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1. Introduction

1.1 A von an d  S o m e rs e t C o n stab u la ry  s ta ff a re  exp ec ted  to g ive th e  h ighest possib le  
standard  of serv ice  to th e  public, w h e re  it is part of the ir du ties , to provide  
app ro p ria te  adv ice  to o ther a g e n c ie s  and  co lleag u es  with im partiality. M e m b e rs  of 
staff will be exp ected , through a g re e d  p rocedures and  w ithout fe a r  of 
recrim ination , to bring to th e  a tten tion  of the  ap p ro p ria te  level of m a n a g e m e n t any  
d efic iency in th e  provision of serv ice . T h e  P ro fessional S tan d ard s  R eporting  
policy exp la ins  th e  w a y  in w hich individuals w ithin A von an d  S o m erse t 
C o n stab u la ry  m ay  report b re a c h e s  in professional s tandards .

1 .2  Avon an d  S o m e rs e t C o n s tab u la ry  staff includes police officers, police staff and  
m em b ers  of th e  S p ec ia l C onstab u la ry .

2. Disclosure of Information

2.1 In te lligence and  inform ation is th e  foundation  of a  m ajority  of police du ties  and  
m ust b e  protected  a t all tim es  fro m  unauthorised  d isc losure , e ither w ilfully or 
inadverten tly . C o n cern s  regard ing  staff disclosing in form ation  inappropria te ly  or 
outside bodies seek in g  such in form ation m ust be im m ed ia te ly  reported d irectly  to 
the  fo rce ’s P rofessional S tan d ard s  Unit.

2 .2  W h e re  re levant, s taff should b e  a w a re  of and  im p lem en t re levan t statu te  and  
com m on law  w hich provides fo r e ither confidentia lity  or rights of access  to 
in form ation fo r m em b ers  of th e  P o lice Authority, aud itors, g o vern m en t 
dep artm en ts , serv ice  users an d  the  public.

2 .3  A ny express  or im plied  responsibility to keep  in form ation confidentia l m ust be  
respected  by staff and  th ere  should  be a w a re n e s s  th a t such a  responsibility m ight 
arise from  th e  n atu re  of the  in form ation  itself -  fo r e x a m p le  com m ercia l or 
operational sensitivity. In form ation th a t re la tes  to th e  role perfo rm ed  and  g a in ed  
leg itim ately, but in con fidence, will g en era lly  b e  ap p ro p ria te  to sh are  with th e  line 
m an ag er. O nly  in specific  and  exceptional c ircu m stan ces  will this not be  
appropria te . P ersonal requests  fo r confidentia lity  or confidentia lity  re la ted  to 
estab lished  police p rocedures rem ain  confidentia l a t all s tag es  and  should not be  
broken w ithout th e  staff m em b ers  specific  approval. H o w ever, th e re  m ay  be  
instances w h e re  a  m e m b e r of staff rece ives  inform ation in his or her cap ac ity  as  a  
represen ta tive  of a  staff association  w h e re  the  a b o v e  m ay  not apply.
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2 .4  S ta ff should not use an y  in form ation  ob ta ined  in th e  co u rse  of the ir em p lo ym en t 
fo r personal gain or benefit, nor should  th e y  pass it on to o thers w ho  m ight use it 
in such a  w ay . A n y  particu lar in form ation received  by a  m e m b e r of staff or a  fe llow  
m e m b e r of staff, w hich is personal to that person and  d o es  not belong to the  
constabu lary , should not be d ivu lged  by th e  m e m b e r of staff w ithout prior approval 
of that person.

3. The Local Community and Service Users

3.1 S ta ff should a lw ays  re m e m b e r the ir responsib ilities to the  com m unity  th ey  serve  
and  en su re  courteous, effic ient and  im partia l serv ice  de livery  to all g roups and  
individuals w ithin th a t com m unity  as  d efined  by th e  polic ies of the  constabulary.

