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1.
Introduction
1.1
The people who live and work in Camden are entitled to high-quality services and a high standard of behaviour from all our staff. This code of conduct helps to achieve these aims. 

1.2
The code applies to all staff, except if you work in a school with its own code. It contains the following main principles.

You are expected to:

· give the public the highest possible standards of service; 

· do nothing inside or outside working hours which could damage our reputation; 

· behave honestly; and

· follow our  policies and procedures all the time.

1.3
We know that we are only successful because of the loyalty, honesty, professionalism and hard work of our staff.  The code cannot cover every area of working life but it does help everyone to understand the main standards that affect our work. It does not restrict your civil rights.

1.4
The code is supplemented by other corporate standards of conduct, for example, the code of governance and those set by departmental management. Appendix A sets out the key personnel procedures that relate to standards of behaviour.

1.5
It is important that you read and understand the code. If you are not sure about any part of it, you should ask your manager.

1.6
If your behaviour falls below the standards in this code, or any other corporate and departmental standards, we may take formal action against you, including dismissal.

2.
Working with the community

2.1
Customer care is very important. You should always be polite and helpful to the public either on the phone, in writing or face-to-face. 

2.2 
We value our partnership with other public, private and voluntary organisations and you should create successful working relationships with these organisations.

2.3
You should never harass or discriminate against any member of the public. You cannot show ’pin-ups’ of men and women or racist material, or make racist, sexist or improper remarks.

2.4
 
You should always follow the Camden ‘Telephone code of practice’ and any standards that your manager has set.  If you cannot answer the phone yourself, you should try and make sure that the call is still answered.

2.5
You should always answer letters from the public within the time that is set by committee or your manager.

2.6
You should always be positive when you deal with the public. You should dress appropriately for your job when you are working with other employees, meeting clients or representing Camden Council. It is important that you give a good impression of yourself and us.  You can wear clothes for cultural or religious reasons as long as they are not a risk to health and safety. 

2.7 You should not drink any alcohol when you are on duty unless your manager has agreed you can on specific occasions

2.8
You should make sure that if you drink any alcohol when you are off duty but during your working day, it will not affect your ability to carry out your work or damage the reputation of Camden Council. For example, this could include if you have alcohol on your breath when you need to interview the public. If you use heavy machinery or drive Camden vehicles, you should never drink alcohol during the working day.

2.9
You should not take any non-medical substance, such as drugs, that may affect your ability to work. If your doctor gives you any medication that may have a negative effect, you should tell your manager in confidence.

2.10
If a member of the public is abusive or unreasonable and you cannot ease the situation, you should try to end the conversation politely and then tell your manager. Do not be rude or offensive in return.

2.11
If you are assaulted, you can take reasonable action to defend yourself, but you may break the law if you overreact. If you work in the reception or are security staff, you may use reasonable force to remove a person who has been violent and refuses to leave the building. You can call the police if you need their help. We have an assaults policy that will support you if you are assaulted at work, and we may take action against anyone who has committed an assault.

2.12
You should not mislead people who use our services or lie about our business. 

2.13
You should never do anything that conflicts with our duties, for example, encouraging people not to pay money they owe to Camden Council or any other council.

2.14
You should never behave in any way, either inside or outside work, that damages our reputation. 

3.
Working with other employees

3.1
You have a right to be treated with dignity at work. You should always respect your colleagues and other employees and treat them how you want to be treated. You should always help other employees if they need information, advice or services.  

3.2
You should always follow our ’valuing diversity’ policy and never harass or discriminate against other employees or make racist or sexist remarks. If you do not understand any part of the ‘valuing diversity’ policy, please speak to your manager.

3.3
We will not accept you intimidating your colleagues or using offensive, threatening or insulting words or behaviour. It is not acceptable to fight with or assault any employee or stop them from working. 

3.4
If you leave your job, you should make sure that you leave your files and records in good order for the person taking over from you. You should put a note on each file, unless your manager tells you otherwise, which should give a brief history of the case, any action that needs to be taken and when it should be done.  You should highlight any important dates and deadlines.

4.
Working with your manager

4.1
It is important that you have a good working relationship with your manager. Your manager will tell you what is expected from you, respond to any concerns you may have about your work, assess your performance and give you feedback, with advice on how you can  improve.  

