Mutual respect between Members and
officers Is essential to good 100§| govem_men_t_ o o '
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2.2 Members -
Members have four maln areas of responsibifity:

a) determining the policy of the Authority and giving it political leadership; _ L
b) monitoring and reviewing the performance of the Authority in implementing that policy and
delivering services, ‘ R .

©) representing the Authority éxternally;

d) acting as advocates on behalf of their constituents,

2.3 Members of Cabinet, Chairmen and Vice-Chalrmen

Members of Cabinet and Chairmen and Vice-Chairmen of Committees, Boards, Panels etc have
additional responsibilities. Because of those responsibllities, their relationships with employees may
be different from, and moré complex than those of Members without those responsibliities, and this
is recognised in the expectations they are, entitled to have. However, such Members must stil
respect the impartiality of officers, must not ask them to undertake work of a party political nature, or
to do anything which would put them In difficulty in the event of a change in the political composition
of the Authority. ' ' :

2.4 Opposition Members

As individual Members, all Members have the same rights and obligations In their relationship with
officers and should be treated fairly. This principle is particularly important in the context-of overview
and scrutiny. However, where a political group forms an administration, either alone or in
partnership with another group or groups, it is recognised that the relationship between officers,
parficularly those at a senor level in the orgahisation and the administration wil differ from that with
opposition groups. ' o

2.5 Officers

The role of officérs is to glve advice and information to Members and to implement the policies
determined by the Authority. In giving such advice to Members, and in preparing and presenting
reports, it is the responsibility of the officer to express hisfher own ‘professional views and
recommendations. Whilst an officer may report the views of individual Members oh an issus, if the
Member wishés to express a contrary view he/she should not seek to pressure the officer to make a
recommendzation contrary to the officer's professional view. Certain officers f.e. Head of Paid
Service, Monitoring Offiger, Chief Finance Officer (Section 151 Officer) have responsibilities in law
over and above thelr obligations to thé Authority and to individual Members, and Members must
respect thess obligations, must not obstruct officers in the discharge of these responsibilities, and
must not victimise officers for discharging these responsibilites. B '

3. Expéctations

There might be occaslons when Members and Officers disagree about certain issues, however on
these octasioris it Is expected that the standards of behaviour set out in the Protocol will still be
fallowed. | ‘ ' '

34 Membefs can expect from officers:

a) A commitment fo the Authority as a whale, and not to any polftical group;

b) A working partnership; . .y '

c) An understanding of and suppoit for respective roles, workloads and pressures;

d) Timely response to enquiries and complaints; o '
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e) Professional advice, not tnﬂuenced by political views or preferénce, WhICh does not compromrse
the political neutrality of officers; '
f) Reguiar up to date information on matters that can reasonably be considered appropriate and
relevant to theif needs, havrng regard to any individual responsrbllrtles that they have and posmons
that they hold;

g) Awareness of and sensitlwty to the political enwronment
h) Respect, dignity and courtesy;
i} Training arid development in order to carry out their role effeotrvely,
i} Integrity, mutual support and appropriate confidentiality; o

k) Not to be sutj]ect to bultymg or to be put under undue pressure.

n) That ofﬂcers will at all t[mes comply with the relevant professmnat standards corporate pollcres
and conditions of emptoyment _

0) Sugpoit for the role of Mémbers as the local representatives of the Authority, Wlthl['l any schems
of support for Members whtch may be approved by the Authority,

3.2 Officers can expect from M_ember.s:

a) A working partnership;

b} An understanding of and support for respective roles, workloads and pressures;

c) Polifical Ieadershlp gnd direction; .

d) Respect dignity-and courtesy;

e) tntegnty. mutual support and eppropriate confidentiality;

f) Not to bé subject to bullylng or to be put under undue pressure Memibers should have regard io
the seniority of officers in determining what are reasonable requests, having regard to the power
relatroinshlp between Members and officers, and the potentia! vulnerability of officers, particuarly at
junior levels;

g) That Members will not use their position or relationship with officers to advance. thelr personal
Interests or those of others or to inflience degcisions |mproperly, _

h} That Merbers will give due consideration to advice received from officers;

i) That Members will iot criticise Individual ofiicers in publrc and wrll mstead ralse any concerris with
the appropriate officer in the first instance;

j) That Members wiil have due regard to advice recelved from the Head of Paid Setvice, Chief
Financial Officer and Monttorlng Officer when those offi icers afe &cting pursuant to their statutory
dutles;

K) That Members will at att trmes comply with the re!evant Code of Conduct

33 Lim,_tt_at;qns_on Behaviour

The distinct roles of Members and officers necessarily impose limitations upon behaviour By way of
iftustration, and not as an exclusive list:

a) Close personal relat:onships betw’een Mambers and officers can confuse these separate. roles
and get in the way of the proper discharge of the _Authority's functions, not least in creating the
percepticn in others that a particular Member or officer may secure advantageous treatment;

b) The need to maintain the separaté roles means that there are limits to the matters on wh[ch they
rmay seek the advice of officers, both in relation to personal matters and party political issues;

c) Relaﬂonshrps with a particular individuals or party groups shoulld hot be such as to create publlc

suspicion that an employee favours that Member or group above others

The issue of oﬁf cer attendance and advice to potrtical groups is speorﬁoat_ty co\_;ered:' below.
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d) Merbers in thelr private capacity will sometimes need to use Council Setvices, for example a
planning application for their properly, or a licensing application fof an organisation they are
involved with. In ofder fo ensuré good future warking relationships Members should foltow with the
pririciples of this Protocol in such inferactions with officers.” o '

