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LINCOLNSHIRE POLICE AUTHORITY

EMPLOYEE CODE OF CONDUCT
1.  Introduction
The purpose of this Code is to make you aware of the standards of behaviour expected and the types of conduct considered acceptable by the LPA. The Code draws on new and existing policies and requirements, and aims to help you perform your duties to the best of your ability.

It is important that you familiarise yourself with the contents of this Code, to ensure that you fully understand the Authority’s standards in relation to conduct.  Failure to comply with these standards can lead to disciplinary action.

The public is entitled to demand that a police authority employee conducts himself/ herself to the highest standards. Public confidence would be damaged if appropriate standards are not maintained.

The following sections provide details and some examples of the type of conduct expected.  If you require further guidance on any issue relating to conduct, please consult your line manager.

This code is not exhaustive.

2.  Role as Public Servants
The LPA provides public services and you should recognise that the public pay for services provided; they are our main customers. It is an employee’s role to serve the public in the best way possible.

3.
  Values and Principles of Conduct
The following principles of conduct set out how the Authority expects employees to behave when carrying out their duties.  Some of these principles are expanded in later sections.

(a) Leadership and example
You should promote and support these principles by leadership and example, always acting in such a way to retain confidence in the Authority.

(b) Duty to uphold the law
You have a responsibility to uphold the law, and to act on all occasions in accordance with the trust placed in you.

(c) Constituency
You have a responsibility to assist the Authority to act as far as possible in the interests of the whole community that it serves.

(d) Selflessness
You should never use your position to make improper gains for yourself, your family, your friends or others. This includes financial benefits, preferential treatment or any other advantage.

(e) Honesty, integrity and propriety
You should not put yourself in a position where your integrity is called into question by any financial or other obligation. As well as avoiding actual impropriety, you should also avoid appearance of it. In carrying out your duties and responsibilities your honesty and integrity should be beyond question.

(f) Gjfts and hospitality
You should record gifts and hospitality received, if acceptance is appropriate. You should not accept gifts and hospitality that might reasonably be thought to influence, or be intended to influence, your judgement.  Articles of low intrinsic value, such as diaries and calendars may be accepted if used at work.  The Authority’s Register of Gifts and Hospitality is located in the Secretariat Office.

(g) Objectivity in decision making
In carrying out your duties, including making appointments, awarding contracts or recommending individuals for rewards or benefits, you should make decisions on merit.

(h) Accountability
As an employee you are accountable for your actions and your part in reaching decisions, and you must submit yourself for whatever scrutiny is appropriate to your post.

(i) Openness
You should be as open as possible about your actions and your part in reaching decisions.

(j) Confidentiality
You should ensure that confidential material, including material about individuals, is handled in accordance with the law and is not used for private purposes.

(k) Stewardship

You have a responsibility to play your part in ensuring that the Authority uses its resources prudently and in accordance with the law.

(l) Declarations

You have a duty to declare any private interests relating to your employment and to take steps to resolve any conflicts that arise.

(m) Relations with colleagues and members
You should respect Authority members, the police officers and staff of Lincolnshire Police Force and other Authority staff and treat them in a way that engenders mutual respect at all times.

4.  Customer Care and Courtesy
As a public servant, you are expected to be approachable, helpful, informative, polite and courteous to the public, as well as to other internal and external contacts.

You should be presentable and suitably dressed for your duties and responsibilities. 

5.  Equality and Diversity
The UK and other states of the European Union (EU) have established a common framework to tackle unfair discrimination on six grounds: sex, race, disability religion or belief, sexual orientation and age.

The Authority is committed to providing equality and fairness for all in our employment.  Discrimination on the grounds of gender, marital status, race, ethnic origin, colour, nationality, national origin, disability, sexual orientation, religion or age will not be tolerated.

6.  Conduct towards colleagues and the public
You should always act in a polite and helpful manner to colleagues and the general public.  You should ensure that your conduct does not cause offence.  You should treat all people with dignity and respect.

As an employee you have a responsibility to:

· Not to discriminate unlawfully, for example in decisions you make.

· Not to put pressure on others to discriminate unlawfully

· Challenge attitudes that demean or denigrate other people (individuals or groups) and develop self-awareness of the impact of your own behaviour.
7.  Time-keeping and Attendance at Work
You are expected, within reason, and at agreed times, to be ready and able to carry out your duties.

Where members of staff have particular cultural/religious/medical/other needs, which may conflict with existing work requirements, these requirements will be varied or adapted where this is reasonably practicable.

