From: Enquiries

To: s.40

Subject: [OFFICIAL] 20160362 - NDA response - T&Cs

Date: 21 April 2016 09:27:00

Attachments: HRSPO3 - Employee Handbook - Rev 3 - August 2015.doc

HRSPO1 - f Con - Rev 3.

This email is protectively marked OFFICIAL

Dear s.40

As per my previous response to your request, the NDA Annual Report and Accounts Remuneration Report, sets out in some detail the: salary,
pension, performance related pay, long term incentive plan, “other” benefits such as car allowances, notice periods, for all the NDA Directors
and CEO. See:

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/440238/NDA_Annual_Report_and_Accounts_2014_to_2015.pdf

Having reviewed the NDA Band A (Directors) contract the only additional information which would constitute terms and conditions not covered
in the ARAC relate to NDA policy or procedure, such as HR policies relating to sickness, absence, discipline, grievance, travel & expenses etc.
Please see the attached “Employee Handbook” for an overview of these policies. In addition all employees are subject to a “Code of conduct”
which | have attached. These are not unique to John Clarke or Pete Lutwyche and are available either on our website or can be supplied to you if
you desire copies.

In relation to hours worked. The standard “normal working” pattern in all NDA contracts is 8:30 — 16:30 Monday to Friday with a half hour paid
lunch break. The band A (Directors) contract also states that “you may be expected to work those hours reasonably required for the full
performance of your role and responsibilities”. They also have an opt out clause from the Working Time Directive. Annual leave is 30 days in
addition to public holidays.

If you are unhappy with the way your request for information has been handled, you can request the NDA carry out an internal review (contact:

enquiries@nda.gov.uk).
If you remain dissatisfied with the handling of your request or complaint you have a right to appeal to the Information Commissioner at:
Information Commissioner’s Office, Wycliffe House, Water Lane, Wilmslow, Cheshire, SK9 5AF

Yours sincerely

s.40

Information Access Manager

NDA, Herdus House, Westlakes Science & Technology Park, Moor Row, CA24 3HU
Tel. no. 01925802077

Please note that | work Mon — Fri from 8:30 — 14:30.

This email is protectively marked OFFICIAL

From: s.40

Sent: 08 April 2016 10:57
To: Enquiries

Subject: FOI request

We would like to submit a Freedom of Information request on behalf of the GMB and Unite Sellafield branches. We would like to request the
salaries, terms of conditions including hours worked, all benefits including bonuses, for John Clarke, Chief Executive Officer for the NDA and
Peter Lutwyche, NDA Programme Director for Sellafield,

Thanks s.40

s.40

"The information contained in this email may be commercially sensitive and/or legally privileged. It is intended solely for the person(s)
to whom it is addressed. If you are not a named recipient, you are on notice of its status. Please notify the sender immediately by reply
e-mail and then delete this message from your system. You must not disclose it to any other person, copy or distribute it or use it for
any purpose.

Views expressed in this email are not necessarily those of Sellafield Ltd.

Sellafield Ltd, a company owned by Nuclear Management Partners Ltd, is registered in England and Wales, Company number
1002607. The registered office is situated at Booths Park, Chelford Road, Knutsford, Cheshire WA16 8QZ."
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Foreword from CEO


Welcome to the NDA.  


I’m delighted that you are part of our hard-working and dedicated team. We’re delivering the largest, most important environmental restoration programme in Europe, and by working for us, you can play a key role in tackling one of the most technical and complex challenges facing this country today.


Here at the NDA we recognise that our staff are our greatest asset and we’re committed to providing an environment where you will feel valued and treated with respect at all times. Our core values and behaviours set out how we will each deliver our part of the NDA’s mission by working collaboratively and with clarity, demonstrating our integrity, courage, professionalism and respect in all we do.


This handbook has been designed to provide an easy-to-use reference guide that will help you during your time at NDA. It provides a brief description of our key policies and procedures, and points you to other useful information that contains more detail.  All of the documents can be found on our intranet site.

