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Standards and Expenses 
 
Standards of Business Conduct Policy 
 
Summary NHS Health Scotland (NHS HS) 

requires all employees to promote and 
maintain the highest ethical standards 
in the conduct of NHS business. All 
employees must therefore comply with 
the principles and standards set out in 
this policy. 
 
This policy should be read in 
conjunction with Standing Financial 
Instructions (SFI’s) and Policy on 
Acceptance of Gifts (both can be found 
on the Source). 

Status A suite of protocols have been added 
to act as guidance for staff to enable 
them to take appropriate action in 
relation to their personal conduct, or 
instances such as responding to 
consultations. 

Alternative format This policy is available in Microsoft 
Word and other formats upon request. 
Please contact the Organisational 
Performance team for more details.  

Impact Assessment Date 12/04/2017 
Organisational Policy Subgroup 13/06/2018 
Partnership Forum Sign Off 28/06/2018 & 27/06/2019 
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1. Introduction 
 
The purpose of this policy is to set out the standards of conduct required from all NHS 
HS employees in the conduct of NHS business. Adherence to these standards will 
protect employees from allegations of improper conduct and protect the NHS from the 
risks of fraudulent or corrupt behaviour. This basis of this policy is HSG (93)5 
Standards of Business Conduct for NHS Staff dated 18 January 1993. 
 
 

2. Policy 
 
NHS HS requires all employees to promote and maintain the highest ethical standards 
in the conduct of NHS business. All employees in the NHS are expected to ensure that 
they are impartial and honest in the conduct of their business and that public funds are 
utilised to the best advantage of the service. In addition, employees must ensure that 
they do not abuse their position for personal gain to the benefit of family, friends or 
their private business interests. 
 
In accordance with the NHS HS duty care and adherence to the Equality Act 2010, this 
procedure will not discriminate, either directly or indirectly, on the grounds of gender, 
race, colour, ethnic or national origin, sexual orientation, marital status, religion or 
belief, age, trade union membership, disability, offending background or any other 
personal characteristic. 
 
 

3. Principles 
 
This Policy applies to all NHS HS employees including Executive and Non-Executive 
Board members. It is an established principle that public sector bodies must be 
impartial and honest in the conduct of their business. It is an offence under the 
Prevention of Corruption Acts 1906 and 1916 for an employee to accept reward for 
doing or refraining from doing anything in his/her official capacity or to corruptly show 
favour or disfavour in the handling of contracts. Any breach of these Acts will render 
employees liable to disciplinary action and/or prosecution. The principles upon which 
this policy is based are that it: 
 

a) Complies with Scottish Government guidance on Standards of Business 
Conduct. 

b) Adheres to the NHS HS Board’s Model Code of Conduct. 
c) Places a responsibility on all employees to ensure that they are not in a position 

which risks, or appears to risk, a conflict between their private interests and their 
NHS duties. 

d) Use the public funds entrusted to them to the best advantage of the service 
always ensuring value for money. 

 
 

4. Roles and Responsibilities 
 
4.1 Managers will 

a) Bring this policy to the attention of new employees. 
b) Ensure that the standards are applied at all times. 

http://www.healthscotland.com/uploads/documents/26357-NHSHS%20%202014%20Model%20Code%20of%20Conduct.pdf
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c) Monitor the impact on NHS HS of any interests declared by their employees. 
 
4.2 Employees will: 

a) Comply with these standards at all times. 
b) Make an annual declaration of interests or confirm that they have no interests to 

declare. 
c) Seek further advice if they are unsure of any aspect of the procedure. 
d) Report any known or suspected deviations from the procedure to their manager 

or to the Head of People and Improvement. 
 

4.3 The HR team will: 
a) Establish and maintain an accurate and up to date register of staff interests. 
b) Ensure that any potential conflicts of interests are resolved before making an 

unconditional offer of employment to a successful candidate for employment. 
c) Maintain the Register of Gifts and Hospitality. 
 
4.4 The Partnership Forum will: 

a) Review the policy and make recommendations for any necessary changes. 
 
 

5. Gifts and Hospitality 
 
As a general rule, all offers of gifts or hospitality from a supplier or potential supplier of 
the Board that could influence, or may be seen to influence, any purchasing decisions 
by an employee of the Board should be declined. If in doubt, or if support is required 
the employee should contact his/her line manager for advice. 
 
Employees must never canvass or seek gifts or hospitality. 
 