4. Member/Officer Communication

4.1 Meibers should communicate with officers at the appropriate level, Routing service related
enduiries should be initiated throtgh normal departmental enquiry/contact points. If in dotibt as to
who to contact for such routine enduiries, Members should contact Democratic Services, Other
matters will normally involve the appropriate Head of Service, Corporate Manager or other senior
manager. Disagréément with régard to adopted policy should ordinarily be directed to the Execitive
Member responsible, o

4.2 In communicating with Membérs._ officers should have regard to professional standards,
Corporate Policies and conditions of employment, the requirements of this protocol and any
instructionis issued by thelr departmental management. '

4.3 In order to keep Members informed of relevant information,_ it may sqmeﬂmes be necessary for
Members and officers to hold confidential briefings, Officers are expected to be cledr as to what
information is confidential, and why, and Members are expected to maintain that confidentiality.

5. Officer Advice to Party Groups

5.1 There Is no stafutory recognition for paity groups and it is commori practice for such groups fo
glve preliminary consideration to matters of Council business in advance of such matters being
considered by the Council or the relevant Committees. Officers may be properly called upon to
support and contribute to such deliberations by party groups. The advice provided must be

consistent with the principle at paradraph 3.1(e) above.

5.2 The support provided by officers can take many forms ranging from a brief meeting with an
Executive Member, Chairman or spokesparson prior to a Council meeting, to a presentation fo a full

party group meeting. This siipport Is available to all party groups.

5.3 Ceitain points must however be clearly understood by all those participating in this fype of
pracess, Members and officers alike. In particular —

a) Officer support in these circumstances must nof extend beyond providing information and advice
in relation to matters of Council business. Officers must not be involved in advising on matters of
party business. The observance of this distinction will be assisted If officers are not expected to be
present at meetings or parts of meetings when matters of party business are to be discussed.

b) Party group meetings, whilst they form part of the preliminaries fo Council decision making, are
not enipowered to make decisions on behalf of the Council, It s essentlal that discussions are kept
confidential and are not commuricated (inside or outside the organisation), interpreted or acted
upon as though they have that official status. | o '

o) Similarly, where officers provide information and advice to a party group meelinig in relation to a
matter of Council business this cannot act as a substitute for providing all necessary infarmation
and advice to the Cabinet or relevant Committee when the matter in duestion is considered,

5.4 Special care needs fo be exercised whenever officers are involved in providing information and

advice to a party group meeting which includes petsons who are not Members of the Council. Such
persons will not be bound by the Code of Conduct, in particutar the provisions concerning the
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declaration of Interest and confidentiality, and for this and other reasons officers may not be able to
provide the same level of information and adwce as they wouldfo a meeirng of Members only

5.5 Off icers must respect the confi dentiallty of any pany group dlscussions at which they are
present and shou[d not, in particular, relay the content of any such discussion to another party

group.

purpose of presentzng anformatlon fo the meetlng (m relaﬂon te an Issue or proposal affectlng or
involving the Councll) must be made to the relevant Strategic Director, who will consult with the
Chief Executlve Where it is agreed that an officer will attend for this purpose the sama facmty will
be offered or made available o the other. party groups, -Any officér who so attends will do so In
his/her officlal capamty will be politically neutral, and aftendance will tiot signify support for any
parﬂcu[ar political view, proposal or response.

5.7 Officer attendance at any publlc meeting will generally be avoxded dunng the period between the

Commlssioner electlons) affecting the aréa lnvolved and wﬂl only occur durmg suoh a penod |f
representatives of all parties supportlng candidates in the election’ have been invited to take part in
the meetlng

5.8 At any publm meeting organised by any party group, or by any mdlwdual Member (rather than
by the Council) officers may attend only to prowde information which is publlcly avaiiable, No such
officer attendance w|[_| take plaee during the 'pre-election’ _period _referred toin parag_raph_ 57.

5.8 Any particular difficulty or uncertainty coricerning officer advice to party groups should be raised
with the Strategic Director or Chief Executlve who wﬂi where appropr]ate discuss with the relevant
group leaders, _

6. OfﬂcerlMemberIChairman RelationShipe

8.11tis clearly important that there should be a ¢tlose working relationiship between the Leader of
the Council, Executive Member and Chairman of a Committee and thie Strategic Director and other
senior officers of any department which reports to that Member or Committee. However, such
refationships should never be allowed to bec¢onie $o close, or appear to be so ¢lose, as to bring into
question the officers’ ability to deal impartially with other Members and other party groups or with
any other rndlvrdual or organisatton

6.2 The Leader of the Council, Executive Member or Chairman will routinely be cohsulted as part of
the process of drawing up an agenda for a forthcoming meefing. It must, however; be recognised
that In some circlimstances the proper conduct of businéss may require a partlcu[ar matter to be
included on the agenda. The Leader/Member/Chairman is not entitled to requzre the removal of
such an jtem from the agenda, uriless agreed by the Leader (unless s/he is the requester ¥y and
Chief Executive Officer'®, DlrectorslHeads of Service will always be fully responsible for the content
of any reports submitied in their name. Any issite conceming the inclusion of any item on an agenda
and the submission of any particular report that cannot be ‘agreed between the Leader, Executive
Mernber or Chalrman and a Strategic Director should be referred fo the Chief Executive as Head of
Paid Service, thé Corporate Legal Mahager and/or the Strateglc D[rector of Finance, Policy and
Governance as Statutory Finance Officer.