4.2
Your manager should tell you about our personnel policies and arrange for any appropriate training so you can develop your career.  You should help your manager identify what training you need and how you can develop.  Training will depend on our budget and should not significantly disrupt the service we provide.
4.3
Your manager must be polite, reasonable and fair to you all the time. Your manager must support you in your job and help you, if you need it, to deal with other employees or members of the public.

4.4
You must follow any instructions that your manager gives you to the best of your ability. You must not be negligent in your duties as this may seriously affect Camden Council or the people who use our services. If there is anything about your job that you are unclear about, you should ask your manager.

4.5
You must always be honest with your manager.

4.6
You should always follow our policies, procedures, standing orders, codes of practice and any other standards set by your manager.

4.7
You must always tell your manager, or personnel unit, if you change your address so that we can contact you if we need to.

4.8
If you have a complaint about another employee, you should tell your manager. We have a grievance procedure to deal with your complaint.

5.
Working with councillors

5.1 It is important that you have a good working relationship with our councillors so that we are successful and can give best-value services to the people who live in Camden. Councillors and employees should respect and be polite to each other.

5.2 We have a ‘code of governance’ that tells you how we expect councillors and employees to behave.   The ‘code of governance’ has seven principles that govern public life. These principles come from Lord Nolan’s Committee on Standards in Public Life (1995) and form the basis of this code of conduct (see Appendix B). 

5.3
If your job involves you having contact with councillors, you should read and apply the standards shown in the code of governance.  You can get a copy from your personnel unit. You cannot just read this code of conduct on its own.

5.4
You are employed by Camden Council, not by a councillor, so if a councillor pressures you to deal with a matter which goes against the code of governance, you must tell your manager.

5.5
You must not use councillors to ignore our formal procedures 
in any way, for example, to influence the outcome of any matter relating to misconduct. 

5.6
You must not discuss any personal matters to do with your job directly with a councillor.  You should speak to your manager and go through established procedures, for example, appraisal, grievance and appeal procedures. This will avoid any conflict between the councillor’s and your role. However, you can still take up any relevant matters with your local ward councillor in their role as your elected representative.

5.7
If you have any complaints about other employees, you should speak to your manager and not a councillor.

5.8
You should always be polite and efficient when you deal with councillors. You should always make sure that you follow any departmental process for dealing with councillors, for example, when answering councillor’s questions. 

5.9
You should never interrupt any formal council business.

5.10
If you are not sure about any of the standards shown above, you should ask your manager.

6.


Working safely

6.1
We will try to give you a safe and healthy working environment. We will also try to protect the health and safety of the people who use our services.

6.2
You also have a responsibility for health and safety and are expected to:

· make sure the working environment is safe for you, your colleagues and the people who use our services and that you do not put employees or service users in danger; 

· use any safety clothing and equipment that is needed for your work and make sure that safety equipment is not misused, neglected or damaged;

· report any accident or near misses you have at work as soon as you can,  and accurately fill in an accident report form;

· have a medical examination if a manager asks you to ; 

· follow hygiene requirements;

· tell your manager if you are taking any medication that may affect your job;

· never use machinery or drive any vehicle if you have taken any medication or drug, including alcohol;

· co-operate with all health and safety activities, including training, that is organised to promote health and safety;

· only smoke in the  smoking areas provided; and

· follow our health and safety policies and procedures.  You can get copies of these from your manager or personnel unit. 
6.3
Your manager will tell you if there are any other health and safety responsibilities that affect your work.

7.
Working hours and attendance

7.1
You should always be reliable and on time when you come to work and go to appointments. 

7.2
If you want to ask for leave under any of our leave schemes, for example, maternity, sickness, flexible working hours or special leave, you must follow the conditions of the scheme and, where necessary, ask for leave beforehand.

7.3
You should fill in relevant paperwork such as ’annual leave cards’ or ’flexi-scheme cards’ within the time set by your manager.

7.4
If you are sick you should always follow our sickness reporting procedure, otherwise we may not pay you. You are responsible for doing the following.

· You must contact your manager on the first day that you are sick, either by the time you would normally start work or by 10am, unless your manager tells you differently.

· You should explain why you are absent, what is wrong with you and how many days you think you will be off work.

· You should keep in touch with your manager while you are off sick.   If you are absent for more than three days, you must contact your manager on the fourth day.