I wish you the very best of luck during your time working at the NDA.


John Clarke


CEO
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Introduction

The aim of this Employee Handbook is to provide general information about employment with the NDA. It is not intended to cover every situation or to explain everything about the employment of NDA staff; if you need any further information, please speak to your line manager or a member of the HR Team.

Please note, the terms of the Employee Handbook do not form part of your Terms and Conditions of employment unless expressly stated

Changes to the Employee Handbook


The organisation reserves the right to amend this Employee Handbook, but will notify employees when there is an official change to it, usually within 1 month 


For example, the Employee Handbook may need to be amended where there is a change to:


· the way in which the organisation operates because of government changes; 


· employees' contracts of employment, on which they will be consulted, and 


· employment law that requires a policy to be amended. 


In any event, the HR department will carry out annual reviews of this handbook.

Employees are responsible for ensuring they have up-to-date knowledge about the organisation's policies, procedures, and working conditions. The Employee Handbook is contained in Livelink on the Intranet.  

NDA Offices

The organisation's headquarters are located at: 

Herdus House, Westlakes Science & Technology Park, Moor Row, Cumbria CA24 3HU



The NDA has offices in the following locations:


Herdus House (HQ)
Main Contact 01925 802001


Forss


Main Contact 01847 806666

Warrington  

Main Contact Reception 01925 802695

Harwell 

Main Contact Reception 01925 802820


London office  
Main Contact Reception 01925 803000

Sellafield 

Main Contact 019467 85486 


The access and location details are available on the Intranet https://intranet.nda.gov.uk/offices  

Change of Address or Personal Circumstances


It is very important that you inform HR of any changes to your personal circumstances such as:


· address, telephone number, marital status or change of name

· next of kin to contact in an emergency; 


· bank or building society details; 


· gain or loss of relevant qualifications or licences, such as loss of driving licence; and 


· loss of right to work in the UK.

Section 1: Working Arrangements

Staff are expected to wear smart business attire and act in a professional manner in the performing of their duties, whether in the office or at other business locations.  

1.1 
Working Hours


Normal office working hours are 8:30-16:30 Monday to Friday i.e. 37.5 hours per week excluding daily meal breaks. Employees may, from time to time, be expected to work those hours reasonably required for the full performance of their role and responsibilities, including such cover as may be necessary to maintain the service provided by NDA in the absence of colleagues.


1.2 
Pay Arrangements


All employees within the NDA are appointed within grades and salary bands.  Salaries are paid directly by credit transfer into employee’s bank accounts on the 20th of each month.  Each month’s salary is equal to one-twelfth of the annual salary.  For full details of benefits and allowances available to staff, see Benefits Policy – HRP01

Temporary Additional Responsibility Allowance (TARA)

This is paid where employees undertake additional responsibility to support the business or deputise for a colleague. The additional responsibility must be for a period of four weeks or more. See Benefits Policy HRP01. 

Overtime Payments


Bands F & G may claim overtime with prior authorisation from their Line Manager.  Staff should make every effort to avoid working excess hours and ensure that it only occurs in periods of exceptional pressure of work. See Overtime Claim Form - HRP01-F01  


Advances of Salary


NDA employees may apply for advances of salary for certain purposes,.  In all cases where an advance of salary is required the initial application must be made in writing to the HR Director stating the purpose for which the advance is required.


Payslips

Payments are made via the BACS system.  Every employee must ensure HR holds the correct bank and personal details to enable them to process payments on time.

NDA utilises an online payslip system in line with most other Government departments.  This will help to reduce paper and improve employee communications by delivering information timely and securely online.  You can view your online payslips and P60 via the iPayview website https://nda.logicapayroll.com/formslogin.aspx.  There is a link to this via the NDA Intranet home page, but you can access the iPayview website from any computer connected to the internet.  Employees accessing the system for the first time should contact the HR Service Desk for guidance.