All employees are responsible for their decisions connected with the offer or 
acceptance of gifts or hospitality, and for avoiding the risk of damage to public 
confidence in the Board. As a general guide, it is usually appropriate to refuse offers 
except: 
 
• Isolated gifts of a trivial character or inexpensive seasonal gifts such as a calendar, 

diary, bookmark, ornament or other simple items of office stationery/equipment; the 
value of which must not exceed £50; 

• Normal hospitality associated with duties and which would reasonably be regarded 
as inappropriate to refuse. Hospitality can be defined as friendly and liberal 
reception of guests or strangers. However, as a general rule, hospitality accepted 
(e.g. a lunch) should be at a similar level to that which NHS HS would provide. 

 
Employees must not accept any offer, by way of gift or hospitality, either to themselves 
or to the organisation as a whole, which could give rise to a reasonable suspicion of 
influence, or showing favour, or disadvantage, to any individual or organisation. 
Employees should also consider whether there may be any reasonable perception that 
any gift received by a spouse, partner or by any partnership company in which they 
have a major interest, would influence judgement. The term ‘gift’ includes benefits such 
as relief from indebtedness, loan concessions, or provision of services at a cost below 
that generally charged to members of the public. 
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Employees must not accept repeated hospitality from the same source. 
 
Employees must not accept any offer of a gift or hospitality from any individual or 
organisation which stands to gain or benefit from a Board decision, or any party 
seeking to do business with the Board, and which might reasonably be considered 
could have a bearing on judgement. If employees are involved in a visit to inspect 
equipment, vehicles, land or property, then as a general rule the Board should pay for 
the costs of these visits. 
 
Businesses and corporate bodies must be aware of the risk that what some would 
regard as gifts or simple hospitality could be considered to be bribes. The Bribery Act 
2010 states that a corporate body found guilty of an offence could face an unlimited 
fine, while individuals found guilty of a bribery offence could face a maximum sentence 
of 10 years’ imprisonment, an unlimited fine, or both. This includes Directors and 
Senior Officers who have consented to, or connived in committing an offence. 
 
All details of any gifts and hospitality accepted must be reported and recorded in a 
Register of Gifts and Hospitality which will be maintained by HR, and the Executive and 
Governance Team will provide HR with any additions to the list for the Board.  This list 
will be made available for public inspection. This register will record: 
 

• The date 
• The staff member who accepted the gift/hospitality 
• By whom it was provided 
• The nature of the gift/hospitality 
• With whom the offer was discussed (if appropriate) 
• Any other relevant comment  

 
 

6. Commercial Confidentiality 
 
Employees should ensure that they do not disclose any information that is 
commercially confidential, particularly if its disclosure could prejudice the principle of a 
purchasing system based on fair competition. This standard applies whether private 
companies or NHS providers are concerned and whether or not the disclosure is 
prompted by the expectation of commercial gain. 
 
 

7. Commercial Sponsorship - Courses and Conferences 
 
Employees should not accept commercial sponsorship of their attendance at courses 
and conferences, unless they have secured formal approval from NHS HS. NHS HS 
will only approve such sponsorship where it is satisfied that it will not compromise 
purchasing or business decisions in any way. 

8. Commercial Sponsorship - Employment 
 
NHS HS will not agree to any proposals where the sponsorship of a post is linked to 
the purchase of particular products, or to the supply of products from a particular 
source. 
NHS HS may agree to an arrangement whereby a company sponsors a NHS HS post 
either wholly or in part, if it is accepted that the sponsorship will have no effect on 
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purchasing or business decisions, and monitoring arrangements are put in place to 
check that the sponsorship agreement is not influencing such decisions. 
 
 

9. Outside Employment and Financial Interests 
 
NHS HS employees must obtain the prior approval of their director in order to take up 
any other paid employment, whether as an employee, director or in a self-employed 
capacity. Employees must not engage in any outside employment or any other activity, 
which would in any way impair their contribution to NHS HS, or which might conflict 
with the interests of NHS HS, or which might be inconsistent with their position in NHS 
HS. Approval for outside employment will not be granted if it: 
 

a) Is undertaken during the time when they are contracted to work for NHS HS or 
interferes with the performance of NHS HS duties. 

b) Involves misuse, or the perception of misuse, of the employee’s official position 
or designation or NHS HS resources 

c) Involves misuse, or the perception of misuse, of official information or of 
experience acquired in the course of official duties. 

d) Gives rise to the possibility, or perception, that NHS HS’ position may be 
compromised. 

e) Breaches the working time directive 
 
 

10. Declaration of Interests 
 
Employees must declare either on starting employment, or as soon as the interest is 
acquired, or within four weeks of any subsequent change, any of the following: 
 

a) Any controlling or significant financial interest by an employee or a close relative 
or associate, in a business (including a private company, a public sector 
organisation, other NHS employer, self-employment and/or voluntary 
organisation) or in any other activity or pursuit, which may compete for an NHS 
contract to supply goods or services to NHS HS. 

