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1. INTRODUCTION AND SCOPE

1.1 MPSC is a values-based organisation.  MPSC’s core beliefs and standards will be applied in its day to day work/learning, reinforced through induction and training and articulated in actions and words by those who lead the organisation.  We will apply these beliefs both to how MPSC conducts its own affairs and in MPSC’s relationships with others.

1.2 The Values set out in MPSC’s Value Statement are:

a) Customer Focus

b) Professionalism

c) Integrity

d) Respect and;

e) Performance Orientated

1.3 MPSC’s Code of Conduct sets forth the principles and ethical standards that underlie MPSC employee/learners/learners’ professional responsibilities and conduct.  These principles and standards should be used as guidelines when examining everyday professional activities.

2. POLICY OBJECTIVE

The objectives of this policy are as follows:

2.1 Specify the rules, norms, principles and standards of honest and morally acceptable behaviour required in MPSC in dealing with all operations, activities, strategy, goals and policies, as well as internal and external stakeholders.

2.2 Guide and support employee/learners/learners (all references to employee/learners/learners include temporary staff, contact labour, consultants, agents, representatives and other performing duties for MPSC) in exercising sound judgement when confronted with ethical and moral decision-making.

2.3 Establish and maintain and appropriate moral ad ethical ethos and environment in MPSC.

2.4 Help induct employee/learners/learners into the values, philosophies and culture of MPSC.

2.5 Recognise and protect the interests, rights and integrity of MPSC and its employee/learners/learners.

3. RELEVANT LEGISLATION

3.1 Protected Disclosures Act

3.2 All other MPSC policies

4. OTHER RELEVANT POLICIES & LEGISLATIONS

4.1 King II Report on Corporate Governance

5. PRINCIPLE AFFIRMATION

5.1 As contemplated in the King II Report on Corporate Governance for South Africa (2002), MPSC subscribes to good and honest corporate governance and conduct by maintaining the highest ethical standards and ensuring that operations and business practices are conducted in a manner which, in all reasonable circumstances, is beyond reproach.  MPSC conducts its operations honestly, fairly, impartially and ethically.  It is committed to respecting the Constitution and all legislation of South Africa.

5.2 Wherever appropriate MPSC supports the transparent sharing of relevant information and consultation about decisions that may materially and directly affect employee/learners/learners.

6. EMPLOYEE/LEARNER/LEARNER’S RESPONSIBILITY

6.1 This policy will be distributed to employee/learners/learners in order to ensure awareness of obligations and their responsibility to comply.  In addition, an up-to-date copy of this policy will be available from the Human Resource Department or the office of the Chairperson of MPSC.
6.2 Full compliance with this policy is required of all employee/learners/learners in the organisation.  This is to ensure ethical conduct in all operations, relationships and interactions.  All employee/learners/learners of MPSC have the responsibility to know and comply with this policy.  Any violation of any part of this code of conduct may be cause for appropriate Disciplinary Procedure as per MPSC’s Employee/learner Relations Policy.

6.3 All employee/learners/learners of MPSC have the right and responsibility to ask questions, seek guidance and raise concerns regarding ethical conduct and compliance with this policy.  Such questions, enquiries or concerns will be treated as strictly confidential.

7. ADDITIONAL MANAGERIAL RESPONCIBILITIES

7.1 In addition to the provisions applicable to all employee/learners/learners, individuals in learnership, management and supervisory roles have additional responsibilities under this policy.  In accordance with seniority in the organisation and the nature of learnership, managerial and supervisory duties, all employee/learners/learners in a managerial role are expected to:

7.1.1.1 Demonstrate their commitment to MPSC’s Code of Conduct by acting accordingly, leading by example and promoting compliance with all MPSC systems, policies, procedures, rules and guidelines.

7.1.1.2 Maintain a work/learning environment that encourages open communication regarding ethical issues and concerns.

7.1.1.3 Familiarise themselves with the resource and processes available to assist with resolving questions and concerns about ethical conduct and compliance with this policy.