1.3 
Pension Arrangements


On joining the NDA you will automatically be entered into the relevant Civil Service pension scheme.  You can decide not to join the Civil Service pension arrangements; you may opt out and be covered instead by a personal pension or the State Second Pension Scheme (S2P).  You have 3 months from your start date to make your choice. See the intranet >> Staff Matters  >> Pay and Benefits >> Pensions 

1.4 
Additional Benefits

The following benefits are also available to staff:


· a confidential counselling and support service through an Employee Assistance Programmes (EAP). The 24-hour Care line is available on Free-phone 0800 030 5182.

· a Childcare Voucher scheme where staff can sacrifice, (give up), part of their salary for childcare vouchers and the chosen provider is Computershare Voucher Scheme, .Contact HR for further details. 


· a Cycle to Work scheme. For more information visit the Cyclescheme website - www.cyclescheme.co.uk/452b5b 

1.5 
Recruitment and Selection


All recruitment, promotion and training opportunities will be based on merit.  The NDA will apply equal opportunity principles to all HR matters and has clear employment procedures which cover all aspects of the recruitment process including the advertising of vacancies, the composition of selection panels, short listing and interviewing of candidates and appointment. All requests for resource should be detailed on a Request to Recruit Form HRxxx by the recruiting line manager and sent to the HR Services Mailbox.   

1.6 
Resigning from the NDA


If an Employee wishes to leave the NDA, they should submit a resignation letter to their Line Manager.  Appropriate notice, as specified on individual contracts of employment, must be given though consideration will be given to a reduced period of notice if possible.  The employee will be offered an optional confidential ‘Exit Interview’ with the HR Business Partner/Advisor. 


The Employee will normally receive their final pay, together with their P45 form, at the end of the pay month closest to their last working day with the NDA.  Any outstanding advances of salary or other debts due to the NDA must be repaid or deducted from final pay.  Before leaving, the employee must return any NDA equipment they have been issued with such as keys, mobile phone, IT equipment, security passes etc.  

1.7 
Redundancy

The NDA has a policy which outlines the principles that will be followed if and when an employee is to be made redundant.  While it is recognised that different situations may require different solutions, the principles in the policy have been established as a basic framework should the need for redundancy arise.  See Redundancy Policy – HRP20.


Section 2: Employee Development


The NDA is committed to developing its employees in line with the key principles of the Investors in People standard. To achieve and maintain this standard, the NDA operates a Performance Management System - HRP12 which is supported by a Learning and Development Policy – HRP07.

2.1 
Performance Management System


Performance Management is designed to encourage open, ongoing communication between employees and managers about their performance throughout the year.  It is a continuous cycle focussing on planning, reviewing and evaluating performance.   See Performance Management Policy – HRP12

2.2 
Training and Development


The NDA aims to provide a fair and consistent approach to all employees and supports different forms of training and development with due consideration to business requirements.    See Learning and Development Policy – HRP07 and Further Education Policy HRP08.


Section 3: Attendance and Leave Arrangements


3.1 
Planned Absences

Employees have a responsibility to inform the NDA if they are absent from the office. For planned absences, employees should keep their electronic calendars up to date showing they are taking annual leave, or if they are on business in another location, where they are and a contact number if possible.  For unplanned absences, such as sickness, employees should inform their Line Manager as soon as possible. See Absence Policy - HRP02 

3.2 
Flexible Working 


The main purpose of Flexible Working is to provide a more flexible system of attendance for employees.  See Flexible Working Policy – HRP09.


3.3 
Annual Leave


All employees (FTE) will receive 30 days paid annual leave, plus statutory Bank Holidays pro rata based on the date of joining the NDA and hours worked.  The leave year runs from 1st January to 31st December.   In addition to annual leave entitlements, employees are entitled to public holidays (to include traditional bank holidays, and extraordinary public holidays) granted by the company. If the employee joins or leaves the NDA during a holiday year they will be entitled to a proportion of their holiday entitlement based on the period of their employment in that annual leave year.  Part-time employees will be entitled to annual leave and public holiday allowances based on the ratio of days worked in comparison with full-time employees. Annual leave for part time employees will be calculated in hours.