I the Leadef is the requesler. then this Is o be agreed with fhe Chief Exewtlve
% This does not apply to statutory officer repons =under 8114 Loca! Govemment Fmance Act 1988 & s5 Local Govemment and Houslng
Act 1989
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6.3 In relation to any action under delegated powers, itis |mportant fo remember that the law allows
for detisions relating to the discharge of any of the Councils functrons which are not specifi cal!y
reserved to the Coungcil to be taken by the Cabinet. Normally, wherever the authorlty to make a
decision is delegated to an officer it is on the basis that the officer will exercise that authonty in
consultatron with the Cablnet Member andlor other nomrnated Members.

6.4 It must be remembered that officers. within a departrnent are accountable to thelr Head of
Service/Corporate Manager and Strategic Director and that whilst officers should also seek to assist
a Cabinet Member or Chairman (or indeed any Member) they must not in daing so go beyond the
bounds of whatever authority they have been given by theit Head of Seivice/Corporate Manager or
Strategic Director. It should also be noted that the Chief Exécutive has a statutory responsibiiity as
Head of Paid Service for ensuring the proper organisation and management of the Councll s staff,
and has therefore an overall responsrballty for the direction and management of all officers.

7. Corresponderice

7.1 Mémbers and officers are reminded that all written correspondence (including letters, emails and
other forms of electronic, communication) betweeh them and with members of the pubhc may be
subject to information fequests under the Freedom of Information Act, Envrronmental information
Regulations of Data Protection Act, ‘

7.2 Correspondence batween individual Membets and an officer should not normally be copied to
any other Memmber except where necessary for the proper conduct of business. When using email
‘blind’ coples of such correspondence shiould not be circulated.

7.3 Oﬁ‘ cial letters on behalf of the Council should normal[y be seht out in the name of the
appropnate officer rather than In the name of a Member, It may be appropriate in certain exceptiohal
circumstances, for example representations to a Government Minister or correspondence with a
Leader or another local authority; for a letter to be issued | in the name of the Leader of the Council.
Letters or e-mails (and other forms of electronic communrcatlon) which for example create
obligations, confirm or deny the acceptance of any liability, of give instructions on behalf of the
Councl, should always be sent out by the appropnate Strategic Director; Head of Service/Corporate
Mariager or cther senior officer,

8. Publiclty and the Media

8.1 Contact wrth the media on issues related to the Colincil or to Councll business is handled
through, or with advicefsupport from, the Communications Unit.

8.2 Any Member who approaches the media on any item involving or affecting the Councﬂ without
first approaching or consulting the Council {through the Communications Unlt) will be responsible for
such action. Any Member who does so should make rt clear that he/she is speaking on his/her own

8.3 Members and officers should be mindful of the prohibition on the publication by the Council of
any information intending to promote or canvass support for any political party or candidate for
elections, In caseé of doubt, advice should first be obtained from the Corporate Legal Manager, who
will have regard to Code of Practice on Local Government Communications,

9, Personal Relationships
8.1 No Member or officer should allow any pereonai connection or relationship with any other

Mermnber or officer to affect the performance of his or het official responsibilities or the taking of any
action or decision by or on behaif of the Council. This includes, for example, any family relationship,

membership of the same household of any business oonneotron Members and officers should -
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always consider how such a relationship or connection would be likely to be regarded by anyone
outside the Coauncll, or by any other Member or officer, and avord creating any impréssion of bfas or
unfairness, _ :

9.2 A ofﬁcer who is personally connected or related to any Member should nofify to his 6r her
Strategrc Director in wntlng using the Register of Interests form (G: Dnve) (Intranet/ Web link
required)

9.3 Members should take into account any personal relet(onshlp ar cennection wrth any ether
Membeér of officer, in consrdermg the need to reglster or declare a personal or personal and
prejudicial interest whenever appropriate ' _

10. Involvenient of Members

10.1 Whenever a public meeting is organised by the Council to consider a local issue affecting a
particular area, all the Members of the relevant Area Committee or (if only affecting a particular
Ward or Wards), those Members representing the Ward or Wards affected should, as a matter of
course, bé Invited to aftend the meeting S:mllarly, wherever the Council undertakes any form of
consultative exercise on a local issue, in line with the Consultation Strategy, the Area
Committee/Ward Members should bé notified at the outset of the exercise,

10.2 The relevant senior offi cer will keep Members informed about significant issues in their Ward or
elsewhere and effecting the Counail generaliy, including in respect of consultation with pansh
couincils and community groups. Such updates will usualiy be via MIS and examples includé items
on national policy, County issues, technical workshops etc. These will be issues of importance over
and above the routine mafters and which do not contravene the law relattng to confidential
rnformatron

10.3 When a Member ralses a Ward Issue with an officer, they will be kept informed of progress if
they wish fo be. ' '

11. Further Guidance
11.1 Any Member of the Councli who needs further guidance on any of the matters referred to in the
Code or on any similar or related issue is advised to contact the Corporate Legal Manager. Any

officer needing such guidance shouid refer initially to their manager who will consult sénlof
management and obtair advice as necessary.
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Protocol for Meniber / Employee Working Aerangements

Additional Information & '_@uidénqe which should pe read in conjunction with the main
document. ' ' o '

The Protocol states at para 4, 2 that: “Members should communicate w:th emp!cyees at the
appiopiiate level, Routine service related enquiries should be.iniiated through normal departmental
efiquiry / contact points. Other matters will normally involve the appropriate Head of Serwce
Strategic Director, Corporale Manager or other Senior Manager

This note provides additional information and gundance to Members about what Is the “appropriate

fevel” in different circumstances This additional duidance excsts $0 that

« [Osenlor managers can ensuré that Members are provided with correct, comprehenswe
information and advice;

+ [employees are guided and supported through the appropriate mangagement channe[s

« [the Coungil ¢an be confident that it is properly discharglng its health and safety

responsibifities as an employer.