· You must give your manager medical certificates from your doctor every week if you are sick for more than eight days. If your absence becomes more frequent or problematic, your manager may ask for a medical certificate if you are absent for less than eight days.

· You must go to see your manager as soon as you come back to work.  You should fill in a Camden self-certification form if you are off for less than eight days.

8.
Working honestly

8.1
Providing the public with the highest quality of service possible involves meeting people, being helpful, polite and honest all the time.

8.2
If you accept any bribes, money, favours or gifts from an individual or an organisation that gives Camden Council goods or services, or wants to, you may be guilty of corruption. 

8.3
You should never put yourself in debt to someone if it may influence your work in any way.

8.4
You must tell your manager if anyone tries to bribe you or another employee, or if there is any evidence of corruption or improper behaviour by others. If your manager is involved, you should report it to the chief internal auditor or departmental audit liaison officer, according to the Anti-fraud strategy.

8.5
Small tokens of appreciation-You may accept small tokens of appreciation that do not cost much, such as a coffee mug or diary if you have not asked for them and if your manager agrees. You must record these tokens in the departmental hospitality register unless your manager tells you otherwise. If your manager does not allow you to accept any small tokens, you must return them politely but firmly, tell the person why and record it in the departmental hospitality register.

8.6
Hospitalities - include drinks, meals, entertainment, sporting events, overnight accommodation, travel and holidays. They are offered to employees by corporate or public organisations, not by individuals.   

8.7
The following standards apply to hospitalities.

· You should never ask for a hospitality.

· If you are offered hospitality, you should tell your manager immediately and record the offer in the departmental hospitality register, whether you accept it or not. If you refuse a hospitality straightaway, you must still record it in the hospitality register.

· You should never accept hospitalities unless you genuinely need to give or receive information or to represent Camden Council in your work. Your manager must agree, beforehand wherever possible.

· You should never accept hospitalities if it is meant to corrupt or influence, or could be seen to corrupt or influence or is against our interests. The timing of any hospitality is also important. For example, you cannot accept hospitalities from a contractor who has put in a tender.

8.8
These rules do not apply if you are given light refreshments, for example, tea, coffee or sandwiches, when you visit sites, offices or homes while you are working. However, you need to consider whether the light refreshment is reasonable for the particular job you are doing. 

8.9
Friends, partner, associates, relatives - You must write and tell your manager if you have a friend, partner, associate or relative who provides Camden Council with goods or services or who is receiving grants or benefits from us and who you deal with directly or monitor in any way at work.

8.10
You must also tell your manager if you, your friend, partner, associate or relative is or could be:

· applying for a service or benefit that you supply, deal with or influence, for example, Housing Benefit and student grants; or

· affected by procedures that you carry out, deal with or influence, for example, environmental health inspections.

8.11
Contract issues - If you are responsible for both a client and contractor function, you must be responsible for your actions.

8.12
You must be fair when you are dealing with customers, suppliers, and other contractors or sub-contractors.

8.13
If you have any confidential information on tenders or costs for either inside or outside contractors, you must not tell anybody who does not have a right to know. If you are not sure, ask your manager.

8.14
You must make sure that you do not give any special favours to current or former employees or their friends, partners, relatives or associates by awarding contracts to businesses run by them or employing them in a senior or managerial role.

8.15
Disclosure by employees of interests in contracts - Local Government Act 1972. 

You must tell your chief officer, in writing, if you or your husband, wife, partner, or a relative, has a financial interest (direct or indirect and whether or not it benefits you) in any contract with Camden Council.

8.16
If you do have a financial interest, you must not take part in any negotiations or preparations for the contract. If you do have an interest in a contract but you have to monitor it as part of your job, your chief officer will decide whether you can continue to work in your role.

8.17
This also applies in any case where we pay or propose to pay money, for example, a grant, to another organisation, whether or not there is a formal contract with that organisation. 

8.18
Fraud. We have an Anti-fraud strategy which supports the code of conduct. You must follow the standards set out in the Anti-fraud strategy.

8.19
If you think that an employee may be committing fraud, you must tell your manager who will then tell the chief internal auditor and the  monitoring officer. If you cannot discuss the matter with your manager and don’t wont be named, you can contact the call-centre confidentially. (See section 16 of this code.)
8.20
If you report anything to your manager but they don’t do anything about it, you may contact the chief internal auditor directly. 

