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AT ALL TIMES, STAFF MUST TREAT PATIENTS WITH RESPECT
AND UPHOLD THEIR RIGHT TO PRIVACY AND DIGNITY.

1.

INTRODUCTION
The Committee on Standards in Public Life created ‘The Seven Principles of Public Life’,
also known as the ‘Nolan Principles’. The seven principles are: Selflessness; Integrity;
Objectivity; Accountability; Openness; Honesty; and, Leadership. The Code of Conduct is
to remind staff of these principles and to ensure they work and behave in a manner which
reflects them and embraces the WWL Wheel and values and to assist staff in maintaining
strict ethical standards in the conduct of NHS business.

2.

POLICY STATEMENT

2.1

This policy explains the standards of conduct and behaviour expected of all staff and
volunteers.

2.2

This Policy applies to all staff employed by the Trust on a permanent or temporary basis.
Issues relating to professional misconduct of Medical and Dental staff should be managed
under the Trust’s Maintaining High Professional Standards Policy. The term “staff” is a
collective term that includes part time or temporary staff, locums, agency staff, contractors,
interim staff, volunteers or any other form of employment, either directly or otherwise with
Wrightington, Wigan and Leigh NHS Foundation Trust.
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2.3

Conduct expected of all staff incorporates those defined as ‘rules’ within the Trust’s
Disciplinary Policy. If any employee has any doubt about the meaning of a rule they must
ask for clarification during their induction training or from their line manager.

2.4

If staff are uncertain about the correctness or propriety of any proposed business
transactions, or in relation to hospitality, declaration of interests and commercial
sponsorship then they must seek guidance from their Line Manager or Human Resources
in the first instance.

2.5

If an employee takes any action which is not consistent with the rules referred to within the
Disciplinary Policy or other relevant Trust protocols such as the Standing Financial
Instructions; Fraud, Corruption and Bribery & Response Policy; Gifts and Hospitality Policy;
or the standards of behaviour reflected by the Code of Conduct the Trust will consider
appropriate action in accordance with the relevant policy or procedure.

2.6

In addition to this Code of Conduct, employees are also required to abide by the Codes of
Conduct and/or Code of Practice of any professional body of which they are a member.

3.

KEY PRINCIPLES

3.1

The Trust expects all employee’s to behave appropriately and professionally. Everyone
has the right to be treated fairly, with equity, dignity and respect in the application of this
policy.

3.2

The Code of Conduct should be referred to in conjunction with the Disciplinary Policy and
Trust 'Standards of Behaviour and Attitudes at Work' leaflet.

3.3

Where a matter of fraud or corruption is alleged/suspected, such instances may be
investigated as outlined within the Disciplinary Policy or by the Trust’s Local Counter Fraud
Specialist in line with the Fraud, Corruption and Bribery & Response Policy and may lead to
disciplinary action and/or prosecution and civil recovery proceedings where appropriate. No
list of rules can be exhaustive, and the rules contained within the Disciplinary Policy and
this Code of Conduct are minimum standards expected of employees.

4.
4.1

RESPONSIBILITIES
Trust Board
4.1.1 The responsibility for the provision of a Code of Conduct rests initially with the Trust
Board.
4.1.2 The Trust Board will ensure, through the line management structure, that this policy
is applied fairly and equitably and that all relevant persons are aware of the
standards of conduct required.

4.2

Chief Executive
The Chief Executive has overall responsibility for the strategic direction and
operational management of this policy.

4.3

Responsibility of Managers
4.3.1

Line managers are responsible for ensuring that this policy is applied fairly and
consistently within their own area.

4.3.2

Line managers should also ensure that all relevant persons are aware of and
understand the Code of Conduct.
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4.3.3

4.4

In implementing the Code of Conduct, managers must ensure that all staff are
treated fairly and within the provisions and spirit of the Trust’s Inclusion and
Diversity Strategy.