7.1.1.4 Assess the integrity of promotion candidates and new appointees in selection and promotion processes.

7.1.1.5 Provide training and guidance, and address concerns regarding the MPSC’s ethical, culture, standards, systems, policies, procedures, rules and guidelines.

7.1.1.6 Discuss and review ethics issues and compliance standards with their staff, for example at team briefings and in departmental meetings.

7.1.1.7 Exercise due care in delegating discretionary Company.

7.1.1.8 Lead effectively, defining objectives and maintaining staff energy and focus in a participative manner.

7.1.1.9 Identify, provide means and monitor risk areas in their operational area and establish ways to address unethical or risky behaviour and potential contraventions of this policy.

7.1.1.10 Take responsibility for the conduct of their staff and ensure that misconduct is dealt with appropriately.

7.1.1.11 Ensure that MPSC systems, policies, procedures, rules and guidelines are properly communicated and are available to their staff.

8. GENERAL CONDUCT

8.1 All employee/learners/learners of MPSC are expected at all times to:

8.1.1 Respect others, human dignity, human rights, diversity and social justice.

8.1.2 Act impartially, treating all people equally without favour or prejudice.

8.1.3 Comply with the constitution and legislation, as well as act in the best interest of MPSC, in such a way that you protect and promote the interests, rights, values, philosophies, integrity and culture of MPSC.

8.1.4 Strive to achieve the objectives of the MPSC cost-effectively.

8.1.5 Perform all duties responsibility with honesty, integrity, good faith, transparency, accuracy and to the best of their ability.

8.1.6 Share and use information only for the purpose for which it is intended and with due respect for confidentiality.

8.1.7 Treat the assets and property of the MPSC and others with care and respect, being efficient and economical with time and resources.

8.1.8 Obtain the appropriate Company for any public statement that may be interpreted as being and official comment of MPSC.

9. SPECIFIC ISSUES

9.1 Undue influence and personal gain

9.1.1 Employee/learners’ judgement and actions are expected to be in the best interest of MPSC and unbiased by motives of personal gain or prejudice.

9.1.2 An employee/learner of MPSC may not use confidential information, a position or the privileges of a position inappropriately.

9.1.3 An employee/learner of MPSC may not inappropriately attempt to obtain an appointment, promotion, gain or benefit, personally or for the improper benefit of another person.

9.1.4 An employee/learner may not, without the prior written consent of the CHAIRPERSON OF MPSC:

9.1.4.1 Make a decision on behalf of MPSC concerning a matter in which the employee/learner, or the employee/learner’s family member, partner or associate, has a direct personal interest.

9.1.4.2 Be a party to a contract for the provision of goods or services to MPSC other than as an employee/learner.

9.1.4.3 Be engaged in any business, trade or profession other that the work/learning of MPSC.

9.1.5 An employee/learner of MPSC may not have an interest (financial or otherwise) in a supplier, customer, and distributor or in any organisation that could cause conflict of interest, nor should non-public information about MPSC or any of its suppliers/organisations be used for your own benefit or disclosed to anyone outside the Company.

9.2 Disclosure of benefit or interest

9.2.1 An employee/learner of MPSC who, or whose family member, partner or associate, acquired or stand to acquire any direct or indirect benefit from a contract concluded with the MPSC, must disclose in writing full relevant particulars in respect of such matter immediately as it is known to the employee/learner.

9.2.2 Employee/learners/learners of MPSC are required to declare in writing any personal interests whether direct or indirect (including those of a family member, partner or associate), which interests may potentially present a conflict of interest, directly or indirectly, in any matter with the MPSC.  This includes for example:

9.2.2.1 Ownership of an interest in a company, business or firm which is, or might be, doing business with the MPSC
9.2.2.2 Serving as an officer, director, employee/learner, committee member, agent, consultant, representative or otherwise for any other company, firm or business.

9.2.2.3 Detracting from or infringing in a significant way on the employee/learner’s time or energy in carrying out his/her responsibilities and activities for MPSC.