Contact and communication includes telephone, e- mall letters. and in person. Members should
always identify themselves as being Membérs when contactmg employees, The advent of flexible
working arrangements rmeans this Is especlally important as contact will often be via email or
telephone Semor ofﬁcers may u__s_e bnef ngs e—mall or dlspatch to notify Members of Ward i |ssues

1 'Flrst Timé' Service Requests or- Reports of a Service Failurée

When a Member is assisting a constitiient or reporting matters for the first time, for exaimple
dumped rubbish, missed bins, public tollets in need of cleaning, graffitl etc the point of contact set
out in the AZ of Councl Sewices should be wused - hitpi/iwww.north-
herts.gov. uk!mdexfcounc]! and democracyla-zaewices htm

2, 'Planning Applications

Wheri dealing with speclﬁc appl[catlons as Ward issues Members should contact the Development
Control case officer at the contact humber set out on materlal produced by the Planning Service.

3, Electoral Reglstration

For electoral registration fssues, including postal voting, contact should be made with the Elections
Team, '

4. Requests for Work to be Undertaken

When a Member wants an employee to undertake new or adduttona! work (other than routine
requests described abOVe) coritact should be made With the Strategic Direstor, Head of Service or
Corporaté Manager This is important as all employees have clear WOrk programmes and
understanding as to what they need to achieve. Being asked directly by Members to take ori

additional work could undermine an employee’s performance and lead them into diffi culties, as well
as creatlng stress in juggling competing workloads and priorities.
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5. Discussion of the Development or Application of Policy

When a Member wishes to discuss policy, contact should he made with the Strateg[c Director or
Head of Service or Corporate Manager, Members must have the fullest possible informiation abeut a
pollcy ared. Although many employees are highly knowledgeable about their subject matfer, they
cannot be expected to know all of the wider contexts such as finance, external relations, impacts on
other sefvice areas etc ‘ _

8. Involvement of Member's

happen as and when the lssues emerge The relevant senior ofﬂcer wull keep Members Informed
about slgmﬂcant issuies in their Ward or elsewhere and effecting the Coungit generally, including in
respact of consultation with pdrish councils and community groups. Diréct contact {ie email) should
be the preferred method of contact for Ward issues, with MIS or Champlon News being used for
more general matters.

7. Complaints

If a Member needs to make a complamt abouit the conduct of a Counc|l employee or a contractor to
the Council; or o complam that a service has not been delivered in accordance with setvice
standards or established expectations, contact should be made with the Strategic Director, Head of
Service or Corporate Manager. The matter will be recorded in the 3Cs database and handled in
accordance with that procedure.

Good management and dlSClp|Il'Ie are zmpqrtant and it is essentlal for Strategic Dlrectors Heads of

Service or Corporate Manager to be made aware of Members' perceptlons and expétiences so that
proper steps can be laken to resolve diffictiities and support employees.

Although it ls most unllkely that thls will evar oceur, for the sake of completeness and absoluteness

cause for concern about the way that an employee or contractor is undertaklng work the Strateglc
Director, Head of Service or Corporate Manager should be contacted.

8. Response Times

Wher a Member makes contact with any officer, a response wiil be made as quzckly as possible in
line with the Council's published customer care standards, Officers will:

DAnswer telephone calls within four rings;

DReply to e-mails within two workmg days and Jetters wsthln four of;
fiExplaih why a full résponsé cannot bé given within this timé;

DAIm to supply a substantive fesponse within 10 working days.

e ® = 9

Where necessary & Strategic Director, Head of Service or Corporate Manager will idéntify one
officer to take responSIblllty for resolving a cross-service or cross-agency Issue raised by a Membsr,
and nofify the Member who this is and their contaet detalls, In line with the Customer Care
standards,
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SECTION 18

PROTOCOL FOR MEMBER / OFFICER WORKING ARRANGEMENTS
(Approved by Council on 18 July 2013)

1. Introduction

14 Thls Protocol provides a general framework for the Interaction between elected Members and
officers of the Council, in order to seek to ensure that the Members and officers work together
effectively and effi ciently to conduct the business of the Authority.

1.2 In particular, this protacol aims to support the enhancement of local democ'_r’acy by —

. facrlrtatmg the parttcrpatioh of Members and officers in the Couricil's pollcy developmeiit arid
decision makihg processes;

¢ Dassisting Members and those officers who support them in their role as representatives of the
community within the Councll and extematty, and

. Dclarrfymg arrangements for the provision of the information and support for Members and their

party groups.

1.3 This protocal is intended to assist Members and officers in marntarmng the highest standards of
integrity and propriety and ensuring that everythlng they do is seen by others to be done properiy,
faidy and where possrble open!y

1.4 It is important therefore that any dealings with Members and officers should observe reasonable
standards of mutdal ¢ourtesy and respect, and that netther should seek to take unfair advantage of
thelr position in any circlmstances.