b) Directorships, including non-executive directorships held in private companies or 
PLCs (with the exception of those of dormant companies). 

c) Ownership or part-ownership of private companies, businesses or consultancies 
likely or possibly seeking to do business with the NHS. 

d) Majority or controlling shareholdings in organisations likely or possibly seeking 
to do business with the NHS. 

e) A position of authority in a charity or voluntary body in the field of health and 
social care. 

f) A connection with a voluntary or other body contracting for NHS services. 
g) Interests declared by employees will be recorded annually in a Register of 

Employee Interests, which will be made publicly available on request, and which 
will be brought to the attention of internal and external auditors. 

h) Employees needing to declare an interest, or a change to their declaration, 
should contact the HR team. Failure to declare an interest amounts to a breach 
of the terms of the employee’s contract of employment. 
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11. Private Practice 

 
Medical and Dental employees may undertake private practice in accordance with the 
terms of their contract of employment. 
 
 

12. Preferential Treatment in Private Transactions 
 
Employees must not seek or accept preferential rates or benefits in kind for private 
transactions carried out with companies with which they have had, or may have, official 
dealings on behalf of NHS HS. This does not apply to concessionary arrangements 
which may be negotiated with companies by NHS management, or by recognised 
employee interests, on behalf of all employees. 
 
 

13. Favouritism in Awarding Contracts 
 
All employees must ensure that there is fair and open competition between prospective 
contractors or suppliers for NHS HS contracts. This means that: 
 

a) No private or public company, firm or voluntary organisation, which may bid for 
NHS HS business, should be given any advantage over its competitors. This 
applies regardless of whether or not there is a previous relationship with NHS 
HS. 

b) Each new contract should be awarded solely on merit, taking into account the 
requirements of NHS HS and the ability of the contractors to fulfil them. 

 
All employees should ensure that no special favour is shown to them, to current or 
former employees or to their close relatives or business associates, in the award of 
contracts to private or other businesses run by them or employing them in a 
managerial capacity. Contracts may be awarded to such businesses where they are 
won in fair and open competition against other tenders, but scrupulous care must be 
taken to ensure that the selection process is conducted impartially, and that employees 
who are known to have a relevant interest play no part in the selection process. 
 
 

14. Dealing with Contracts and Contractors 
 
All employees who are in contact with suppliers and contractors (including external 
consultants), and particularly those who are authorised to sign purchase orders, or 
place contracts for goods, materials or services, are expected to adhere to standards 
equivalent to those set out in the Ethical Code of the Chartered Institute of Purchasing 
and Supply (http://www.cips.org/) 
 
 

15. Warnings to Potential Contractors 
 
All invitations to potential contractors for NHS HS business must include a notice 
warning tenderers of the consequences of engaging in any corrupt practices involving 
employees of public bodies. 

http://www.cips.org/
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16. Review 
 
This policy will be reviewed no later than May 2020 to ensure that the arrangements 
are appropriate to the operating requirements of NHS HS. 
 
Date Policy approved …………………………………………….. 
 
 
Approved by …………………………………………………… 
 
 
Agreed by …………………………………… Chief Executive 
 
 
Agreed by …………………………………… Staff Side Chair 

 Partnership Forum 
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Protocol 1 - Consultations  
 
Scope 
 
This protocol applies to all formal consultations whether from the Scottish Government, 
another central government department, a non-departmental public body, or a Call for 
Evidence from a Scottish Parliamentary Committee. 
 
Consultations should be judged for their relevance to AFHS. Consultations which are 
only slightly relevant or not at all relevant should not be responded to. 
 
Protocol 
 
1) CEO’s Office/staff member receives, or is notified of a new consultation and 

forwards it to the consultations mailbox: nhs.HealthScotland-
Consultations@nhs.net. 

 
2) The Policy Officer:  

a) Logs the consultation on the consultation register. 
b) Uploads a list of current consultations we’re responding to via Internal News on 

The Source. 
c) Includes the consultation in the ‘What’s Going On’ section of the Corporate 

Cascade. 
d) Creates a folder and saves a copy of the consultation on the V drive. 
e) Inserts the consultation into CMT (issued for each CMT meeting) and 

Board/Partnership Forum (issued for each Partnership Forum meeting) 
consultation updates for the duration of the consultation. 

f) Highlights to CMT, consultations which are from a legislative committee, relative 
to a private member parliamentary bill, are from a UK Government department, 
are from a voluntary organisation or lobby group. 