9.2.3 Such interests shall only be permitted if approved in writing by the CHAIRPERSON OF MPSC.

9.3 MPSC resources, property and assets

9.3.1 MPSC resources, property or assets controlled or owned by MPSC, including time and information, may:

9.3.1.1 Only be used for MPSC purposes.

9.3.1.2 Not be misused or used to obtain any advantage, gain or benefit, personally or for the improper benefit of another person.

9.3.1.3 Actual or suspected loss, damage, misuse, theft, embezzlement or destruction of MPSC’s property or assets should be reported immediately.

9.4 Personal affairs & disclosure of interest

9.4.1 MPSC employee/learners are expected to be law-abiding and to conduct their personal affairs responsibly, especially where any inappropriate behaviour could affect the employee/learner’s work/learning performance or reflect badly on MPSC.

9.4.2 Every employee/learner must, unless otherwise specified in his/her service contract, place his/her time at the disposal of the Company and no employee/learner should be allowed to perform or bind himself/herself to perform work/learning outside the scope of his duties in the Company without prior permission.

9.4.3 Where MPSC employee/learners/learners with to accept appointments with other organisations (for example as members, directors, trustees, partners, agents, representatives, consultants or otherwise), the employee/learner must submit for approval a written motivation with full relevant particulars of the proposed appointment.  The primary concern of MPSC is any potential conflict of interest and therefore such appointments shall only be permitted if approved in writing by the Chairperson of MPSC.

9.4.4 Applications to perform outside work/learning should be considered according to merit.  Where the type of work/learning that the employee/learner intends to perform outside the Company (for example directorship of a company, membership of a close corporation or ownership), may cause embarrassment to the Company and/or hamper the employee/learner in the performance of his MPSC duties, approval shall only be granted in highly exceptional cases.  MPSC shall have the right to withdraw the approval at any stage if there is a reasonable belief that there has been a material breach of trust by the employee/learner.

9.5 Business courtesies

9.5.1 Employee/learners/learners who create specifications for business placement, award, can influence business activities or participate in contract negotiations and the like, are particularly vulnerable to influencing business courtesies (including for example rewards, gifts, favours, loans, commissions, services and similar). Accordingly such employee/learners must be vigilant to avoid favouritism and ensure impartiality.  In such of this, employee/learners of MPSC:

9.5.1.1 May not request or solicit business courtesies from any party

9.5.1.2 Must refuse courtesies that could be considered an attempt to exert influence.

9.5.1.3 Must without delay declare in full any business courtesies received directly or indirectly

9.5.2 These business courtesies shall be recorded in a courtesy register and may only be accepted if approved in writing by the CHAIRPERSON OF MPSC
9.5.3 Employee/learners who offer, or approved any offer of a business courtesy to any other party, are required to ensure that such courtesy is ethical and proper in every respect and that it cannot reasonable be interpreted as an attempt to gain an unfair business advantage, nor will it reflect badly on MPSC.

9.5.4 Invitations to meals, local sporting events, the theatre, cocktail parties or other forms of modest entertainment from customers and suppliers, extended as a courtesy during the normal course of business, may only be accepted if it is not being offered to influence your business decisions.

9.5.5 Never accept money.  No gift, present or any favour which is valued at more that R200 should be accepted under any circumstances, including seasonal or congratulatory gifts or presents as well as gifts for promotional purposes.

9.5.6 Gifts, presents or favours which by themselves are valued at not more than R100, but by virtue of the frequency with which they are being offered, have a cumulative effect in excess of the said amount, must be declined.

9.5.7 Any personal favours offered to an employee/learner or family member and which could be constructed to influence business decisions by employee/learner must be declined.

9.5.8 Subject to 9.5.5 and 9.5.6 above, where unsolicited gifts or presents are delivered to an employee/learner, he/she must return such gift to the donor with an appropriate explanation of the policy.  Where the goods delivered are perishables, these should be donated to charity and the appropriate explanation on policy as well as the action taken, communicated to the donor.

