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CODE OF CONDUCT – DECLARATION OF INTEREST FORM 
 

When completed return this form directly to your Executive Director, who will 
forward this information to the Monitoring Officer. 
 

Paragraph 5.5.3 Financial and non-financial interests (as amended) 

Employees must inform their Executive Director and the Monitoring Officer in writing 
about any relationship they have with contractors or potential contractors which could be 
seen as giving them financial gain or advantage.  It is a criminal offence to fail to do so 
under Section 117 of the Local Government Act 1992. 

Extract of requirement to disclose (from Employee Code of Conduct) (as amended) 
 

Where an employee has any financial, private and personal interests with outside 
organisations or groups which may conflict with their duties, they must declare such 
involvement for formal recording and they must not allow it to influence in any way how 
they carry out their work. 
 
Examples of interests include friendship, membership of an association, organisation or 
society whether or not receiving grant aid from the council, school governorship, 
involvement with an organisation or pressure group which may oppose council policies, 
and any other kind of relationship that could influence their judgement and give the 
impression that they might be acting from personal motives. 
 
If an employee has a financial or non-financial interest relating to work that they are 
undertaking at the time, they should cease to deal with this work immediately and ask 
their manager to assign the work to someone else. 
 
Employees must immediately inform their Executive Director and the Monitoring Officer in 
writing about any relationship they have with contractors or potential contractors which 
could be seen as giving them financial gain or advantage. It is a criminal offence to fail to 
do so under Section 117 of the Local Government Act 1992. 
 
Contracts have to be awarded in accordance with the council’s procurement and contract 
rules, on merit, and following fair competition, except where those rules specify otherwise.  
No favouritism must be shown to businesses run by friends, partners, relatives or people 
with whom you have had a previous close working relationship.  
 
If an employee or a member of their family or other person with whom they have a close 
personal relationship, has a financial interest in a contract that the council has made or is 
going to make, it must be declared immediately in writing to their Executive Director and 
the Monitoring Officer. 
 
Similarly, employees should declare any interests such as ownership of land and shares 
in any relevant company where a conflict of interest might, or be perceived to, exist.  
Employees are required to record these interests with their Executive Director and the 
Monitoring Officer. 
 
If an employee attends a cabinet meeting of the council when a contract in which they 
have an interest is to be considered, they must report this to the Monitoring Officer or 
the most senior officer present.  It is a legal requirement for employees not to speak 
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on an item for which they have an interest whether at the meeting, in prior briefings 
councillors or at any other time. 
 
Employees are required to consult their Directors before accepting any company 
directorship or positions akin to directorship in any limited liability company, including 
membership of the borad of a community association whether such an association 
that is incorporated as a limited liability company or a registered charity or not. New 
recruits should also declare any existing directorships/memberships following 
appointment. 
 
Any financial or non-financial interests should be declared using the Code of Conduct 
declaration of interest form, which must be signed by the employee’s line manager and 
authorised by the Executive Director and the council’s Monitoring Officer. 
 

 

Details of disclosure/declaration (complete as necessary) 

Reason for disclosure:  

Relationship:  

Contractor name & 
address: 

 

Employee financial 
interest: 

 

Employee non-financial 
interest: 

 

Family or other persons 
financial or non-
financial interest 
(including nature of 
relationship with 
employee) 

 

I, the below signed, being an employee of Walsall Council wish to disclose the 
above information. 

Name of employee: 
 

Position: 
 

Signed: 
 

Date: 
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Name of line manager: 
 

Position: 
 

Signed: 
 

Date: 
 

 
Please return this form to your Executive Director. 
 

Name of Executive 
Director: 

 

Position: 
 

Signed: 
 

Date: 
 

 
Once signed please forward to the council’s Monitoring Officer. 
 

Name of Monitoring 
Officer: 

 

Position: 
 

Signed: 
 

Date: 
 

 
A completed copy of the signed form should be placed on personnel files – send 
to HRDScanning@walsall.gov.uk 
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