 
3) The Policy Officer, in consultation with the Organisational Performance Manager 

and relevant programme teams, assesses whether NHS HS has an interest in 
responding to the consultation based on its relevance to NHS HS’s core business. 
a) If no, the Policy Officer logs the consultation and takes no further action. 
b) If yes, the Policy Officer identifies a potential consultation lead and contacts 

them. 
c) If unsure, the decision will be referred to Directors or CMT depending on 

timescales. 
 
4) The potential consultation lead either agrees to be the nominated lead for the 

consultation or suggests someone else better placed to lead the consultation 
response (if unable to identify an appropriate lead, refer to Directors). 

 
5) The Policy Officer sends the consultation lead copy the consultation lead’s Team 

Head: 
a) An outline of the responsibilities of consultation leads. 
b) Deadlines for responding. 

 

mailto:nhs.HealthScotland-Consultations@nhs.net
mailto:nhs.HealthScotland-Consultations@nhs.net
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6) The consultation lead drafts the response involving other members of NHS HS staff 
as appropriate. The response should include a short summary at the top, saying 
what our key messages are (if appropriate). 

 
7) Two weeks before the consultation is due the consultation lead sends their draft 

response to their Director, cc the consultations mailbox for approval. 
 
8) The Director reviews the consultation response and sends it to the CEO 

recommending it for sign off one week before the deadline cc the consultations 
mailbox and consultation lead. 

 
9) The Policy Officer drafts a cover letter and sends it to CEOs Office. 
 
10)  CEO signs the response. 
 
11)  CEO’s Office scans the signed response and sends it to the consulting body cc the 

consultations mailbox and consultation lead. 
 
12)  The Policy Officer saves the signed and submitted response and updates the next 

CMT update stating that the response has been submitted. 
 
Principles 
 
Additional steps in this protocol may be added on a case by case basis based on the 
following principles: 
 
• CMT will have the final decision in disagreements about whether NHS HS will 

respond to a consultation or regarding the substance of a consultation, unless their 
decision is specifically overruled by the Board. 

• The timescales in this process may be adapted to accommodate consultations with 
shorter consultation periods. 

• All staff should have an opportunity to comment on consultations relating to their 
terms of employment. 

• The Partnership Forum and Staff Governance Committee should have an 
opportunity to comment on consultations relating to employment matters and 
relating to the Staff Governance Standard, if possible, they should be able to review 
a draft response. 

• The CEO in consultation with the Chair will agree when a consultation is sufficiently 
important to require input from the Board and, based on advice from the 
Organisational Performance team, how such a consultation will be signed off. 
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Protocol 2 - Chief Executive Letters 
 
1) Recipients of a Chief Executive Letter (CEL) should log it with the Chief Executive’s 

Office (These are generally received by the CEO Inbox and then logged). 
 
2) The CEO Admin assistant will forward the letter to those responsible for 

implementing it (the ‘relevant officer’). 
 

3) CEO Admin assistant will request confirmation from the relevant officer that CEL 
has been implemented. 

 
4) Once all above steps have been completed the CEL register is updated. 
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Protocol 3 – Freedom of Information Requests  
 
Scope 
 
Freedom of Information (FOI) Requests can be received in a number of different ways 
and from a variety of different sources. However, they must be received in a recorded 
format, e.g. letter, email, voicemail or social media. An FOI request does not need to 
state on it that it is an FOI request, but it must contain a return address (this could be 
an email address) and a description of the information being requested. An FOI 
request must never be deleted or ignored. Under the Freedom of Information Scotland 
Act, NHS HS must respond to all FOI Requests within 20 working days. 
 
To implement this process, staff should refer to the FOI policy and their responsibilities 
to ensure they comply with it. 
 
Within 1 day 
 
1) Recipient of request will: 

a) Send the FOI to the FOI mailbox: nhs.healthscotland-foi@nhs.net to notify the 
Communications and Engagement Team. 

b) Send the original to the Communications and Engagement Team. 
2) The Communications and Engagement Team will: 

c) Record the FOI, including the requester’s details, date received, deadline and 
the nature of the request. 

d) Send the request to the Lead Director responsible for gathering the information 
requested. 

 
Within 15 days 
 
3) The lead Director will: 

a) Decide and advise on the strategic approach. 
b) Determine what is being asked. 
c) Provide the Communications and Engagement Team with the information 

required. 
d) Electronically sign the draft response created by the Communications and 

Engagement Team. 
 
Within 20 days 
 
The Communications and Engagement Team will send the signed response to the 
requester. 
 
 
  
 

mailto:nhs.healthscotland-foi@nhs.net
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