4. Contractors

4.1 T h e  app ro p ria te  m a n a g e r should  know  all re lationships of a  business or private  
nature  with extern a l contractors, potentia l contractors, bus inesses  or consultants. 
O rd ers  and contracts  m ust b e  a w a rd e d  on m erit, by fa ir  com petition  ag a in st other 
ten d ers , and  no special favo u r should be shown to b u s in esses  run by, fo r e xam p le  
friends, partners or re latives in th e  tendering  process. No part of th e  local 
com m unity  should  be d iscrim inated  ag a in s t to the  de trim en t of o thers w h e re  this  
cannot be ob jectively  justified.

4 .2  S ta ff a re  to d e c la re  to the  app ro p ria te  m a n a g e r a n y  prior or curren t relationship  
with a  contractor or consultant w h e th e r in a  business or p rivate  capacity . T h is  will 
not norm ally  p rec lude th e  constabu lary  trading with th e  co m p an y  co n cern ed . S ta ff 
w ho a re  in this situation will b e  excluded  directly from  an y  negotiation  that 
d e te rm in es  th e  use  and  cost of th e  serv ice  provided.

4 .3  S o m etim es , fo rm er em p lo yees  m ay  be potentia l suppliers  -  indeed  their 
know ledge of our operations m ay  m ake  them  particu larly  su itab le . It is im portant 
that th ey  do not rece ive  or exp ec t to rece ive  specia l consideration . If their 'inside  
know ledge ', fo r instance of our cost structures, a p p e a rs  to g ive th em  an unfair 
com petitive ad v a n ta g e , steps should  be taken  to en su re  fa ir  com petition am ong all 
suppliers.

4 .4  E m p lo yees  should  avoid as  fa r as  possib le dealing  w ith our suppliers  in their 
private affairs, particularly if th is is likely to put th em  under so m e  obligation to the  
supplier. W h e n  such a rra n g e m e n ts  a re  unavo idab le , it is essentia l that th ey  
en su re  that th ey  a re  not o ffered  a n y  sort of d ea l w hich is not com m only  ava ilab le , 
and  w hich could be construed as  a  rew ard  for actions taken  in the  course of their 
em p lo ym en t if cha llen g ed  at a  la ter d ate .

4 .5  Further deta ils  can  be found in the  constabulary 's  'C o d e  of C onduct 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

C erta in  support staff posts a re  d es ig n ed  as  'politically restricted' and  staff holding  
such posts a re  th ere fo re  restricted from  a  range of activ ities, briefly:

•  C a n d id a tu re  fo r public e lec ted  office (o ther than  to a  parish or com m unity  
council)

•  H o ld ing office in a  political party
•  C an vass in g  a t e lections
•  S p eak in g  or writing publicly (o ther than  in an  official capacity ) on m atters  of 

political controversy.

Further inform ation regarding political restriction can be o b ta in ed  from  the  
P erso n n e l Unit. Political restriction will b e  included in both th e  job  description and  
th e  contract of em p lo ym en t fo r those  posts a ffec ted .

Appointment and other Employment Matters

S taff involved in the  recru itm ent and  selection  of staff should en su re  that 
ap p o in tm en ts  a re  m a d e  on th e  basis of m erit in a cco rd an ce  with the  
constabu lary 's  Equal O pportun ities  and  R ecru itm en t and  S election  Polic ies and  
th e  law . A ppo in tm ents  should accord ing ly  be based  on so le ly  th e  ability of the  
can d id a te  to u n d ertake  the  duties of the  post. In o rder to avo id  an y  possib le bias, 
staff should not be involved in an  ap p o in tm en t w h e re  th ey  a re  re la ted  to, or h ave  a  
personal relationship  outside w ork  with an  applicant.

S im ilarly , staff should not be involved in decis ions relating to d iscipline, prom otion  
or p ay  ad justm ents  for an y  o th er e m p lo yee  with w hom  th e  m e m b e r of staff has  a  
relationship , such as  a  partner, re lative or friend .