1.6 A Code of Gonduct for. all Members has been adopted by the Counctt which sets out the
Conduct expected from Members.

1.6 This protocol should be read and applied in conjunction wrth that Code of Conduct. The
prmcrples and procedures set oiit in this protocol are already, to a !arge extent, estabhshed and
forni the basis of the Council's working arrangements, The puiposé of this protocol is to provide
guidance on Member/officet WOrkrng arrangements patticularly In the case of doubt or diffi culty,

4.7 The Piotocol for Member ! Employee Working Arcangements is not a formal pait of the Councif's

Constitution but a bréach of this Protocol may still amount to a breach by Mermbers of the Code of
Coriduct for Counciliors and by Officers' of the terms and conditions of employment,

2. Roles of Members and Of_ﬂt_;er_s'
2.1 The respective roles of Members and officers can be summari‘Sedi as follows:,

Meénibers and _oft‘ icers are servants of the pliblié and they are indispensable to one another. But
their responsibilties are distinct. Members are responsible to the electorate and serve only so long
as their term of office lasts. Officers are responsible fo the Council, Their job is to give advice to
Members and to the Authonty and to carry out the Authorrty‘s wark under the direction and control
of the Council, the Cabinet, and relevant Commrttees etc. It is not the role of Members to détermine
the day-to-day management of the Alithofity's services. Mutual respect between Members and

off cers is essential to good local govemment
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2.2 Members _
Membérs have four main areas of responsibility;

a) determining the pollcy of the Authority and giving it pé_)iit,i_cél ieadershfp;

b) mionitoring and reviewing the performance of the Autherity in implementing that p011¢y and
delivering services; o ' ' R -
c) representing the Autharity externally,

d) acting as advocates on behalf of their constituents.

2.3 Membeys of Gabinet, Chaifmen and Viéé-:‘c:'hairni_en

Members of Cabinet and Chairmen and Vice-Chairmen of Committees, Boards, Panels efc have
additional responsibilities, Because of those responsibilities, their refationships with employees may
be different from, and more complex than those of Members without those responsibilities, and this
is recognised in the expectations they are entitied to have. However, such Members must still
respect the impartiality of officers, must not ask them to undertake work of a party political nature, or
to do anythinig which would put them In difficulty in the event of a change in the political composition
of the Authority. S

2.4 Opposition Members

As Individual Merbers, all Members have the sarme rights and obligations in their relationship with
officers and should be treated fairly. This princlple is particularly important in the context of overview
and scruting. However, where a political group forms an administration, either alone or in
partnership with another group or groups, it Is recognised that the relationship between officers,
particulaily those at a senior level in the organisation and the administration will differ fram that with
opposition groups. - ' I

2.5 Officers

The role of officers is to give advice and information to Members and to implement the polictes
determined by the Authority. In giving such advice to Members, and in preparing and presenting
reports, It Is the. responsibility of the officer to express histher own professional views and
recommendations. Whilst ah officer may report the views of individual Members on an issue, if the
Member wishes to éxpress a contrary view hefshe shotild not seek to pressure the officer to make a
recommendation contrary to the officer's professional view. Certain officers ie. Head of Paid
Service, Monitoring Officer, Chief Finance Officer (Sectlon 151 Officer) have responsibilities in law
over and above their obligations to the Authority and to individual Members, and Members must
respect these obligations, must not obstrict officers in the discharge of these responsibilities, and
miust not victimise officers for discharging these responsibilities. ' o

3. Expectations

There miight be occasions when Members and Officers disagres about certain issues, however on
these occasions it is expected that thie standards of behaviour set out in the Protocol will still be
followed. ' -

a) A commitment to the Authority as a whols, and niot to-any political group;

b) A working partnership; o | S

¢} An uriderstanding of and support for respective roles, workloads and pressures;
d) Timely response to enquiries and complaints; = ' -
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e) Professional advice, not influericed by pollttcat views or preference, which does not compromlse
the polrtlcal neutrahty of off icers;

that they hold

g) Awareness of and sensitivity to the potﬁrcal envrronment

h} Respect; digriity and courtesy;

) Training and developmetit in order to carry out their role effeotwely.

)] Integnty hutual support and approprlate confidentiality;

K} Not to be subject to bullying or to be put under undue pressure,

) Not to have personal issues raised with them by officers otitside thé agraed procedures;

m) That employees wrlt not use therr re!atiopshlp with Members fo advance their personal

n) That ofﬂcers w1|[ at ali times comply wrth the relevant professtonat standards corporate policies
and conditions of employment;

0) Support fof the role of Members as the local representatt\res of the Authority. wrthrn any scheme
of support for Members whrch may be approved by the Authonty

3.2 Ofﬁc,ers, can expect from Members;

a) A working partnership;

b) An understanding of and support for respective roles, workloads and pressures;,

¢} Political leadership and direction;

d) Respéet, dignity and courtesy;

e) Integrity, mutual support and appropnate confdentrahty,

f) Not to be stibject to buttymg of to be put under undue pressure. Mémbers should have regard to
the seniority of officers in determining what afe reasonable requests, having régard to the power
re[ationshlp between Members and officers, and the potential vulnerabllity of officers, partrou!arly at
junior levels;

d) That Members will ot use their position or relationship with officers to advance their personal
interests or those of others or fo influence decisions impropetly; .