8.21
You must always co-operate with any investigation that Audit is carrying out and go to any meetings or give any information that they may need.

8.22
Public information - The law says that councillors, auditors, government departments, service users and the public must be able to see certain information, for example, committee reports and background documents. If you are asked for this type of information, you should first check with your manager that the public have a right to see it.

8.23  
A lot of our information is confidential, for example, individual case files, employee records or tendering documents. You should not pass these documents to any outside person or organisation unless you have your manager’s permission.

8.24
You must not use any information that you get in your job for personal gain or financial benefit, or pass it to anyone else. You must not give our competitors any information about tenders or our individual clients, either when you are working for us or after you leave.

8.25
You should follow the ‘fidelity clause’ in the Camden terms and conditions booklet, which tells you about revealing confidential information.

9.
Recruitment

9.1 If you apply for a job, you should give us the following information that we will treat confidentially.

· If you are a friend, partner, associate relative, landlord or tenant of an elected councillor.

· If you have a personal or business relationship of any type with someone who may choose you for a job, manage you or be managed by you.

· Anything about your circumstances that may damage our reputation if people find out about it.  For example, if you owe rent and you apply for a job which deals with rent recovery. 

· Any criminal charge or conviction, binding over or caution unless  it is excluded by the Rehabilitation of Offenders Act 1978.

· Any association which you, your friend, partner, associate or relative may have with any organisation which gives goods or services or which benefits financially from Camden Council if the job that you have applied for involves monitoring or dealing with that organisation in any way.

· Evidence that you can work and stay in the UK if you are not a UK citizen. This does not include if you live in the European Union and European Economic Area.

9.2
If you are related to an applicant or have a personal or business relationship with them, you should not be involved in giving them a job, unless your manager gives you permission.

9.3
You must make sure that if you give anybody a job, it is because they have the ability to do the work and not for any other reason.  

9.4
You should follow our policy and practice in any recruitment process so you cannot be accused of being biased.

9.5
Do not give job references to any employer without consulting your department’s personnel unit. You can give a personal reference as long as it cannot be seen to be a reference from Camden Council.

9.6
You should behave in a non-political way in your work. In law, certain posts are ‘politically restricted’ which means you are not allowed to stand for election, hold office in a political party, canvass at any election or poll , or encourage support for a political party.     

9.7 ‘Politically restricted’ posts are chief officer posts and those of ‘spinal column point 44’ or above, posts where you give advice regularly to the council or speak on our behalf.

9.8
If you are not sure if you are covered by this legislation, you should ask your manager or personnel unit. 

10.
Working for yourself and other organisations

10.1
You must not have another job without your manager’s permission.  If your manager agrees that you can have another job, it must not affect the work you do for us or affect your ability to do your job. It must not damage our reputation or have a negative effect on our duties or interests.  

10.2
You cannot carry out this extra work in Camden Council’s offices and you must not use any of our facilities, for example, phones, computers, printers, faxes, photocopiers and so on.

10.3
You must not do any extra work during the time that we employ you, which includes when you are off sick.

10.4
You can give unpaid service to voluntary or other organisations and we welcome this involvement in community affairs.  However, it is important that your unpaid service does not affect your job or our reputation. You should tell your manager if you give any unpaid service including:

(
acting as a school governor within schools that we maintain;

(
giving service to any organisation that receives grant aid from us; or

(
giving service to any organisation or pressure group, which may try to influence our policies. 

10.5
You must not use your position as our employee to favour any voluntary or other organisations, which you work for.   For example, if your job means that you have to look at a funding application for a voluntary organisation you are involved in, you should write and tell your manager.

10.6
You should not do any private work for Camden Council clients, tenants or organisations unless you have written permission from your chief officer.

10.7
You must give us any money you receive for work you do such as lectures, broadcasts or magazine articles that are part of your job.  However, you can keep money for any work which we do not pay you for and which you do in your own time, or when you are on holiday or flexi-leave.    

10.8 You must not use your job with us to get extra work, for example, by giving more favourable service. 

11.
Working with our money and property

11.1

You should not deliberately keep money that you owe to any council unless you are allowed to by law. If you have genuine problems with paying money to any council, you can speak to your line manager or departmental personnel officer in confidence.  However, you don’t have to do this if you don’t want to. We have a confidential welfare and counselling service, called ‘Compass’, and you can also get help from the Citizens’ Advice Bureau.