Outside Commitments

S ta ff m ust not ta k e  outside em p lo ym en t w hich conflicts with th e  constabulary 's  
in terests or in an y  w a y  w e a k e n  public co n fid en ce  in th e  conduct of the  
constabu lary 's  business or of its staff.

Po lice staff w ho  h ave  th e  opportunity of outside em p lo ym en t should s e e k  ad v ice  
from  the  P ersonnel Unit regard ing  an y  potentia l conflict and  th e  organisation  will 
strive to  en su re  consistency in th e  application  of such advice.

Po lice R egu lations 2 0 0 3  a re  specific  regard ing  restrictions on th e  private lives and  
business in terests of police officers. Further inform ation can  b e  found in 
R egulations 6 ,7 ,8  and  9 and  th e  B usiness In terests  policy.
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8 .

8.1

9.

9.1

9 .2

1 0 .

10.1

1 0 .2

10 .3

10 .4

Personal Interest

10 .5

11.

11.1

S ta ff m ust d ec la re  to an ap p ro p ria te  m a n a g e r any financia l a n d /o r non-financia l 
in terests  th a t th ey  consider could conflict with the constabu lary 's  in terests . T h e  
constabu lary  will record in writing its decis ion  on e ach  declara tion  and p lace  it on 
the  m e m b e r of staff's personal file.

Equality Issues

All staff should en su re  th a t th e  constabu lary 's  F a irn ess  at W o rk  policy is com plied  
with in addition to th e  req u irem en t of the  law . All m em b ers  of th e  local com m unity , 
custom ers  and o ther staff h ave  a  right to be trea ted  with fa irn ess , equality  and  
respect.

T o  tre a t everyo n e  the s a m e , can  in itself, c re a te  inequality . S ta ff should  recogn ise  
and  resp ect the d iffe rences  th a t exist b e tw een  peop le  and  particu lar g roups of 
peo p le . P articu lar consideration  and  respect should b e  g iven to th e  issues of 
race, g en d er, sexua l orientation , d isability and  religion. (Full deta ils  can  be found  
in parag rap h  2 of the Equal O pportun ities  Policy S ta te m e n t).

Separation of roles during tendering

S taff involved in purchasing goods and  serv ices  m ust exerc ise  o p en n ess , fa irn ess  
and  im partia lity  w h en  dealing  w ith all custom ers , suppliers , o ther contractors  and  
sub-contractors.

S ta ff w ho  a re  privy to confidentia l inform ation on ten d ers  or costs for e ith er in ternal 
or externa l contractors should  not d isclose that inform ation to a n y  unauthorised  
party or organisation.

S taff should ensure  that no spec ia l fa v o u r is show n to current or fo rm er staff or 
the ir partners, c lose re latives or asso c ia te s  in aw ard ing  contracts  to b u s in esses  
run by th em , or em ploying  th em  in a  sen ior or re levan t m an ag eria l capacity . 
N e ith e r should th e y  be em p lo yed  excep t by th e  proper app lication  of th e  forces' 
ap p ro ved  policy and  p rocedures.

S ta ff involved in th e  tendering  process and  dealing  with contractors should  be  
c lear on th e  separation  of c lient and  contractor roles w ithin the  constabu lary . 
S en io r m em b ers  of staff w ho  h ave  both a  client and contractor responsibility m ust 
be a w a re  of the  need  fo r accountab ility  and  openness.

Further deta ils  can  be found in the  C onstabu lary 's  'C o d e  of C onduct for 
P urchasing '.

Corruption

It is a  serious crim inal o ffence  fo r staff corruptly to rece ive  or g ive an y  gift, loan, 
fe e , rew ard  or ad v a n ta g e  for doing, anyth ing  or show ing favour, or d isfavour, to 
an y  person in the ir 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 manner. 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. However any 
hospitality offered or accepted must be modest and proportional to the occasion.