9.5.9 Where, for reasons of cultural sensitivity, it is considered inappropriate to return gifts or presents which are not permissible in terms of this policy, such goods must be offered to charity and the donor should diplomatically be advised of the action taken and the reasons for such action.

9.5.10 The above provisions apply to all employee/learners/learners at all times, even if you are on vacation at the time the offer is made.

9.6 Copyright

9.6.1 Copyright laws protect the original expression in, among other things, written materials, work/learnings of art and music and prohibit its unauthorised duplication, distribution, display and performance.  You may not reproduce, distribute or alter copyrighted materials from literature, computer software, or play visual or audio recordings hereof without permission of the copyright owners or their authorised agents.

9.6.2 Computer software used in connection with the MPSC business must be properly licensed and used only in accordance with that license.  Using unlicensed software could constitute copyright infringements.

9.6.3 Violations or suspected violations of computer security measures, controls or software/licensing agreement should be reported to the information technology department.  Violations could lead to disciplinary action, up to and including dismissal.

9.7 Sexual harassment

9.7.1 MPSC prohibits any sexual harassment of its employee/learners in any form.  All employee/learners are responsible for ensuring that the work/learning place is free from sexual harassment.

9.7.2 Any sexual advances, inappropriate physical contact or sexually oriented gestures, pictures, literature, jokes or statements may results in disciplinary action up to and including dismissal.

9.8 Open and honest communication

9.8.1 MPSC commits itself to communicate frequently and with candour, listening to each other, regardless of level or position.  In this way MPSC gives one another accurate and timely information about business issues.

9.8.2 MPSC commits itself to listen to its stakeholder/client because communication is as much about listening as it is about talking.  Differing opinions are welcome and respected.

9.8.3 MPSC commits itself to keep communication channels open.  MPSC encourages communication through the line of command to the highest level possible within the organisation.

9.9 Privacy of personal information

9.9.1 MPSC places a high premium on the privacy of the individual and is committed to keep personal information regarding its employee/learners truly confidential.

9.9.2 Access to and knowledge of employee/learner records will be limited to people in the Company who need the information for legitimate business or legal purposes.

9.10 Health and Safety in the work/learning place

9.10.1 MPSC is strongly committed to making the work/learning environment safe and healthy for its employee/learners and others.  To this end, MPSC complies with all applicable legislation relating to occupational health and safety.

9.10.2 Sufficient safety and emergency equipment will be available in the work/learning place at all times and line management will regularly inspect safety practices in their functional areas.

9.10.3 Safety in the work/learning place is not the sole responsibility of the employer, but every employee/learner is bound to ensure full awareness of the safety rules and regulations.  Any lawful order given to you regarding safety must be carried out and the prescribed safety measure applied at all times.

9.10.4 If an employee/learner believes that an unsafe condition exists, he should immediately report the conditions to the supervisors or a safety representative.

9.11 Environmental conservation

9.11.1 MPSC is committed to preserving and protecting the environment.

9.11.2 All employee/learners/learners share in the responsibility to conserve our country’s natural resources and are to employ environmentally safe practices in the performance of their duties.

9.12 Threats and violence in the work/learning place

9.12.1 MPSC is deeply concerned with the safety of its employee/learners.  Physical violence or any perceived threat of violence shall be dealt with severely in accordance with the disciplinary code.

9.12.2 Any employee/learner who witnesses or overhears prohibited conduct of has concerns regarding his safety of the safety or a colleague, should immediately report to the superior who, in turn, contact security and/or the SAPS.

9.12.3 Unauthorised possession of any weapon or implement which might be used as a weapon, including but not limited to a handgun, knife, explosives or firearm is strictly prohibited on MPSC’s premises or while conducting MPSC’s business outside its premises.

9.13 Substance abuse

9.13.1 MPSC is committed to a drug-free work/learning place.  The misuse of drugs, both legal and illegal, while on the premises or while conducting MPSC’s business is prohibited.

9.13.2 MPSC specifically prohibits the use, possessions, distribution or sale of drugs on its premises, and while conducting MPSC business.