Responsibility of Human Resources
4.4.1 The Human Resources Directorate will oversee the introduction, operation and
monitoring of this code and will report to the Trust Board on a regular basis to
ensure the fair and consistent application of the policy throughout the Trust.
4.4.2 The Human Resources Directorate will answer queries in relation to this policy at a
local level, as appropriate, and ensure the Code of Conduct is applied fairly and
consistently throughout the Trust.
4.4.3 The Human Resources Directorate will ensure the provision of training, guidance
and support to line managers on the operation of this Code.

4.5

Responsibility of Staff
4.5.1 All staff are responsible for adhering to the Code of Conduct. Employees should
understand that this policy is also incorporated into their contract of employment.
4.5.2 All staff are responsible for asking their manager for clarification if they do not
understand any rule within this or any another Trust policy.
4.5.3 All staff should behave in a way that is reflective of the ‘Nolan Principles’ and
embraces the Trust’s Values.
4.5.4 As representatives of the Trust and all employees are reminded of the need to liaise
appropriately with third parties, including participating with internal and external
investigations.

5
5.1

BEHAVIOURS
This Code of Conduct and the associated additional documents referred to in it, is not
intended to list exhaustively the behaviours expected of staff. Staff and should use their
own common sense and not expect the Trust, to make explicit, every possible example of
unacceptable conduct.

5.2

Fundamental to the relationship between the Trust and its staff is the assumption that staff
will perform their duties to the best of their ability, at all times acting in the interests of
patients, service users, and the Trust.

5.3

Staff should maintain their professional competence and, where applicable, registration to
practice.

5.4

Staff should always report any concerns they have about standards of care.

5.5

Staff should treat each other, and everyone they come into contact with, with dignity and
respect.

5.6

Staff should ensure they are familiar with all policies and procedures relevant to their role
and adhere to them.
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5.7

Staff should inform their line manager, or if necessary another manager as appropriate, if
they believe there are any circumstances which might affect their ability to do their job, such
as ill health, substance addiction or dependency, external investigations, criminal matters,
or similar.

5.8

Staff should comply with the relevant standards set by their regulatory or professional
bodies (for example the GMC's Good Medical Practice, and for nurses and midwives, the
NMC's Code of Professional Conduct). A breach of such standards may lead to action by
NHS bodies independent of any action taken by the regulatory or professional body
concerned. It will be investigated fairly and appropriate steps taken to prevent a recurrence
and address any wider causes.

6

STANDARDS

6.1

As a staff member you should;
6.1.1 Ensure you are familiar with the guidelines within the Trust’s Code of Conduct, and
consult your line manager if you are not sure;
6.1.2 Make sure you are not in a position where your private interests and NHS duties
may conflict;
6.1.3 Declare to the Trust any relevant interests or relationships;
6.1.4 Declare any additional employment, external to the Trust with your line manager
(special guidance applies to doctors);
6.1.5 Report any conduct or behaviour which may constitute criminal offences against the
Trust’s assets or resources, such as fraud, bribery or corruption, and report
concerns or suspicions appropriately.
6.1.6 Respect confidential information obtained in the course of your work at all times.

6.2

7
7.1

As a staff member you should not;
6.2.1

Accept any gifts, inducements or inappropriate hospitality which might be
interpreted as seeking to exert undue influence to obtain preferential consideration.
Staff should not accept significant personal gifts or hospitality from contractors and
outside suppliers;

6.2.1

Abuse your past or present official position to obtain preferential rates for private
deals;

6.2.2

Misuse, make available or benefit from official ‘commercial in confidence’
information.

DECLARATIONS – including Declaration of Interest, Commercial Sponsorship, Gifts
and Hospitality and Secondary Employment
All staff are required to complete and submit a Declaration of Interests form in accordance
with the Trust’s Standing Financial Instructions to confirm the accuracy of information they
have previously provided and provide details of any changes to that information (these are
available on Trust intranet/Trust Secretary; via the Trust’s Financial Controller, see
appendix 1; or may be submitted via an electronic resource such as ‘moodle’) A ‘nil’
response should be provided if no declaration is made.
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7.2

Declarations should be made to line managers unless otherwise advised within relevant
Trust policies or protocols. An appropriate record should be kept for any future reference.
Further information is within the Trust’s Disciplinary Policy and advice required can be
sought from the HR Department in this regard.