8.  Compliance with written guidelines, laws and regulations
You should ensure that you are aware of, and comply with, laws and regulations which are relevant to your job.

You should also be conversant with the conditions of service under which you are employed.

In addition, you should ensure that you are complying with other specific guidelines issued by the Authority and other corporate requirements, including contract standing orders and financial regulations.

All employees have a responsibility to contribute to the development of procedures and to respect them when they are in place.

If you are a member of a professional institute or association you are also obliged to comply with any professional code and / or standards of practice relating to that organisation.

9.  Misconduct and Gross Misconduct
Misconduct refers to behaviour which is considered to be unreasonable and unacceptable.  It can be divided into two categories – minor or ordinary misconduct and gross misconduct.  

The following are examples of what may be regarded as ordinary or minor misconduct.  This is not an exhaustive list, nor does the presence of anything on this list mean that it could not also be considered as gross misconduct:

i) Poor time keeping, late attendance for duty or return to duty, taking excessive refreshment breaks or going off duty early without permission;

ii) Unjustifiable absence from work or leaving the place of work without permission;

iii) Insubordination;

iv) Unacceptable personal hygiene at work;

v) Unauthorized secondary employment or additional unapproved employment;

vi) Willful negligence or failure in performance of duties;

vii) Failure to comply with the Authority’s no smoking policy;

viii) A breach of the Authority’s policies, procedures or instructions;

ix) Misuse of the Authority’s premises/equipment/facilities;

x) Public criticism of the Authority through the media where this affects the reputation or rights of an individual or the Authority;

xi) Deliberate unacceptable work performance;

xii) Discrimination/bullying/harassment;

xiii) Dangerous or unsafe working practices

xiv) Failure to maintain satisfactory working relationships;

xv) Prolonged social conversation;

xvi) Repetition of previous offences.

Gross misconduct is regarded as misconduct of such a nature that it fundamentally breaches the contractual relationship between the employee and employer.  Gross misconduct is sufficiently serious that just one offence could result in dismissal.  Examples of matters that will normally be found to amount to gross misconduct are:

i) Theft, fraud, deliberate falsification of records;

ii) Dishonesty, lack of integrity or loss of trust in an employee;

iii) Negligence leading to serious loss, damage or injury;

iv) Fighting or assault on another person;

v) Deliberate damage to Police Authority property or that of other employees;

vi) Incapacity through alcohol or being under the influence of illegal drugs;

vii) Use of confidential information for personal gain;

viii) Serious sexual, racial or other forms of harassment or unlawful discrimination;

ix) Bringing the Authority into disrepute by committing an act outside working hours which is incompatible with the employee’s duties;

x) Improperly using or attempting to use official position for own private advantage;

xi) Misuse of computer systems e.g. internet/e-mail.

This is not an exhaustive list and other acts of misconduct may be found to amount to gross misconduct.  Additionally, some of the offences above may be criminal offences and may also be referred for criminal investigation.

Gross misconduct will normally result in summary dismissal without notice.

10.  Conduct away from work
Your life away from work is your own personal concern.

However, you should not conduct yourself in a manner which, because of the nature of your employment, would undermine the Authority’s confidence or trust in you.

In particular, you should not conduct yourself in a manner which could result in criminal charges being brought against you.  The Authority takes the view that, because of its responsibilities in relation to policing, there is an even greater onus on its employees not to commit offences than might apply in other forms of employment.

The Authority therefore requires you to notify the Chief Executive without delay of any charges which have been or may be brought against you whether or not they are directly relevant to your employment.

These rules apply in relation to conduct either on or off duty.

11.  Additional employment
The Authority will not attempt to prevent you from undertaking additional employment or voluntary work as long as it does not conflict with the interests of, or in any way weaken public confidence in the Authority, and does not in any way affect performance of your duties and responsibilities.

Employees must inform and obtain the permission of the Chief Executive before accepting additional employment.  A record of approval will be maintained. This relates to any employment or voluntary work.

Where payment is received by employees for work which arises principally as a result of work-related skills, the employee must ensure that assets or information belonging to the Authority are not used when undertaking such work, unless prior permission has been sought and granted by the Chief Executive.  The employee must also ensure that any persons they deal with understand that they are acting in a private capacity, and not on behalf of the Authority.

Employees undertaking secondary employment must ensure that any income received is properly declared to the relevant authorities.

12.  Declaration of Interests (including financial or other interests in contracts)
These provisions apply where the interests of the employee or those of any member of his or her family or other person with whom the employee has a close personal association, conflict or potential conflict with the interests of the Authority. If a conflict of interest arises during the course of business, employees should declare the interest immediately. The Chief Executive will then need to consider whether it is appropriate for the individual to take any further part in the matter.

