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1. Introduction
1.1 Avon and Som erset Constabulary staff are expected to give the highest possible 

standard of service to the public, w here it is part of their duties, to provide 
appropriate advice to other agencies and colleagues with impartiality. M em bers of 
staff will be expected, through agreed procedures and without fear of 
recrimination, to bring to the attention of the appropriate level of m anagem ent any  
deficiency in the provision of service. The  Professional Standards Reporting  
policy explains the w ay in which individuals within Avon and Som erset 
Constabulary m ay report breaches in professional standards.

1.2 Avon and Som erset Constabulary staff includes police officers, police staff and  
m em bers of the Special Constabulary.

2. Disclosure of Information
2.1 Intelligence and information is the foundation of a  majority of police duties and  

must be protected at all tim es from  unauthorised disclosure, either wilfully or 
inadvertently. Concerns regarding staff disclosing information inappropriately or 
outside bodies seeking such information must be im m ediately reported directly to 
the force’s Professional S tandards Unit.

2 .2  W here  relevant, staff should be aw are of and im plem ent relevant statute and  
common law which provides for either confidentiality or rights of access to 
information for m em bers of the Police Authority, auditors, governm ent 
departm ents, service users and the public.

2 .3  Any express or implied responsibility to keep information confidential must be 
respected by staff and there should be aw areness that such a  responsibility might 
arise from the nature of the information itself -  for exam ple com mercial or 
operational sensitivity. Information that relates to the role perform ed and gained  
legitimately, but in confidence, will generally be appropriate to share with the line 
m anager. Only in specific and exceptional circum stances will this not be 
appropriate. Personal requests for confidentiality or confidentiality related to 
established police procedures remain confidential at all stages and should not be  
broken without the staff m em bers specific approval. How ever, there m ay be 
instances w here a  m em ber of staff receives information in his or her capacity as a  
representative of a  staff association w here the above m ay not apply.
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2 .4  Staff should not use any information obtained in the course of their em ploym ent 
for personal gain or benefit, nor should they pass it on to others who might use it 
in such a  way. Any particular information received by a  m em ber of staff or a  fellow  
m em ber of staff, which is personal to that person and does not belong to the  
constabulary, should not be divulged by the m em ber of staff without prior approval 
of that person.

3. The Local Community and Service Users
3.1 Staff should always rem em ber their responsibilities to the community they serve  

and ensure courteous, efficient and impartial service delivery to all groups and  
individuals within that community as defined by the policies of the constabulary.

4. Contractors
4.1 The  appropriate m anager should know all relationships of a  business or private 

nature with external contractors, potential contractors, businesses or consultants. 
Orders and contracts must be aw arded on merit, by fair competition against other 
tenders, and no special favour should be shown to businesses run by, for exam ple  
friends, partners or relatives in the tendering process. No part of the local 
community should be discrim inated against to the detrim ent of others w here this 
cannot be objectively justified.

4 .2  Staff are  to declare to the appropriate m anager any prior or current relationship 
with a  contractor or consultant w hether in a  business or private capacity. This will 
not normally preclude the constabulary trading with the com pany concerned. Staff 
who are  in this situation will be excluded directly from any negotiation that 
determ ines the use and cost of the service provided.

4 .3  Som etim es, form er em ployees m ay be potential suppliers -  indeed their 
knowledge of our operations m ay m ake them  particularly suitable. It is important 
that they do not receive or expect to receive special consideration. If their 'inside 
knowledge', for instance of our cost structures, appears to give them  an unfair 
competitive advantage, steps should be taken to ensure fair competition among all 
suppliers.

4 .4  Em ployees should avoid as far as possible dealing with our suppliers in their 
private affairs, particularly if this is likely to put them  under som e obligation to the 
supplier. W hen such arrangem ents are unavoidable, it is essential that they  
ensure that they are not offered any sort of deal which is not commonly available, 
and which could be construed as a  reward for actions taken in the course of their 
em ploym ent if challenged at a  later date.

4 .5  Further details can be found in the constabulary's 'Code of Conduct for 
Purchasing'.
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5 .

5.1

Politically Restricted Posts

5 .2

6.

6.1

6.2

7 .

7.1

7 .2

7.3

Certain support staff posts are  designed as 'politically restricted' and staff holding 
such posts are therefore restricted from a  range of activities, briefly:

•  Candidature for public elected office (other than to a  parish or community 
council)

•  Holding office in a  political party
• Canvassing at elections
• Speaking or writing publicly (other than in an official capacity) on matters of 

political controversy.

Further information regarding political restriction can be obtained from the 
Personnel Unit. Political restriction will be included in both the job description and  
the contract of em ploym ent for those posts affected.

Appointment and other Employment Matters
Staff involved in the recruitm ent and selection of staff should ensure that 
appointm ents are  m ade on the basis of merit in accordance with the  
constabulary's Equal Opportunities and Recruitm ent and Selection Policies and  
the law. Appointm ents should accordingly be based on solely the ability of the  
candidate to undertake the duties of the post. In order to avoid any possible bias, 
staff should not be involved in an appointm ent w here they are  related to, or have a  
personal relationship outside work with an applicant.