h} That Members will give due consideration to advice recelved from offcers, ,

) That ‘Members will not criticlse individual officers in public and will instead raise any concerns wath
the appropriate officer in the first instance;

j) That Members will have dug fegard to advice received from the Head of Paid Serwcei Chief
Financfal Officer and Monitoring Officer when those officers are actihg pursuant to their statutory
duties;

k) That Members will at all tlmes comply with the re]evant Code of Conduct

3.3 Limitations on Beha\nour

The distinct roles of Members and officers necessanly impose limitations upon hehaviour. By way of
illustration, and not as an exclusive list:

a) Closé personal refationships between Members and officers tan confuse these separate roles
and get in the way of the proper discharge of the Authority's furictions, not least in creating the
perceptron in others that a particular Member or ofﬁcer may secure advantageous treatment

may seek the advice of offic cers both in relation to personat matters and party polltlcal issues:

c) Relatzonshlps with a particular individuals or party groups should not be such as. to create public
suspicion that an employee favours that Member of group above others.

The issue of officer attenidance and advice to poliical groups is specifically covered below.
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d) Members in their private capacity will sometimes need to use Council Services, for example a
planning application for their property, or a licensing application for an organisation they are
involved with. In order to ensure good future working relationships Members shouid follow with-the
principles of this Prototol In such interactions with officers. ’

4. Member/Officer Communication

4.1 Members shiould communicate with officers at the appropriate level. Routine service related
enquiriés should be initiated through normal departmental enquiry/contact points. If in doubt as fo
who to contact for such routine enduirles, Members should contact Demociatic Services. Other
matters will normally involve the appropriate Head of Service, Corporate Manager or other senior
manager. Disagreement with regard to adopted policy should ordinarily be directed to the Executive
Member responsible, ' ' '

4.2 In communicating with Members, officers should have regard to professional standards,
Corporate Palicies and conditions of employmient, the requirements of this protocol and any
instructions fsstied by their departmental management.

4.3 In order to keep Members informed of relevant information, it may sometimes be necessary for
Members and officers to hold confidential briefings, Officers are expected to be clear as to what

information is confideritial, and why, and Members are expected to maintain that confidentiality.

5. Officer Advice to Party Groups

5.1 There is no statutory récognition for party groups and It is common practice for such groups to

give preliminary consideration to matters' of Council business in advance of such matters bsing

considered by the Council or the relevant Committees. Officers may be properly called upon fo

support and coiifribité to such deliberations by parly groups. The advice provided must be
consistent with the principle at paragraph 3.1(e) above. ‘ '

5.2 The support provided by officers can take A'man'y forms fanging from a brief meeting wuh an
Executive Member, Chairman or spokesperson prior to a Councii meeting, to & présentation to a full
party group fieeting. This support is available to all party groups. '

5.3 Certaln points must however be clearly understood by all those participating in this type of
process, Members and officers alike, n particular — ' ' o o

a) Officer support in these cireumstances must not extend beyond providing information and adyice
in relation to matters of Council business. Officers must not be involved in advising on mafters of
party business. The observance of this distinction wili be assisted If officers are not expected to be
present at meetings or parts of mestings when matters of party business are to be discussed.

b) Paty group meetinigs, whilst they form part of the preliminaries to Councll declsion making, aré
not empowered {6 maké declsions on behalf of the Council, It is essential that discugsions are kept
carfidential and are not communicafed (inside or outside the organisation), interpreted or acted
tpon as though they have that official status, ' : o o
¢) Similarly, where officers provide information and advice to a party group méeting in relation fo a
matter of Council business this cannot act as a substitute for providing all necessary information
and advice to the Cabingt or relevant Committee when the matter in question is considered,

5.4 Special caré rieéds to be exercised wheriéver officers are involved in providing information and
advice to a party group meeting which includes persons who are not Members of the Council. Such
persons will not be bound by the Code of Conduct, in particular the provisions concerning the
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declaration of interest and oonﬁdehtiality, and for this and other reasons officérs may not be able to
provide the same level of information and advice as they would to a meeting of Members only.

55 Off' icers must respect the confl identiality of any pary group dlscussions at which they are
present and should not, in parttoular, re!ay the content of any such discussion to .another party

group.

5.6 Any request for an officer to attend a meeting arranged by a party or party group, for the
purpose of presenting information to the meeting (in refation to an issue or propgsal affecting or
lnvol\nng the Counoll) must be made to the re!evant Strateglc Dlrector who W|II consu!t wrth the
be offered or made available fo the otfier party groups Any officer who so attends will do so in
histher official capagcity, will be politically neutral, and attendance will not signify support for any
particular polltrcal view, proposat Of response.

5,7 Offi icer attendance at any publlc meeting will generally be avorded durrng the perlod between the
Commissioner elections) affecting the area involved, and will only oceur during such a period if
representatives of all partres supporting oandldates in the election have beeh invited to take part In
the meettng

5.8 At any public meeting orgariised by any party group, or by any lndwrdua! Member {rather than
by the Council) officers may attend only to provide information which is publrcly available. No such
officer attendance will take place during the * ‘pre- -election’ perlod referred tc in paragraph 8.1.