7.3

Commercial sponsorship for attendance at a course, conference or social event.
This should include any event where you have been invited to speak in return for a free
delegate place, if payment has been received in addition to a free delegate place and
conference expenses this would be recorded as additional employment (if in doubt, please
contact the Trust Secretary). Staff must be aware of the possibility of bias generated
through sponsorship, where this might impinge on professional judgement and impartiality

7.4

Gifts and Hospitality. Any acceptance of a gift needs to be justified and should not be
accepted as an inducement, staff may individually or on behalf of a team accept token gifts
(up to the value of £50). These low value gifts do not have to be registered. All other gifts
and hospitality offered at a value of £50 or above need to be declared by completing this
Declarations of Gifts and Hospitality form. Further advice can also be obtained from the
Trust Secretary.

7.5

Secondary Employment/Employment outside NHS contract - Staff may engage in paid
employment outside their NHS contract, unless this affects their ability to fulfil their
contractual duties. Staff must discuss any additional employment with their line manager.
Failure to declare such employment, especially employment which may conflict with, or be
detrimental to, their Trust work could incur formal action in line with the Trust’s Disciplinary
Policy and/or the Trust Counter Fraud and Corruption Policy.

8

FRAUD, CORRUPTION AND BRIBERY
In accordance with the Trust’s Fraud, Corruption and Bribery & Response Policy, any
suspicious activity, within the scope of this policy, will be referred to and subsequently
investigated by the Trust’s Local Anti-Fraud Specialist. The results of any such investigation
could lead to internal disciplinary and/or civil/criminal prosecution proceedings being
instigated against the appropriate person/persons involved. Further details can be located
within the Disciplinary Policy, both policies can be located on the Trust intranet.

9

HUMAN RIGHTS ACT
Implications of the Human Rights Act have been taken into account in the formulation of
this policy and they have, where appropriate, been fully reflected in its wording.

10

EQUALITY AND DIVERSITY
The Policy has been assessed against the Equality Impact Assessment Form from the
Trust’s Equality Impact Assessment Guidance and, as far as we are aware, there is no
impact on any Equality Target Group.

11

MONITORING AND REVIEW:
Policy to be reviewed every 3 years

12

ACCESSIBILITY STATEMENT:
This document can be made available in a range of alternative formats e.g. large print,
Braille and audio cd.
For more details, please contact the HR Department on 01942 77 (3766) or email
equalityanddiversity@wwl.nhs.uk
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Appendix 1
(This form is available via intranet - Finance Directorate’s page)

Declaration of Interest. Commercial Sponsorship, Gifts and Hospitality and Secondary Employment Form
Name:  ……….…………………………………………………………………… (Please select from global address)
Assignment Number……………………………………………………………………………………………………………………
Band Number……………………………………………….Division ………………………………………………………………..
Department: ………………..……………………………………………………………………...........................................
Unit/Team: …………………………………………………………..……………………………………………………………………..
Signature(If available) ………..………………………………….……………………………..……..……………………………
Date:  …………………………………..…………………….
Line Manager Email address (Please select from global address list)
………………………………………………………………………………………………………………………………………………………….

Type of declaration
Please note this is a mandatory requirement for all staff (including contractors, temporary and agency
staff). If ‘NIL’ return please declare this.
Please tick one only – If you have more than one declaration to make please repeat the survey.



Declaration of interest – please complete the declaration of any business interest of yourself, your

partner or spouse, which are, or may be relevant to, the work of the Trust or your work within the
organisation.
 I wish to make a declaration of interest
 I submit a nil return
Please give the details of any relevant business interests which you wish to declare:Name of Organisation: ….…………………….…………….……………………………….........………………………………….
Relationship: …………………………………………..………………………………………………………………………………………
When did business interest begin? ………………………………………..........................................................
How is this relevant to the work of the organisation?
……………………………………………..……..………………………………………………………………………………………………….