Employees should apply to their line manager for leave as far in advance as possible of the requested dates and before booking and paying for holidays.  Requests for leave will not be refused unreasonably, but line managers have to take into account the overall needs of the NDA when approving leave. 


The NDA’s premises are closed over the Christmas/New Year period, and employees need to reserve 3 days of their annual leave to be taken over this period. The dates will be notified at the start of each holiday year. Up to 5 days leave (pro rata for part time employees) may be carried forward into the following leave year. See Absence Policy – HRP02

Employees can also buy/sell up to 5 days (FTE) annual leave (pro rata for part time employees). See Buying and Selling Annual Leave Policy - HRP17

3.4 
Sickness Absence


An employee who cannot attend work because of sickness should inform their line manager (or, if they cannot be contacted, the HR department) as soon as possible after 08.30 A.M. on the first day of sickness indicating the likely duration of the absence).  For all absences of seven days or less (including weekends) the employee must complete the Absence Notification & Return to Work Form HRP02-F01 on their return to work.  For absences over 7 days, a Fit Note should be obtained from your doctor and sent in to HR.  Before returning to work after an absence of more than 7 days, the employee maybe be required to obtain a Fit Note from their doctor, this is dependent on the original statement in the Fit Note. 

3.5 
Special Leave


Public Duties


An employee who fulfils certain public duties as outlined below is entitled to reasonable time off, with pay, to fulfil these duties.


· Union Duties and Activities 

· Health and Safety representative (necessary time for union-accredited rep)

· Reserve or cadet forces training / service, i.e. TA 


· Jury Service


Employees who are summoned for jury service must notify their line manager as soon as possible and provide a copy of the court summons.  Payment for basic contracted hours will be made during jury service. Employees should claim for loss of earnings incurred on the form they will be given when they attend for service. When they have received this payment they should notify the HR department who will arrange for the appropriate deductions to be made.

Special Circumstances


(Examples of these are set out below together with the maximum amount of paid special leave which may be granted):


· Death of a close relative - Up to 5 days (Defined as partner, child, parent, brother or sister, grandparents & grandchildren)


· Serious illness of a close relative - Up to 5 days


· Urgent domestic crises - Up to 5 days


See Absence Policy – HRP02 

3.6 
Maternity, Paternity, Parental and Adoption Leave


All staff who qualifies will be entitled to statutory maternity, paternity and adoption leave.  In addition, NDA offers some pay and leave enhancements not required under statutory arrangements, providing they agree to return to work after maternity leave.   

See Maternity, Paternity, Parental and Adoption Leave Policy - HRP03.

3.7 
Working Time Regulations


Requirements are set out in the EU Working Time Regulations 2003. This covers the maximum number of hours to be worked in a given time period and rest periods, and in-work rest breaks. 


See www.direct.gov.uk/.../WorkingHoursAndTimeOff/DG_10029426

3.8  
Sabbatical Leave and Career Breaks

Depending on the circumstances, employees may also take sabbatical leave of up to six months; or a career break of between one and 12 months.  See Absence Policy – HRP02.


Section 4: Health and Safety


The NDA aims to maintain a safe, healthy and secure working environment for all Employees and those who visit the premises.  To achieve this, a number of policies, procedures and practices are in place which applies to all NDA employees, contractors, and other persons visiting NDA premises.  These measures are monitored and reported upon regularly by the NDA’s Safety Committee. The Chief Operating Officer has overall responsibility for health and safety measures.  See Health, Safety, Security and Environment Policy. – HSP01.

4.1 
Fire and Emergency Evacuation


Fire extinguishers are located at strategic positions throughout the building.  Employees should familiarise themselves with their locations.  Should it be necessary to evacuate the building a siren will sound.  When this is heard, you should leave the building immediately by the nearest exit. Unannounced fire drills take place in each NDA office from time to time during the year.  Full fire and emergency evacuation procedures are part of the employees building induction.  NDA has fire wardens in place at each building who assist in the evacuation process.  See Fire and Emergency Evacuation Procedures, posted on the notice boards.