5. 9 Any particular diffi culty or uncertainty concerntng off icer ad\rlce to party groups should be ralsed

group Ieaders
8. orricerrnnem'berrcnétrman Relationships

6.11tis ctearly important that there should be & close working relationship between the Leader of
the Council, Executive Member and Chairman of a Committee and the Strategic Director and other
sénlor officers of any department which reports to that Membet or Committee. However, such
relatlonsmps should never be allowed to become S0 ctose or appear to be so close as to brlng |nto

any other indrwdua[ or crgamsatron

6.2 The Leader of the Councll, Executive Member or Chairman will routinely be consu[ted as part of
the process of drawing up an agenda for a forthcaming m&éting. It must, however, be recognised
that In some clréumstances the proper cohduct of business may require a particutar matter to be
included on the agenda, The Leader/Member/Chairman is not entitled to requrre the removat of
such an item from the agenda unless agreed by the Leader (unless s/he is the requester 4 and
Chief Executive Ocher15 Directors/Heads of Seivice will atways be fully responsible for the content
of any reports submitted in their name. Any Issue concerning the inclusion of any itém on an agenda
and the submission of any partlcular report that cannot be agreed between the Leader, Executive
Member or Chairman and a Strategrc Director should be referred to the Chief Executive as Head of
Patd Servrce fhe Corporate Legal Manager and/or the Strateglc Director of Flnance Policy and

"‘ L] the Leader is the requastaf, then Ihis is to be agreed with the Chief Executive.
¥ This does not apply fo statutory ‘officer reports — under s114 Local Govemmenl Finance Act 1888 & 5 Local Govemment and Housmg
Agct 1989
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6.3 In relation to any action under delegated powers, it is important to remember that the law allows
for decisions relating to the discharge of any of the Council's funictions which are not specifically
reserved fo the Council fo be taken by the Cabinet. Normally, wherever the authority to make a
decismn is de!egated to an offic cer lt is on the basis that the ofﬁcer wa]l exXercise that authorlty n

6.4 It st be remembered that officers within a department are accountable to their Head of
ServicelCorporate Manager and Straieglc Director and that whilst officers should also seek to assist
a Cabinet Member or Chalfman (of indeed any Member) they must not in doing so go beyond the
hounds of whatever authority they have been given by thelr Head of Service/Corporate Manager of
Strategic Director. It should also be noted that the Chief Executive has a statutory responsibllity as
Head of Pald Service for ensuring the proper organisation and management of the Council's staff

and has theréfore an overall responsibility for the direction and management of all officers.
7. Correspondence

7 1 Members and officers are reminded that all written correspondence (including letters, emails and
other forms of electfonic comniunication) between them and with members of the public may be
subject to information requests under the Freedom of Information Act, Environmental Information
Regulations or Data Protection Act. :

7.2 Corfespondence between individua! Members and an officer should not normally be copled to

any other Member except where necessary for the proper conduct of business, When using emait
‘blind’ copies of such conespondence should hot be circulated.

7.3 Off‘ clal Ietters on behalf of the Courcil should normally be sent out In the name of the
appropriate officer rather than in the name of a Member. It may be appropriate in certain exceptional
circumnstances, for example representatlons to a Government Minister or correspondence with a
Leader or another local auttiority, for a letter to be issued in the name of the Leader of the Coucil.
Letters. or e-mails (and other forms of electronic communication) which for example create
obligations, confirm or deny the acceptance of ahy liabllity, or give instructions on behalf of the
Coungli, should aiways be sent out by the @ppropriate Strategic Director, Head of SerwcelCorporate
Manager or other senior officer.

8. Publicity and thé'MBdia

8.1 Contact with the media on |ssues related to the Council or to Council business is handlad
through, or with advice/suppeit from, the Communications Unit,

8.2 Any Member who approaches the media on any item involving or affecting the Council without
first approaching or consulting the Coundil {through the Communications Unlt) will be responsible for
such action. Any Member who does so should make it clear that hefshe Is speaking on his/her own
behalf afnd not representmg or speaking for the Council.

8.3 Members and officers should be rriindful of the proh!blhon on the publication by the Council of
any information intending to promote or carivass support for any political party or candidate for
elections. In case of doubt, advice should first be obtained from the Corporate Legal Manager, who
will have regard to Gode of Practice on Local Government Communications.

9. Perscnat Relatiotiships
9.1 No- Member or officer should allow any personai connection or relationship with any other
Member or officer to affect the performance of his or her official responsibilities or the taking of any

action or decision by of on behalf of the Council, This includes, for example, any family relationship,
membership of the same household or any business connection. Members and officers should
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always consider how such a relatlonship or connéction would be likely to be regarded by anyone
outside the Councll or by any other Member or ofF icer, and avoid creating any Impression of bias or
unfairness,

8.2 An off cer Who |s personally connected or related t6 any Member should notlfy to his or her

requwed)

9.3 Mernbars shoutd take into account any personal relationship or connection Wwith any other
Mermber or officer, in cohsidering the need to register or declare a personal or personal and
prejudicial interest whenever appropriate.