Commercial sponsorship for attendance at a course, conference or social event
This should include any event where you have been invited to speak in return for a free delegate place, if
payment has been received in addition to a free delegate place and conference expenses this would be
recorded a additional employment (if in doubt, please contact the Trust Secretary). Staff must be aware of
the possibility of bias generated through sponsorship, where this might impinge on professional judgement
and impartiality
 Event title ……………………………………………………………………….
 Event date……………………………….type of event………………………………………………..
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 Sponsor………………………………… Location………………………………………………………
 Value of sponsorship…………………………………………………………………………………….



Gifts and Hospitality

Any acceptance of a gift needs to be justified and should not be accepted as an inducement, staff may
individually or on behalf of a team accept token gifts (up to the value of £50). These low value gifts do not
have to be registered. All other gifts and hospitality offered at a value of £50 or above need to be declared
by completing this Declarations of Gifts and Hospitality form. If you are still unsure – Declare It! Further
advice can also be obtained from the Trust Secretary.
Details of gifts or hospitality (inc name of organisation or individual who offered or supplied the
gift/hospitality ……………………………………………………………………………………………………………
Value (where known)…………………………………………………………………………………………………………………….
Date offered………………………………………………………………………………………………………………………………….
By whom and why (please give as much details as possible…………………………………………………………..
Gift accepted or declined

Yes, I confirm acceptance of the gift
No, offer declined
Comments
…………………………………………………………………………………………………………………………………………………………



Secondary Employment/Employment outside NHS contract

Staff may engage in paid employment outside their NHS contract, unless this affects their ability to fulfil
their contractual duties. Staff must discuss any additional employment with their line manager. Failure
to declare such employment, especially employment which may conflict with, or be detrimental to, their
Trust work could incur formal action in line with the Trust’s Disciplinary Policy and/or the Trust Counter
Fraud and Corruption Policy.



Details of secondary employment (including self-employment)

Employer………………………………………………………………………………
nature of business………………………………………………………………..
Time commitment …………………………………………………………………
In completing this form, I can confirm that I have the approval with my line manager for this additional
employment
Line manager name …………………………………………………………………………………
Date approval confirmed………………………………………………………………………….
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If at any time your declaration changes and you are affected by one or more of the above you must
complete this form at that time, and in any instance that you feel appropriate

APPENDIX 2

EQUALITY IMPACT ASSESSMENT FORM – STAGE 1
INITIAL ASSESSMENT (PART 1)
POLICY

Department:

HR

Division:

HR

Title of Person(s)
Completing Form

Senior HR Business Partner

New or Existing
Policy?

Existing

Title of Policy being
assessed:

Code of Conduct

Implementation
Date (Policy)

August 2011

What is the main purpose
(aims / objectives) of this
policy?

The Code of Conduct is to remind staff of the ‘Nolan Principles’ and to
ensure they work and behave in a manner which reflects them and
embraces the WWL Wheel and values.

Will patients, carers, the
public or staff be affected by
this policy?

Yes

Patients

No

If staff, how many individuals / Which
Groups of Staff are likely to be affected?

Carers
Public
Staff
Have patients, carers, the
public or staff been involved
in the development of this
policy?

Yes

If yes, who did you engage with? Please
state below:

Patients
Carers
Public
Staff

Yes

What consultation
method(s) did you use?

Policy developed in partnership

How are any changes /
amendments to the policy
communicated?

Team Brief, Trust News and local publicity via the Workforce Directorate

QUESTIONS YOU MUST CONSIDER when completing the following Equality Impact
Assessment Table:
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Are there any barriers which could impact on how different groups might benefit from this
policy?
Does this policy promote the same choices for different groups as everybody else?
Could any of the following group’s experience of this policy be different?
Does this policy address the needs and potential barriers of these groups?