Similarly, staff should not be involved in decisions relating to discipline, promotion 
or pay adjustments for any other em ployee with whom  the m em ber of staff has a  
relationship, such as a  partner, relative or friend.

Outside Commitments
Staff must not take outside em ploym ent which conflicts with the constabulary's 
interests or in any w ay w eaken public confidence in the conduct of the 
constabulary's business or of its staff.

Police staff who have the opportunity of outside em ploym ent should seek advice  
from the Personnel Unit regarding any potential conflict and the organisation will 
strive to ensure consistency in the application of such advice.

Police Regulations 2003  are specific regarding restrictions on the private lives and  
business interests of police officers. Further information can be found in 
Regulations 6 ,7 ,8  and 9 and the Business Interests policy.
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8.

8.1

9 .

9.1

9 .2

10.

10.1

10.2

10.3

10.4

Personal Interest

10.5

11.

11.1

Staff must declare to an appropriate manager any financial and/or non-financial 
interests that they consider could conflict with the constabulary's interests. The 
constabulary will record in writing its decision on each declaration and place it on 
the member of staff's personal file.

Equality Issues
All staff should ensure that the constabulary's Fairness at W ork policy is com plied  
with in addition to the requirem ent of the law. All m em bers of the local community, 
custom ers and other staff have a  right to be treated with fairness, equality and  
respect.

To  treat everyone the sam e, can in itself, create inequality. Staff should recognise  
and respect the differences that exist betw een people and particular groups of 
people. Particular consideration and respect should be given to the issues of 
race, gender, sexual orientation, disability and religion. (Full details can be found 
in paragraph 2 of the Equal Opportunities Policy S tatem ent).

Separation of roles during tendering
Staff involved in purchasing goods and services must exercise openness, fairness 
and impartiality when dealing with all customers, suppliers, other contractors and 
sub-contractors.

Staff who are privy to confidential information on tenders or costs for either internal 
or external contractors should not disclose that information to any unauthorised 
party or organisation.

Staff should ensure that no special favour is shown to current or form er staff or 
their partners, close relatives or associates in awarding contracts to businesses  
run by them , or employing them  in a  senior or relevant m anagerial capacity. 
Neither should they be em ployed except by the proper application of the forces' 
approved policy and procedures.

Staff involved in the tendering process and dealing with contractors should be 
clear on the separation of client and contractor roles within the constabulary. 
Senior members of staff who have both a client and contractor responsibility must 
be aware of the need for accountability and openness.

Further details can be found in the Constabulary's 'Code of Conduct for 
Purchasing'.

Corruption
It is a  serious criminal offence for staff corruptly to receive or give any gift, loan, 
fee, reward or advantage for doing, anything or showing favour, or disfavour, to 
any person in their official capacity.
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12. Use of Financial Resources
12.1 Staff must ensure that they use public funds entrusted to them  in a  responsible  

and lawful m anner. They should strive to ensure best value for the local 
community, avoid legal challenge to the constabulary and be able to account 
properly for monies spent.

13. Hospitality
13.1 On occasions, it is necessary both to give and receive hospitality. H ow ever any  

hospitality offered or accepted must be m odest and proportional to the occasion.

13.2  Em ployees should exercise their own good judgem ent when considering the  
acceptance of hospitality taking into account the role and nature of the hospitality 
offered and the timing of the event. In doing so they must bear in mind the policy 
guidelines and the spirit of them  and the need in case of scrutiny or challenge to 
be able to dem onstrate that their actions have been above and beyond reproach. 
For exam ple m odest refreshm ents appropriate to the nature of a  m eeting will be 
acceptable w here an expensive restaurant m eal could be interpreted as  
attempting to influence a  purchasing decision will not.

13.3 O ffers of free  accom m odation, holidays, w eekend breaks, free  invitations to major 
sporting occasions and civic entertainm ent etc will not normally be approved. It is 
not acceptable for m em bers of staff to receive ‘perks’.

13 .4  It is often advisable when being offered hospitality to ask the questions:

Is it an integral and logical part of the business relationship or process?
W h at inference could an outside observer draw from the activity?
W hy is hospitality being offered -  is it for unfair gain?
W hat does the donor expect in return?
Can its acceptance be justified to the public?

13.5 T h e  practice of accepting ‘perks’ on or off duty such as free or heavily discounted  
take-aw ay food or free entry into night clubs will not be permitted.

13.6 Staff can only accept offers of hospitality if there is a  genuine need to im part 
information or represent the Constabulary in the community. Offers to attend  
purely social or sporting functions m ay only be accepted when these are  part of 
the life of the community or w here  the Constabulary recognises that it should be 
represented. They should be properly authorised and recorded by an appropriate  
m anager.