11.2
Sometimes, if you owe money to any council, you may not be able to carry on in your job. For example, it would not be acceptable if you are responsible for dealing with rent, Housing Benefit or Council Tax debts and you are in debt to us or any other council.

11.3
You must carry out any budget responsibilities properly and make sure that you use any public funds in a responsible and legal way. You should always follow our financial rules, regulations and procedures and if you are not sure about anything, you should ask your manager.

11.4
You should always fill in any document, form or record honestly and never damage, change or falsify them, particularly for financial gain. This includes, flexi cards, attendance records, self-certification forms, time sheets, petty-cash forms, and overtime forms.

11.5
You must not steal, damage on purpose or seriously neglect anything that belongs to Camden Council. You should not steal or damage on purpose anything belonging to our tenants, service users, employees, councillors or anyone who you come into contact with in your work. For example, their money, property, equipment and investments. It also includes short-term loans of property or equipment, for example, taking or using Camden Council’s vehicles for private use without permission.

11.6
You must return any property or equipment which you have been allowed to borrow by your manager, as soon as you leave your job or when your manager tells you to.

11.7
Management will report any theft or improper behaviour involving our money, property, equipment or investments to the chief internal auditor and, if necessary, to the police.

11.8
You should give any lost property to a manager or reception or security staff immediately.

11.9
If you see anyone suspicious in any of our buildings, you should tell the reception or security staff.

11.10
Information technology - We have an IT code of conduct and ‘best practice guides’ on specific topics such as data protection and passwords. These documents help to make sure that our IT security is not put at risk. You can find the documents on the informer service, from your personnel unit or local IT unit. You must read and follow the standards in the IT code and guides. 

11.11
Do not use our computer equipment for private use unless your manager has given you permission – but you should never use it during work time. 
11.12
We have the right to go into all our property and look at all personal information including e-mails and computerised data if needed.

11.13
Do not copy or take any of our software for your own use, or use your own software, including computer games, on our equipment.

11.14 Phones and the Internet - You should normally use our phones and the Internet for council business.  You can make personal calls or e-mails if these are essential but only if they are in line with any rules that are set out by your manager.  You must make sure such calls are brief.  You are not allowed to make phone calls outside the United Kingdom unless your manager gives you permission but you will have to pay for them.  You are never allowed to make phone calls to premium-rate lines including chat lines.

12.
Working and the law 

12.1
You are expected to keep within the law during your employment at all times.

12.2
You must tell your manager if you are charged with any offence, including driving offences. They will decide if our reputation may be damaged as a result, taking account of your job, or whether the charge makes you unfit to do your job.   For example, this includes if you are charged with a theft and your job involves dealing with money. 

12.3
You should tell your manager in writing if you have any criminal convictions, binding over or caution unless it is excluded by the Rehabilitation of Offenders Act 1978.

12.4
If you find out or think that an employee is breaking the law in their work, you must tell your manager, the chief internal auditor or contact the call-centre confidentially – see section 16.

13.
Working and contact with the media

13.1
All organisations need rules for dealing with the media. We have a press office and special officers who deal with the press and media.

13.2
You should not speak, write, give interviews, or take phone calls for ’information’ if you are seen to work for us or are referring to council business, unless the press office and your manager have given you permission. 
13.3
You should pass on all inquiries from the press, radio or television to the press office and your manager, unless you normally deal with the media as part of your job.

13.4
You may write or give an interview about things that are not connected with Camden Council as long as you are not seen to work for us. 

13.5
You should tell your manager if you think that any articles may appear in the press about you that will show you work for us.

13.6
You must never publicise material which is confidential or against our interests or our employees’ interests.  If you have any concerns, you should speak to your manager or go through recognised procedures, such as the grievance procedure.

14.
Being a member of non-public organisations

14.1
If you are a member of any non-public organisation that has secrecy about rules, membership and behaviour, for example, the Freemasons, you should register this with your chief officer.

14.2
Councillors and the Chief Executive will be able to see this register.

14.3
You should make sure that any such membership does not make you  act in a way that will damage our reputation or seriously affect your work.

15.
Misconduct

15.1
Your manager may take formal action if you break any of the rules in this code or any other corporate or departmental standards. Appendix C sets out examples of misconduct and serious (gross) misconduct. The examples are not a complete list. Serious misconduct will normally lead to dismissal.  