9.13.3 No employee/learner may conduct the Company’s business while under the influence of drugs or alcohol.

10. OTHER ISSUES

10.1
Levy payers

10.1.1 Each employee/learner will be expected to apply sound judgement in deciding which would be the most ethical means of dealing with any given situation involving levy payers, suppliers, the public, fellow employee/learners and MPSC matters in general.

10.1.2 Except when compelled by law, MPSC will not disclose levy payers information.

11. PATENT RIGHTS

11.1 If an employee/learner at any time while he/she is in the employ of the MPSC makes an invention or discovery that is related to a product or service of the Company, it will be regarded as the exclusive property of the MPSC, irrespective of whether it has been developed during of outside work/learning hours.

11.2 The employee/learner concerned should immediately inform the Company of such invention or discovery, furnish full particulars thereof and make available relative documentation and models.  He/she must also, on request of the MPSC and at the Company expense, do everything necessary and sin all documentation that maybe required to transfer all his rights i.r.o. the invention or discovery to the Company and to obtain all patents and rights in the RSA or any other country as required by the MPSC in its own discretion.

12. INVOLVEMENT IN POLITICAL ACTIVITIES

12.1 MPSC acknowledges the right of all employee/learners to participate in the political process.

12.2 Employee/learners are prohibited from using their positions with the MPSC, or the Company assets, to try to influence the personal decisions of others to contribute to or otherwise support a political party or candidate.

12.3 MPSC employee/learners participate in politics as private citizens, not as Company employee/learners. It is, therefore the policy of the Company not to make contributions of resources such as money, goods or services to political candidates or parties.

12.4 If an employee/learner has been, or is elected to a political position which requires him/her to be absent from work/learning to attend meetings, run for political office, or to launch a campaign for that purpose, or if an employee/learner is required to undertake any other political activity during normal work/learning hours, such absences will be regarded as leave without pay.  Alternatively, he/she may take vacation leave to cover absences in that regard.  Prior approval for absences of this nature must be obtained.

13. PROCUREMENT

13.1 MPSC strive to built healthy work/learning relations with its suppliers as they are MPSC’s delivery partners and thereby help MPSC to achieve its goals and objectives.

13.2 The choice of suppliers is based on merit and value of their products and services, considering among other things, price, quality, delivery capability and reputation for service and integrity – never on the condition that they purchase products or services from the MPSC..

13.3 Selection of suppliers will be done on a level playing field applying fair, legally sound, equitable, consistent and transparent procurement processes.

13.4 The placing of business, selection of service providers and suppliers shall always be done:

13.4.1 In the best interests of MPSC
13.4.2 In compliance with the applicable systems, policies, procedures, rules and guidelines of MPSC.

13.4.3 Without favour to any party.

13.4.4 In accordance with the applicable laws of the country.

13.5 MPSC employee/learners are expected to:

13.5.1 Reject any proposal, transaction or arrangement involving unlawful, improper, unauthorised or unethical conduct.

13.5.2 Avoid any arrangement, agreement, investment, employment, relationship, act or interest which is or may appear to be contrary to the best interests of MPSC or might in any way impair the performance of their duties.

13.5.3 Maintain the security of confidential or privileged information in relation to MPSC or any of its activities or affairs.

14. DUTY TO REPORT

14.1 Every employee/learner has a responsibility to raise concerns regarding others’ non-compliance with this policy.  Therefore where an employee/learner has reasonable grounds to believe that there has been a contravention of this policy, the employee/learner must without delay report the matter to the Management.  Employee/learners reporting illegal activities are protected by legislation and such reports will also be treated as strictly confidential.

14.2 An employee/learner who is, or becomes, aware of an existing or potential contravention of this policy but fails to protect MPSC’s interests and/or the interest of others by reporting such contravention, may be held accountable, as such inaction may prejudice MPSC and/or others.