13.2 Employees should exercise their own good judgement 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 demonstrate that their actions have been above and beyond reproach. 
For example modest refreshments appropriate to the nature of a meeting will be 
acceptable where an expensive restaurant meal could be interpreted as 
attempting to influence a purchasing decision will not.

13.3 Offers of free accommodation, holidays, weekend breaks, free invitations to major 
sporting occasions and civic entertainment etc will not normally be approved. It is 
not acceptable for members 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?
What inference could an outside observer draw from the activity?
Why is hospitality being offered -  is it for unfair gain?
What does the donor expect in return?
Can its acceptance be justified to the public?

13.5 The practice of accepting ‘perks’ on or off duty such as free or heavily discounted 
take-away 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 impart 
information or represent the Constabulary in the community. Offers to attend 
purely social or sporting functions may only be accepted when these are part of 
the life of the community or where the Constabulary recognises that it should be 
represented. They should be properly authorised and recorded by an appropriate 
manager.

13.7 Invitations extended to a spouse or other guest will be declined except in 
exceptional circumstances which should be approved by the line manager. 
Invitations to formal civic occasions where the spouse or other guest is included 
may be accepted where it forms an integral part of the role being carried out.
Care will need to be taken where invitations form part of the democratic process to 
ensure that no party political bias is displayed or inferred.
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13.8 When hospitality is declined, those making the offer should be courteously but 
firmly informed of the procedures and standards operating within the 
Constabulary.

13.9 When receiving hospitality staff should be particularly sensitive as to its timing in 
relation to decisions which the constabulary may be taking affecting those 
providing the hospitality.

13.10 Acceptance by staff of hospitality through attendance at relevant conferences and 
courses is acceptable where it is clear the hospitality is corporate rather than 
personal, where the Constabulary gives consent in advance and where the 
Constabulary is satisfied that any purchasing decisions are not compromised. 
Where visits to inspect equipment, etc are required, staff should ensure that 
Constabulary meets 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 marked with 
the donor’s name may be accepted. Gifts of worth in excess of the items of token 
value offered as examples 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 
made aware that the Constabulary will cease to deal with them.

14.2 In the event of a member of staff receiving a gift without warning, the 
circumstances should be reported to the head of department or district 
commander who will be responsible for deciding whether the gift should be 
returned or forwarded to some charitable cause.

15. Register of Gifts/Hospitality

15.1 Each department will keep and maintain a register of gifts and hospitality, both 
refused and received.

15.2 Managers 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 member of the Chief Officers Group (COG) at all times. The 
register for COG will be inspected by the Chief Constable, and the register for the 
Chief Constable will be inspected by the Police Authority.

16. Organised Discounts

16.1 All group discounts made available to members 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. Where 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 Deputy Chief Constable, all such group discounts must 
be recorded in an auditable central register ensuring there is no confusion as to 
why the arrangements are acceptable and how they were negotiated.

17. Sponsorship - Giving and Receiving

17.1 Where an outside organisation wishes to sponsor or is seeking to sponsor a 
Constabulary activity, whether 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 Where the constabulary wishes to sponsor an event or service neither an 
employee 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 
Head of Department or District Commander who will decide whether the 
sponsorship is appropriate.

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

18. Breach of 'Promoting Integrity'

18.1 Where there is an allegation of breach of 'Promoting Integrity', the matter 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 Managers with departments to ensure that the policy and procedural guidance is 
understood by all staff.

20. How to Complain

20.1 Complaints regarding this policy can be made 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 document.

Procedural Guidance Information
Procedural Guidance Owner: Professional Standards Department
Reviewed for Human Rights Compliance: Okechukwu Adieze on 17-05-01
Effective Commencement Date: 17-12-01
Last Review Completed: July 2010
Next Review Due: July 2011
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