4.2 
First Aid


The NDA First Aiders are listed on the office/building notice boards and should be contacted in the event of an employee having an accident or becoming ill at work. In the case of accidents at work where it appears that medical treatment may be necessary, the First Aider should be called. The First Aider will decide whether or not hospital treatment is required and, if it is, make the necessary arrangements. First Aid Boxes are located in the offices.  The H&S Manager should be informed of any case of serious illness or illness involving an employee during working hours.


4.3 
Accident Reporting


All accidents, however minor, and ‘near misses’, must be reported via the intranet.  This applies to any incident involving employees or visitors to NDA premises.  In the case of serious accidents, the emergency services should be called without delay and the Health & Safety Manager contacted at the earliest opportunity.


4.4 
Hazard Reporting


Hazards are situations or conditions which may lead to accidents. Employees should deal with the hazard where appropriate and report all hazards immediately via See Something Say Something on the Intranet as they have the detailed knowledge required for reporting purposes


4.5 
Occupational Health


The NDA has a contracted Occupational Health Adviser (OHA) who may be consulted on matters relating to health at work. Such consultations may be arranged only through the HR department who will treat such arrangements as entirely confidential (Employees do not need to inform their line manager of such arrangements).


In addition, in cases where:


a) the employee’s health is giving cause for concern;


b) serious accidents have occurred at work;


c) it is felt that an employee’s work is being adversely affected by ill-health, the NDA retains the right to have the employee medically assessed by the Medical Adviser.


The OHA is not available for employees to consult where they would normally see their own GP.


4.6 
Alcohol and Substance Abuse


No employee shall, in connection with any work-related activity:


· report, or endeavour to report for duty having consumed drugs or alcohol likely to render him/her unfit and/or unsafe for work;


· consume or be under the influence of drugs or alcohol while on duty during normal working hours [unless, in the case of alcohol], with the agreement of line management for the purposes of official company entertaining, e.g. evening dinners;  


· store drugs or alcohol in personal areas such as lockers and desk drawers; or 


· attempt to sell or give drugs or alcohol to any other employee or other person on the company premises.


· If an employee suspects that a colleague or visitor is under the influence of alcohol or drugs they should report their concerns to their line manager at the earliest opportunity.

It is in the employee’s interests to inform their line manager, regarding any prescribed medication that may have an effect on their ability to carry out their work safely, and employees must follow any instructions that are subsequently given. Drugs that cause drowsiness must not be used while at work.  Any employee suffering from drug or alcohol dependency should declare such dependency, and the NDA will subsequently provide reasonable assistance, treating absences for treatment and/or rehabilitation as any other sickness absence. (Failure to accept help or continue with treatment will render the employee liable to normal disciplinary procedures.)


4.7 
Smoking


All our offices and vehicles are non-smoking.  Smoking is only permitted outside the buildings in the designated smoking area.  


4.8
Electronic Cigarettes 


Effective from 1 August 2015 the use of any form of electronic cigarettes will not be permitted in any NDA offices.  Electronic cigarettes should only be used outside the buildings (but not immediately adjacent to any main entrances).


Section 5: Dignity at Work

The NDA aims to protect all employees from difficult or adverse situations which may arise in the workplace. To address any such potential problems the NDA has in place a number of policies covering areas such as harassment in the workplace; allegations of improper conduct; grievances HRP18, public interest disclosure (Whistle Blowing) ADP05 and Redundancy HRP20.


5.1 
Equal Opportunity Harassment, Discrimination and Diversity

Any form of unwanted, unreasonable and offensive conduct that has the purpose or effect of violating a person’s dignity or creating an intimidating, hostile, degrading, humiliating or offensive environment. Conduct shall be regarded as having this effect if, having regard to all the circumstances and in particular the complainant’s perception, it should be reasonably considered as having that effect.