EQUALITY IMPACT ASSESSMENT TABLE – POLICIES (PART 2)
Positive
Impact

Negative
Impact

Reason/Comments for
Positive Impact

Reason/Comments for
Negative Impact

Resource
Implication

High
Low
None

High
Low
None

(Why it could benefit any / all
of the protected groups)

(Why it could disadvantage
any / all of the protected
groups)

Yes / No

None

Low

Low

None

None

None

None

None

one

Low

Learning
Disability

None

None

Hearing
Impairment

None

None

Visual
Impairment

None

None

Physical
Disability

None

None

Mental Health
Need

None

None

Gay/Lesbian/
Bisexual

None

None

Transgender

None

None

Faith Groups
(specify)

None

None

Marriage &
Civil
Partnership

None

None

Pregnancy &
Maternity

None

None

Protected
Characteristic

Men

Women
Younger
People (1725) and
Children
Older People
(60+)

Race or
Ethnicity

Evidence suggests a higher
proportion of men are involved
in matters relating to the code
of conduct

No

Evidence suggests a higher
proportion of BME staff are
involved in matters where a
breach of the code of conduct
has occurred. The was true in
2011-12 but recent data is
showing this statistic is levelling
out and generally more
proportionate for BME.

No

Evidence suggests a higher
proportion of men are involved in
matters relating to the code of
conduct
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Carers
Other Group
(specify)

None

None

None

None

Applies to
ALL Groups

High:
Low:
None:

There is significant evidence of a negative impact or potential for a negative impact.
Likely to have a minimal impact / There is little evidence to suggest a negative impact.
A Policy with neither a positive nor a negative impact on any group or groups of people, compared to
others.

INITIAL ASSESSMENT (PART 3)
(a)

In relation to each group, are there any areas where you are unsure about the
impact and more information is needed?
N/A

(b)

How are you going to gather this information?
N/A

(c)

Following completion of the Stage 1 Assessment, is Stage 2 (a Full Assessment)
necessary?
Have you identified any issues that you consider could have an adverse (negative) impact
on people from the following protected groups?
Age (Younger People (17-25) and Children / Older People (60+)
NO
Sex (Men / Women)
YES
Race
YES
Disability (Learning Disabilities / Hearing Impairment / Visual Impairment /
NO
Physical Disability / Mental Illness)
Religion / Belief
NO
Sexual Orientation (Gay / Lesbian / Bisexual)
NO
Gender Re-assignment
NO
Marriage & Civil Partnership
NO
Pregnancy & Maternity
NO
Carer
NO
Other
NO
(Please delete as appropriate)

Any Other Comments
N/A

Assessment Completed By: Job Title: Snr HRBP

Date Completed: Aug 15

IF ‘NO IMPACT’ IS IDENTIFIED
Action: No further documentation is required.
IF ‘YES IMPACT’ IS IDENTIFIED Action: Full Equality Impact Assessment Stage 2 Form
must be completed. Refer to Link below:
http://intranet/Departments/Equality_Diversity/Equality_Impact_Assessment_Guidance.asp
PLEASE RETURN COMPLETED FORM VIA E-MAIL TO:
DEBBIE JONES, INCLUSION AND DIVERSITY PROJECT LEAD (for Service related
policies) equalityanddiversity@wwl.nhs.uk
PHILIP MAKIN, INCLUSION AND DIVERSITY PROJECT LEAD (for HR / Staffing related
policies) equalityanddiversity@wwl.nhs.uk
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Please note: As a member of Trust staff carrying out a review of an existing
or proposal for a new service, policy or function you are required to complete
an EIA. By stating that you have NOT identified a negative impact, you are
agreeing that the organisation has NOT discriminated against any of the
protected characteristics. Please ensure that you have the evidence to
support this decision as the Trust will be liable for any breaches in Equality
Legislation.
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POLICY MONITORING AND REVIEW ARRANGEMENTS
NAME OF POLICY/SOP or CLINICAL GUIDELINE:
Para
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Audit / Monitoring requirement

Review after 3 years

Method of Audit / Monitoring

Via HR/Staff side partnership

Responsible
person
Senior HRBP

Frequency of
Audit
2 year

Monitoring
committee
PDG/Partnership

Type of
Evidence
N/A

Location
where evidence is
held
N/A
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