15. ADMINISTRATION OF THE CODE

15.1 Responsibilities of supervisors

15.1.1 Every supervisor has the following responsibilities with regard to the administration of the code of business conduct:

15.1.1.1 Ensuring that all employee/learners under his control receive a copy of the code;

15.1.1.2 Ensuring that the code forms part of the MPSC’s training and indication programme;

15.1.1.3 Ensuring that any standards and procedures comply with the code and are communicated to the affected employee/learners; and

15.1.1.4 Reporting any violations of the code.

15.2 Responsibilities of employee/learners
15.2
All employee/learners must commit themselves to the following responsibilities:

15.2.1 Reading the code and familiarising themselves with its contents;

15.2.2 Abiding by the standards embodies in the code;

15.2.3 Keeping a copy of the document for personal reference;

15.2.4 Seeking advice and information when needed;

15.2.5 Reporting violations of the code; and

15.2.6 Learning the details of policies pertaining to their work/learning.

16. WHERE TO GET FURTHER GUIDANCE

16.1 Any employee/learner who still has ethical concerns or questions after referring to this policy, should contact the following other sources for assistance:

16.1.1 Your supervisor and/or manager;

16.1.2 MPSC Human Resource Department;

16.1.3 CHAIRPERSON OF MPSC;

16.1.4 Other members of management

16.2 Reporting of ethics violations will be treated with the strictest confidence and can be communicated anonymously.

16.3 To assist the employee/learners to avoid breaching the code conduct guidelines have been prepared and are annexed hereto as “APPENDIX 1”.

1. Solving ethical problems step by step

1.1 Analyse and understand the situation

· What is the situation/problem and how did it arise?

· What must be decided?

· Why is it a problem?

· What ethical principle is being challenged?

1.2 Seek information and advice

· What source and instruction should be consulted before a decision is made (e.g. systems, policies, procedures, rules and guidelines)?

· Who can or should make the decision – you or someone else?

· Has a similar situation arisen in the past and if correctly, how was it dealt with?

· What is the advice of your supervisor and/or manager?

· Who else could you or should you consult with for input?

1.3 Consider the problem outcomes and effects on others

· What are the alternatives and the rationale for each?  If any of the alternatives requires that an ethical principle be compromised, evaluate the facts and assumptions very carefully.  This may be a sign that the choice is not the best one.

· What are the implications of each alternative?

· Which alternatives would be ethically permitted?

· Who could be adversely affected by the decision and to what extent?

· Who could be advantaged by the decision and to what extent?

· Are there other ways to solve the problem?

· Are there ways to address or reduce the adverse effects?

· Of the choices identified, which cause the least harm?

· Of the choices identified, which provide the most help?

· Which alternative would be the best from an ethical point of view?

· Of the choices identified, which are most aligned with the MPSCs values?

· Of the choices identified, which most strongly preserve the rights of MPSC and others?

1.4 Check your decision

· What are the implications of the decision?

· Would others agree with your ethical judgement?

· Would I be proud if my conduct in the situation were made public, including to my family and friends?

· If I were on the receiving end of the situation would I consider it fair?

· Would my conduct be viewed as proper by my peers?

· Will my decision still seem correct a year from now, five years from now or ten years from now?

· Does my decision involve contravening the law, a system, policy, procedure, rule or guideline?

· Are you comfortable with your decision and the reason for making it?

1.5 Learn from the experience

· What lessons can be learned from solving this problem?

· What could be done to ensure that a similar situation or problem cannot occur again?

· Are there improvements that perhaps should be made to MPSC’s systems, policies, procedures, rules or guidelines?

2. Frequently asked questions and answers

Q:
Is my conduct permissible as long as it is legal?

A:
No, not necessarily.  Legal conduct (conduct that is not illegal) is about 
meeting minimum requirements in terms of the law.  Ethical behaviour 
however, involves more than this.  As well as refraining from doing 
anything illegal, it involves complying with rules, norms, principles and 
standards of honest and morally acceptable behaviour.

Q:
May I go out for a business meal with a representative of a service provider or supplier?