The NDA is committed to creating and sustaining an environment where all employees are treated with dignity and respect, free from any form of inappropriate behaviour, and one in which all employees can give of their best.  The NDA fully recognises the right of employees to raise a complaint about inappropriate behaviour should it occur.


See Equal Opportunities, Harassment & Diversity Policy – HRP15.


5.2 
Code of Conduct

As a public body, the NDA is obliged to operate in accordance with Government rules and regulations and should meet the Seven Principles of Public Life, these being Selflessness, Integrity, Objectivity, Accountability, Openness, Honesty and Leadership. 

This means that at all times Employee must:


· act within the rules to ensure compliance with legislative and regulatory requirements

· demonstrate the application of good business ethics


· not allow their own personal opinions, including political opinions to interfere with their work at any time


See Internal Controls Framework – QAM03

Policies are in place to enable employees who have particular concerns on these issues to raise, in confidence, allegations of improper conduct. See Anti Fraud Policy - ADP03, Whistle Blowing Policy - HRP05


Employees should also familiarise themselves with the NDA’s policies on gifts and hospitality 

See Maintenance of the Hospitality Register - LGPR02 


NDA also has a Code of Conduct document which includes the principles of good business ethics in all our interactions whilst working on NDA business.  See Code of Conduct – HRSP01

5.3 
Disciplinary


The Disciplinary Procedure deals with cases in which disciplinary action is contemplated involving employees employed directly by the NDA.  The Disciplinary Policy complies with current employment legislation.


The aim of the Disciplinary Policy is to ensure propriety in the management and investigation of cases of alleged misconduct and to ensure that the employee is protected against arbitrary, unjustified or inconsistent disciplinary action.


It is the responsibility of all Employees to attempt to resolve any disputes without recourse to the Disciplinary Policy. Nevertheless, it remains an individual’s right to invoke the policy if it is appropriate to do so  Examples of what the NDA recognises as misconduct are listed in the policy

Following an investigation of misconduct, disciplinary warnings may be issued or penalties imposed. The Employee involved has the right to appeal against any disciplinary decisions. 

See Disciplinary Policy - HRP14.

5.4 
Grievance


The NDA has a policy for dealing with issues which constitute, or are liable to constitute, a source of grievance to an individual employee or group of employees employed directly by the NDA.  The procedure details the staged approach for addressing any possible grievances. Where a grievance has not been resolved, the employee(s) may make an appeal.  The NDA will also, on consideration of the circumstances of the grievance, have the option to call upon internal or external mediation services. 


See Grievance Policy – HRP18.


5.5 
Public Interest Disclosure (Whistle Blowing)


The NDA has established a policy to guide employees, contractors and members of the public on how to disclose information on wrongdoing / malpractice when this is in the public interest. It also offers guidance on how to raise a complaint both internally and externally. 


See Whistle Blowing Policy – ADP05.

Section 6: Financial Matters


6.1 
Expenses


Employees are reimbursed for certain expenses incurred during the course of NDA business in accordance with current rates and conditions set out in the Travel and Expenses Policy.  Expenses should be claimed by completing an expenses form which should be passed for payment to the Finance Department. All expenditure must be supported by receipts.  Employees are expected at all times use existing NDA contracts where they are in place, e.g. train and hotel providers and adhere to the highest principles of integrity in claiming for expenses. 

See Travel and Expenses Policy – HRP04


6.2 
Use of Private (Employee Owned) Cars on NDA Business


Any staff member not in receipt of a car allowance and who chooses to drive their private car on company business and claim mileage allowances in respect of travel is responsible for ensuring their vehicle meets the legal requirements e.g. is insured for business driving (staff members in receipt of a car allowance are required to insure their vehicle for business use).  The NDA cannot accept liability in respect of loss or damage to individuals’ own cars, or death of or injury to passengers or any third party liability.  See Travel and Expenses Policy Section 7.3 – HRP04


6.3 
Personal Telephone Calls


Employees may make brief, local, personal telephone calls of an essential nature. Visitors may only make a telephone call with the permission of the employee they are visiting.