16. 
Whistleblowing

16.1
If you believe that there has been any fraud, irregularity, corruption or the law has been broken, you will be able to phone a call-centre and give information in confidence. This service is provided by an independent organisation and you will not have to give your name unless you want to.

Appendix A

Code of governance – this deals with the relationship between employees and councillors.

Misconduct and incapability procedure – this deals with formal action where your behaviour or ability falls below our standards.

Sickness notification procedure – this sets out the standards when you report sickness.

Anti-fraud strategy – this sets out our policy on dealing with fraud.

IT code of conduct and best practice guides – these set the standards when you use information technology.

Grievance procedure – this deals with staff complaints.

Whistleblowing policy – this includes a confidential call-centre facility for reporting fraud, irregularity, corruption or if the law has been broken.

Appendix B
Lord Nolan’s Committee on Standards in Public Life (May 1995) set out the following seven principles of public life: 

Selflessness: “Holders of public office should take decisions solely in terms of the public interest. They should not do so in order to gain financial or other material benefits for themselves, their family, or their friends”.

Integrity: “Holders of public office should not place themselves under any financial or other obligations to outside individuals or organisations that might influence them in the performance of their official duties”. 

Objectivity: “In carrying out public business, including making public appointments, awarding contracts or recommending individuals for rewards and benefits, holders of public office should make choices on merit”.

Accountability: “Holders of public office are accountable for their decisions and actions to the public and must submit themselves to whatever scrutiny is appropriate to their office”.

Openness: “Holders of public office should be open as possible about all the decisions and actions that they take. They should give reasons for their decisions and restrict information only when the public interest clearly demands”. 

Honesty: “Holders of public office have a duty to declare any private interest relating to their public duties and take steps to resolve any conflict arising in a way that protects the public interest”.

Leadership: “Holders of public should promote and support these principles by leadership and example”.

Appendix C

Misconduct may lead to a verbal or written warning. If your conduct does not improve following a verbal or written warning, you will get a final written warning or a senior manager may dismiss you. 

Very serious (gross) misconduct will normally result in dismissal.  

The following list gives examples of complaints that are considered to be misconduct and very serious (gross) misconduct. The examples are not a complete list. 

Misconduct

· Minor breaches to our valuing diversity policy.

· Minor breaches of our code of conduct, standing orders, financial regulations or any other corporate or departmental standards.

· Minor failure to carry out a reasonable instruction from management.

· Minor failure to take care of any property or money which comes into your possession or area of responsibility. 

· Minor failure to follow health and safety guidelines or give enough attention to the health and safety of others. 

· Occasional absence or lateness 

· Conduct or behaviour which falls below standards, for example, rudeness or abusive behaviour.

· Negligence which results in minor loss, damage or injury.

· Failure to tell us that you are a member of any non-public organisation which has secrecy about rules, membership or conduct. 

Very serious (gross) misconduct

· Serious breaches of our valuing diversity policy including any harassment or discrimination.

· Serious breaches of our code of conduct or standing orders, financial regulations or any other corporate or departmental standards. 

· Theft or fraud including tampering with any documents such as petty cash slips, travel or accommodation claims, timesheets, invoices, accounts, flexi cards and so on, for personal gain or benefit or misusing assets, money and investments.

· If you destroy, change, remove or add to any record or document without a genuine reason.

· If you assault clients, employees or councillors.

· If you deliberately damage or seriously neglect any equipment or property.

· Corruption or other improper practice including using or attempting to use your official position for your own or another persons personal gain. This includes asking for or accepting bribes, money, favours, gifts or hospitalities, or supplying, dealing with or influencing a service or benefit to a friend, partner, associate or relative.

· Serious breaches of health and safety rules including endangering any people in their work or deliberately damaging or neglecting safety equipment.

· Having another job without permission when you are contracted to work for us or during a period of leave, for example, sickness or study leave.

· Negligent conduct where the actual or possible consequences are serious, including serious loss, damage or injury.

· If you reveal confidential information without permission or if you use information dishonestly or improperly.

· If you are a member of an organisation which has secrecy about rules, membership and conduct which leads you to behave in a way that has a negative effect on Camden Council or seriously affects the way in which you carry out your work.

· If you are under the influence of alcohol or non-medical substances (drugs). 
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