A:
You should ask your manager whether or not it would be appropriate under MPSC’s system, policies, procedures, rules and guidelines.  In some circumstances modest and infrequent business meals may be accepted by MPSC employee/learners/learners.  On other occasions it may be more appropriate for MPSC to pay for the meal.  However, when a service provider or supplier will be paying for a meal, always consider the specific circumstances and whether impartiality could be affected.

Q:
I have been offered a full-time job by another company to sell that 
company’s products to MPSC.  Does MPSC policy allow former employee/learners to do this?

A:
There is no formal policy against this.  However, you should bear in mind 
the terms of your employment and specifically any confidentiality restrictions, which will still apply after you have resigned.  Legal action can be taken against former employee/learners/learners who inappropriately use or disclose confidential information obtained while in MPSC’s employment.

Q:
Am I accountable to MPSC for my behaviour outside of work/learning hours?

A:
An individual’s rights and respect for personal privacy normally precludes 
any concern about the employee/learner’s conduct outside of work/learning hours or when he or she is not on duty.  This holds unless such conduct adversely 
affects the employee/learner’s work/learning performance or the reputation or legitimate interests of MPSC
Q:
My neighbour works for a MPSC supplier.  Could our relationship create an 
ethics problem?

A:
Yes it could.  You need to be careful when liaising with this person on behalf of MPSC, whether directly or indirectly. You should also disclose in writing to MPSC full relevant particulars pertaining to the situation.

Q:
I have access to a MPSC vehicle, which I would like to use to move my furniture to a new house. I plan to pay in full for the petrol I use. Is this violation of MPSC policy?

A:
Yes.  The use of MPSC property for personal purposes is prohibited.

APPENDIX 2: EMPLOYEE/LEARNER REGISTER OF INTREST FORM

DECLARATION OF EMPLOYEE/LEARNERS’ PERSONAL, FINANCIAL, BUSINESS AND OTHER INTERESTS.

	This form is intended to assist you to register your interests in accordance with MPSC’s Code of Conduct. You should discuss any potential conflict of interest with your manager and complete this form for inclusion on your personal file.

	

	

	Staff who through the nature of their job have a direct influence on MPSC’s decisions should declare all direct or indirect interests (see note below) in accordance with this Code of conduct.  Staff who has access to sensitive information should also make a declaration.

	

	Name:

	

	

	1. Directorship of companies or organisations, whether remunerated directly or indirectly.  Please provide a brief description of the business activities of the company or organisation:

2. Any other remunerated employment or activity (i.e. other than your post at MPSC).  If you have other employment you MUST declare it.  Please provide the name of the organisation, trust or other bodies of which you are a paid employee/learner, partner or proprietor.  You should also include fees from freelance work/learning and appointments to a public body.

	3. Details of any appointment to an office, whether paid or not, and/or membership of any club or other organisation of which you are a member.

4. Details of each fixed interest shareholding with a nominal value greater than 1% of the share capital held in:


	The sole name of employee/learner
· Joint name, with spouse or close family members

· Sole name of spouse or partner

· A representative capacity, for example, as a trustee

	5. Any other business, financial or personal interest relevant to the activities of MPSC:




Signed:

Date:

APPENDIX 3:

EMPLOYEE/LEARNER GIFTS AND HOSPITALITY REGISTRATION FORM

	NAME:

	NAME OF ORGANISATION OR INDIVIDUAL PROVIDING GIFT OR HOSPITALITY:



	DETAILS, INCLUDING VALUE, OF GIFT OR HOSPITALITY:



	DATE RECEIVED:

	NOTE ON WHAT HAS BEEN DONE WITH GIFT (where appropriate):



	EMPLOYEE/LEARNER SIGNATURE:

	DATE FORM COMPLETED:

	DATE RECORDED IN REGISTER BY THE DESIGNATED OFFICIAL:




	SIGNATURES – 



	APPROVED AND RATIFIED BY:



	__________________________________                                                  _______________

MPSC Chairperson- Mr.Frank Fredericks                                                      Date:

On behalf of MPSC Board of Directors
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