10. Involverment of Membe_rs

10.1 Whenever a public meeting is organised by the Council to consider a Jocal jssue affecting a
particular area, all the Members of the relevant Area Committee or (if only affecting a particular
Ward or Wards) thase Members represénting the Waid or Wards affected should, as a matter of
course, be invited to attend the meetmg Slmllar[y, wherever the Council urdertakes any form of
consultative exercise on a local issue,” iri fine with the Consultation Strategy, the Area
Committee/MWard Members should be notified at the outset of the exercise,

10.2 The relevant senior officer will keep Members mformed about significant issues in their Ward or
elsewhere and effecting the Councii generally; including in respect of consultation with parish
councils and community groups. Such updates will usually be via MIS and examples include items
on national policy, County Issues, technical workshops etc. These will be issues of importance over
and above the routine matters and whlch do not contravene the law relating to confi dential
information,

10.3 When a Member raises a Ward issue with an officer, they will bs kept informed of progress lf
they wish fo be.

11. Further Guidance
11.1 Any Member of the Council who needs further guidance on any of the matiers referred to in the
Code or on any similar or related Issue is advised fo contact the Corporate Legal Manager. Any

officér needing such guidance should refer initially to their manager who will consult” senior
management and obtain advice as necessary.
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Protocol for Member / Employee Working Arrangements

Additional Informatlon & Guidance whlch should be read In con;unctlon Wlth the tmaln
dacument,

The Protocol states at para 4.2 that: “Members Should cormmunicaté with employees at the
appropnate level, Routine service related enquiries should be initiated throtigh normal departmental
enquiry / contact points. Other malters will normally Involve the appropriate Head of Service,
Strateglc Director, Corporate Manager or other Senior Manager b

This note provides. add;tuona! information and guidance to Members about what is the "appropnate
leval"in different circumstances, This addltionat gwdance exists so that;

» Osenlor managers cai enstre that Members are provided with correct, comprehensive
information and advice;
Demmployees are guided and supported through the appropriate ranagement chanrie!s‘;
Othe Colncit can be canfident that it is properly discharging its health and safety
responsibliities as an employer.

Contact and communication includes telephone, e-mail, letiers and in person. Members should
always identify themselves as being Members when contacting employees. The advent of fiexible
working arrangements means this Is especially important as contact will often be via emaii or
telephone, Senior officers may use bnef Ings, e-mail or dxspatch to notify Members of Ward j issuas.

1, 'First Tling’ Serwce Requests or Reports of a Service Faliure

When a Member is assisling a constituent or reporting matters for the first time, for example
dumped rubbish, missed bins, public toilets in néed of cleaning, graffitl etc the point of contact set
out in the A-Z of Councl Services should be ‘used - http//www.north-
herts.gov. uk!mdexlcouncu and_democracy/a-zservices.htm. ' ' .

2. Planning Appllcations

When dealing with specific epphcatlons as Ward issues Members should contact the Development
Controf case officer at the contact number set out on material produced by the Planning Service.

3. Electoral Reglstration

For electoral registration lssues, including postal voting, contact should be made with the Elections
Team,

4, Requests for Work to be Undertakeri

When a Member wants an employee to undertake new or additional work (other than roufing
requests described above) contact should be made with the Strategic Director, Hoad of Service or
Corporate Manager. This is importanit as_all employées have clear work programmes and
understanding as to what they need to achieve. Being asked directly by Members to take on
additional work could tindermine an employee’s performarnice and lead them into difficulties, as well
as creating stress in juggling competing workloads and priorities.
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5. Discussion of the Development or Application of Policy

When a Member wishes to discuss policy, contact should be made with the Strategic Director or
Head of Service or Corporate Mahager. Members must have the fullest poséible information abaut a
policy area. Although many employees are highly knowledgeable about their subject matter, they
cannot be expected to know all of the wider contexts such as finance, external relations, impacts on
other setvice areas etc, ' N ' ' o ' :

6. Involvement of Members

S_eni_olj officers may use briefings, telephone, e-mail or dispatch to notify Members of Ward ssues.
In making an assessmeiit of what are the significant issues to advise Ward Members of, the senior

officer for the relevant area should err on the side of caution and nolify rather than not, This should
happen as and when the Issues emerge. The relevant senior officer will keep Members informed
about significant issues in their Ward or elsewhers and effecting the Council gerierally, including in

respect of consultation with parish councils and community groups. Direct contact (le emall) should
be the prefeired method of contact fof Ward issues, with MIS or Champion News being used for
more general matters. ) o '

7. Conplaints

If & Member needs to make a complaint about the conduct of a Council employee or a confragtor to
the Council, or to complain that a service has not beeh delivered in accordance with service
standards or established expectations, contdct should be made with the Strategic Diréctor, Head of
Service or Corporate Manager. The matter will be recorded In the 3Cs database and handied In
accordance with that procedure., ' o ' o

Good management and discipline are important and it is essential for Strategic Directors, Heads of
Service or Corporate Manager to be made aware of Members' perceptions and experiences so that
proper steps can be taken to resolve difficulties and support employees. o

Although it is most unlikely that this will ever oceur, for the sake of completeness and absoluteness
and absolute clarity, a Member should never, in any circumstance, seek to intervene In ah
emmployee's or contractor's work or fo give instruction tG an eémployee or contractor. If a Meriber has
cause for concern about the way that an employee or contractor is undertaking work, the Strategic
Director, Head of Service or Corporate Manager should be contacted. ' '

8. Response Tinies

When a Member makes contact with any officer, a response will be made as quickly as possible in
line with the Coungil's published customer care standards, Officers wilk:

DAnswet telephone calls within four rings; | ,

OReply to e-malls within two working days, and letters within four or;

NExplain why a fuil responise cannot be given within this time;

CAIm to supply & substantive response within 10 working days.

Where necessary a Strategic Director, Head of Service or Gorporale Manager will ideftify one

officer to take responsibility for resolving a cross-service or cross-agency Issue raised by a Member,

and notify the Member who this is and thelr contact details, in line with the Customer Care
standards.
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