Employees who have an NDA mobile phone or Blackberry, and who wish to use this for personal use, are required sign a declaration to opt into the personal use scheme and agree to a monthly deduction from their salary (assessed annually and is currently set at £20.00) after tax.  All employees may request the use of an NDA mobile phone if they are away from home on business and may use them for reasonable length calls to their family


Section 7: Staff Consultation Group and Union Representation

7.1   
Staff Consultation Group


The Staff Consultation Group (SCG) was formed to facilitate good employee relations to examine and manage those changes necessary for the future success of the NDA. 


The group meets quarterly to share information about the business and consult about initiatives and decisions that impact on employees. 

7.2   
Union Representation and Collective Bargaining


A ballot was held in September 2011 and staff voted to be covered by a Collective Bargaining arrangement with Prospect Union.  This means that all members of staff in Bands B to G will be covered by a collective bargaining agreement for pay, holidays and hours as a minimum. The NDA and Prospect Union will discuss and agree the exact details of what will be covered. The Staff Consultation Group will remain in place and will cover all of those issues that are not part of the Collective Bargaining agreement. 


______________________


Our policies and procedures are available to all staff on Livelink. However, if you need any further information or clarification, please speak to your line manager or a member of the HR Team.

This document has uncontrolled status when printed
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1.0
Introduction


1.1
The NDA is committed to the highest standards of business conduct. The NDA does not tolerate behaviour which is not fair and ethical.  This standard is one of the NDA's most valuable assets and therefore the NDA and its staff must not only avoid any actual impropriety but must also avoid any conduct or action which could lead to a perception or accusation of impropriety. The aim of this Code of Conduct is to lay down guidelines for NDA’s employees, which help to maintain and improve standards and to protect them from misunderstanding or criticism.

1.2
The Internal Controls Framework QAM03, provides descriptions of the internal, financial and corporate governance arrangements within which we must operate as employees of a Non Departmental Public Body and should be read in conjunction with this Code of Conduct.  For other matters relating to general conduct, staff should refer to the Employee Handbook HRSP03

1.3
The Code of Conduct forms part of employee’s Terms and Conditions of Employment and breach of it by Executive Directors, Non-Executive Directors or employees will be considered to be a disciplinary matter and may therefore result in disciplinary sanctions, up to and including dismissal, in accordance with the NDA’s Disciplinary Policy HRP14.

1.4
NDA staff must observe and maintain the highest standards of ethical business conduct in their relationships with suppliers, contractors, stakeholders and others. Any action taken by the NDA or its staff must comply with this policy so as to avoid creating any concern or unfavourable publicity or embarrassment if such action were to be disclosed.  Any conduct or action by staff which could lead to an accusation of impropriety must be avoided.

1.5
In relation to the Bribery Act 2010, staff must not offer or accept hospitality or receive other benefits from anyone which might reasonably be seen to compromise their personal judgement or integrity. The offer and acceptance of hospitality must be able to stand up to public scrutiny.  

1.6
If employees are in doubt about their actions in relation to the areas contained in this document, they should seek advice from Head of Group Internal Audit who will take a view on their concerns and refer them to the appropriate person in the organisation.

2.0 Procurement and Commercial Activities

2.1
In addition to its obligation to comply with the laws of the UK in the course of its mission generally, and in the running of the competitions and commercial operations in particular, the NDA is subject to UK and European procurement laws. The NDA’s conduct and decisions may also be challenged by a range of third parties through judicial review by the courts.  

2.2
Employees should be clear on the separation of their roles in NDA during the procurement process and must exercise fairness and impartiality when dealing with all customers, suppliers, contractors and sub-contractors. 

2.3
If employees are privy to confidential information on tenders or costs for contractors, they should not disclose that information to any unauthorised person or organisation.

2.4
Orders and contracts will be awarded on merit, by fair competition against open tenders, and no favouritism should be shown to business run by, for example friends, partners or relatives of any employee working for the NDA.   This would be deemed as a conflict of interest and should be declared to the employee’s line manager at the start of the process so that appropriate controls can be implemented.