13.7  Invitations extended to a  spouse or other guest will be declined except in 
exceptional circumstances which should be approved by the line m anager. 
Invitations to formal civic occasions w here the spouse or other guest is included 
m ay be accepted w here it form s an integral part of the role being carried out.
C are  will need to be taken w here  invitations form part of the dem ocratic process to 
ensure that no party political bias is displayed or inferred.
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13.8  W hen hospitality is declined, those m aking the offer should be courteously but 
firmly informed of the procedures and standards operating within the  
Constabulary.

13.9  W h en  receiving hospitality staff should be particularly sensitive as to its tim ing in 
relation to decisions which the constabulary may be taking affecting those  
providing the hospitality.

13 .10  A cceptance by staff of hospitality through attendance at relevant conferences and 
courses is acceptable w here it is clear the  hospitality is corporate rather than  
personal, w here the Constabulary gives consent in advance and w here the  
Constabulary is satisfied that any purchasing decisions are  not com prom ised. 
W h ere  visits to inspect equipm ent, etc are  required, staff should ensure that 
Constabulary m eets the costs of such visits to avoid jeopardising the integrity of 
subsequent purchasing decisions.

14. Gifts
14.1 Staff should not accept personal gifts from contractors and outside suppliers, 

although insignificant items of token value such as pens, diaries, etc m arked with 
the donor’s nam e may be accepted. Gifts of worth in excess of the items of token  
value offered as exam ples above should be reported and returned to the supplier 
with a  courteous and firm explanation of the procedures and standards operating  
within the Constabulary. Suppliers who persist in making such offers should be 
m ade aw are that the Constabulary will cease to deal with them .

14.2 In the event of a  m em ber of staff receiving a  gift without warning, the  
circum stances should be reported to the head of departm ent or district 
com m ander who will be responsible for deciding whether the gift should be 
returned or forwarded to som e charitable cause.

15. Register of Gifts/Hospitality
15.1 Each departm ent will keep and m aintain a  register of gifts and hospitality, both 

refused and received.

15.2 M anagers will review the record regularly (at least annually) to ensure the system  
works and to ensure the integrity of the  process. The  register will be available for 
inspection by a  m em ber of the C hief Officers Group (C O G ) at all times. The  
register for C O G  will be inspected by the Chief Constable, and the register for the 
C hief Constable will be inspected by the Police Authority.

16. Organised Discounts
16.1 All group discounts m ade available to m em bers of the Constabulary will be

properly negotiated through a  recognised body (such as the Police Federation or 
any Trade  Unions). Discounts must be offered to a  wide range of other 
organisations and not just to police officers. W here  discounts are locally 
negotiated by recognised bodies, proposals will be submitted to the Deputy Chief 
Constable for approval.
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16.2  Following approval by the D eputy C hief Constable, all such group discounts must 
be recorded in an auditable central register ensuring there is no confusion as to 
why the arrangem ents are acceptab le  and how they w ere negotiated.

17. Sponsorship - Giving and Receiving
17.1 W h ere  an outside organisation w ishes to sponsor or is seeking to sponsor a  

Constabulary activity, w hether by invitation, tender, negotiation or voluntarily, the  
basis conventions concerning acceptance of gifts or hospitality apply. Particular 
care must be taken when dealing with contractors or potential contractors.

17.2  W h ere  the constabulary w ishes to sponsor an event or service neither an 
em ployee nor any partner, spouse or relative must benefit from such sponsorship. 
In the event the relative is distant the circumstances should be reported to the 
H ead of Departm ent or District C om m ander who will decide w hether the  
sponsorship is appropriate.

17.3 For further information see 'Sponsorship', Financial Services Leaflet Num ber 04- 
10c.

18. Breach of 'Promoting Integrity'
18.1 W h ere  there is an allegation of breach of 'Promoting Integrity', the m atter will be 

investigated in accordance with the disciplinary procedures for Police and Support 
Staff. Confirmed breaches of this code will be regarded very seriously.

19. Action in Support of this policy and procedural guidance
19.1 All staff to be advised of the policy, procedural guidance and its contents.

19.2  Training and induction courses for new  recruits/support staff to highlight the policy, 
procedural guidance and its expected standards.

19.3  Periodic reminders to the Force at large of the policy, procedural guidance and its 
requirements.

19.4 Report on allegations received and outcomes, with appropriate regard to 
anonymity, on an annual basis.

19.5 M anagers with departm ents to ensure that the policy and procedural guidance is 
understood by all staff.

20. How to Complain
20.1 Com plaints regarding this policy can be m ade via:-

• Direction and Control complaints
• Fairness at Work procedure
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21 . Tactics

21.1 There  are no tactical issues relating to this procedural guidance docum ent.

Procedural Guidance Inform ation
Procedural Guidance Owner: Professional Standards Departm ent
Reviewed for Human Rights Compliance: Okechukwu Adieze on 17-05-01
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