Employees having any concerns about actual or potential conflicts of interest should discuss them with their Chief Executive in the first instance.

The responsibility to declare an interest lies with the employee.  Failure to disclose an interest could result in disciplinary action.

The employee should consider whether others would consider if an interest exists.

Interests must be recorded in the register of officer’s interests maintained by the Authority.

13.  Political restrictions
Certain officers are precluded from standing for any political post or engaging in certain political activity such as canvassing or speaking publicly.  These include:

·   All officers whose salaries are equal to or exceed spinal column point 44 of the National Joint Council for Local Authority’s Administrative, Technical and Clerical Services; 

·   Staff paid less than the equivalent of SCP 44, but whose posts are determined by the Authority to be “politically sensitive”.  

The following posts within the Authority’s Secretariat are deemed to be politically restricted:

· Chief Executive

· Treasurer

· Committee and Administration Officer

· Communication and Consultation Officer

· Research and Performance Officer

Other employees are not eligible to stand for office as a Member of Parliament or of the Police Authority, but may participate in County, Borough or Parish Council activities, provided any resultant conflict of interest is declared.

As an employee of the Authority you are required to serve the Authority as a whole and you cannot, therefore, be accountable to any individual member or group of members.  You should not be involved in advertising any political group.  

14.
Confidentiality/Use of information
During the course of your employment you will come across confidential information. The privacy and confidentiality of such information must be maintained at all times unless you are expressly authorised to divulge it, or are required to do so by law.

Information concerning an employee’s private affairs must not be supplied to any person not employed by the Authority without the consent of the employee, nor to anyone within the Authority unless that person has authority or responsibility for such information.

Authority contracts or purchasing arrangements must not be used for personal benefit or to benefit any person or organisation other than the Authority unless approval is obtained.

Business information should not be divulged to any third party or used other than for the purpose of discharging the functions of the Authority.

Employees should not disclose the proceedings of any committee meeting from which the press and public have been excluded unless they are required to do so by law, or have been authorised to do so. Care should be taken to ensure that any information that is disclosed is accurate.

If you have any reservations about any request to supply information, you should immediately refer the matter to the Chief Executive.

15.  Care/Use of Authority resources
Authority resources, whether tangible assets such as materials, equipment and cash, or business information such as trade secrets, may not be used other than for the proper advancement of the business of the Authority.

All equipment belonging to the Authority should be treated with due care and respect. Any individual wishing to use an item of equipment, or make equipment available to a third party, for non-Authority business, must gain permission from the Chief Executive in advance.

16.    Computer security and data protection
The information stored and processed on the Authority’s information technology systems is of paramount important to its day to day activities. It is therefore essential that the data and systems are adequately secured against risks such as operator errors, theft of equipment, unauthorised access to or copying of programmes, use of unauthorised software on Authority machines (which increase the risk of importing computer viruses) and natural hazards such as fire, flood and power failures.

The Data Protection Act 1998 (which requires all users of personal data to be registered with the Information Commission and to comply with the eight Data Protection Principles), and the computer Misuse Act 1990 (which seeks to secure computer material against access or modification), must be complied with.

You must ensure that no unauthorised person gains access to equipment or data that you are responsible for.

User passwords must not be disclosed to anyone, and passwords must be changed regularly.

17.  Copyright
All records, documents and other papers relating to the finance and administration of the Authority and which are compiled or acquired by you in the course of your employment are and will remain the property of the Authority, and the copyright in all such cases belongs exclusively to the Authority.

In the case of scholarly work, such as projects undertaken as part of a course to further your professional career, and including books, contributions to books, articles and conference papers the copyright will belong to you, the employee.

18.  Alcohol/drugs
Unsatisfactory performance, attendance or behaviour caused by excess alcohol consumption or by drugs may be dealt with under the Authority’s disciplinary procedures, depending on circumstances.

19.  Whistleblowing/reporting of criminal offences and poor conduct
Employees are expected to report any suspected cases of fraud, irregularity or conduct issues to the Chief Executive.  A separate Whistle blowing policy has been developed.

20.  Dealing with the media
Employees should only talk to the media if they are authorised to do so.

There are specially appointed employees to deal with media enquiries as well as preparing and issuing public statements / press releases.

Employees should ensure that where comments are required, they are well considered, sensible, well informed, in good faith, in the public interest and without malice and that they enhance the reputation and status of the Authority.

Approved:
Police Authority

Date:

25th July 2008
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