2.5
Staff must ensure that neither they, nor any members of their immediate family, accept gifts or offers of hospitality from any individuals or organisations which might reasonably be interpreted as prejudicing their personal judgement or integrity. In particular, no such gifts or offers of hospitality should be accepted from individuals or organisations connected with prospective or actual bidders involved in the NDA’s competition programme or other projects.  The NDA and its staff must ensure that public procurement ethics are observed at all times.  Further information is also available in Procedure for Maintenance of the Hospitality Register - LGPR02

2.6
NDA staff must not deal with information brokers who acquire information relating to the award of contracts and prices tendered.

2.7
Participation by members of staff in outside activities must not conflict with or compromise their ability to perform their NDA duties and functions. If staff are unsure as to whether their activities could lead to an actual conflict, they should consult the Head of Group Internal Audit. 


2.8
Members of staff should avoid any agreement, investment, employment, relationship, act or interest, or other such arrangement, which is, or appears or may appear to be, contrary to the best interests of the NDA, or its obligations under the Energy Act, or which might in any way impair the performance of duties or the exercise of independent judgement or action with respect to the NDA’s interests. For example, the following actions or activities may constitute a breach of this policy:


 2.8.1
Ownership, directly or indirectly, of an interest in a contractor, supplier or other service firm which is doing business or is bidding to do business with the NDA would, without authorisation, contravene this policy.  An "interest" is a matter which will or might be significant or of relevance to any NDA transaction, its results or the reputation of the NDA, or which could at any time be so perceived. Since in each particular case the determination of whether or not an ownership interest is of relevance depends upon all the circumstances, full disclosure and advance requests for approval are mandatory in all cases.   For the avoidance of doubt, the purchase of shares or securities in a bidder which is involved in a PBO competition, for the period from the announcement of pre-qualified bidders to the award of contract, will constitute a breach of this Policy unless expressly authorised in writing by the Head of Competition following referral by Head of Group Internal Audit.

2.8.2 
Serving as an officer, director, employee, committee member, agent or representative of, or consultant to, (or in any other similar role for) any company, firm or business other than the NDA when such service conflicts with the NDA's interests, 


2.8.3 
Serving as an officer, director, employee, committee member, agent or representative of, or consultant to, (or in any other similar role for) any contractor, supplier or other service firm which is involved in, or proposing to be tendering for, business with the NDA. 

2.8.4
Knowingly participating, or in any way being involved with a contractor, supplier or service business (or a representative or agent of any such) who is involved in, or might become involved in business with the NDA, any of the following:


· Any commission, fee or compensation of any kind;


· Any loan, advance, benefit or service which in any manner depends upon or is associated with the NDA relationships, or deviates from the ordinary course of normal personal relationships on terms generally prevailing for such relationships; or


· 
unlawful or unauthorised payment or rebate, or any negotiation involving any such payment or rebate.


2.9
In the event that the NDA member of staff is aware that an immediate family member (spouse, partner, parent or child over 18 years of age or a sibling) of the NDA member of staff is employed by or has a direct or indirect interest or investment in a company as outlined in 2.8.1 above, the member of staff should notify the Head of Group Internal Audit who will then determine the appropriate course of action, which could include removal of the member of staff from the project or activity, or a decision that the above restrictions shall not apply in that particular case. 


2.10
The restrictions referred to in this Code of Conduct are not intended to prevent the ownership of shares or other securities in the companies as outlined in 2.8.1 above, which are held by members of staff indirectly through managed funds or other investment vehicles through which individual investors have no choice over which particular shares or securities are bought or sold.

3.0 After Leaving Employment


3.1 Employees should continue to observe their duty of confidentiality as set out in their Terms and Conditions after they have left the employment of the NDA.  


3.2 Employees should be aware of and abide by the rules on the acceptance of business appointments after resignation or retirement.  Chapter 4 of the Civil Service Management Code deals with this issue and should be consulted to see parallel arrangements in the Civil Service
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