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College of Policing – Code of Ethics 

Norfolk and Suffolk Constabularies’ Standards of Professional Behaviour 

College of Policing – Authorised Professional Practice 

The Acas statutory Code of Practice on Disciplinary and Grievance Procedures 

Discipline and Grievances at work: The Acas guide 

 

1. Statement of policy 

1.1 The Police Staff Council (PSC) Standards of Professional Behaviour set 
out the high standards of behaviour that the Constabularies and the public 
expect of police staff. If a member of staff’s conduct falls below these 
standards or we have concerns about their conduct, the procedures in this 
policy will allow us to deal with matters in a fair, open, proportionate and 
timely manner.   

1.2 Norfolk and Suffolk Constabularies (‘the Constabularies’) are committed 
to ensuring this policy complies with relevant legislation and that 
consultation has been undertaken with all relevant staff groups. Unless we 
have expressly stated that a policy is contractual, all our policies and 
procedures are non-contractual. We may update them at any time 
following consultation with UNISON as applicable.  

1.3 All our policies promote equality and human rights, eliminate unlawful 
discrimination and actively promote good relations regardless of age, 
disability, gender reassignment, marriage or civil partnership, pregnancy 
and maternity, race, religion or belief, sex, sexual orientation, economic or 
family status. Managers have a specific responsibility to ensure this policy 
is applied fairly, and all staff have a shared responsibility in ensuring the 
success of this policy. 

1.4 This policy has been formally agreed via the approved policy 
development/review process. It will be maintained by the HR Department, 
in conjunction with the Central Policy Unit.  

1.5 The Constabularies will review this policy periodically to ensure that it 
reflects appropriate standards, continues to meet our needs, and reflects 
any changes in legislation.  

1.6 The Head of People has overall responsibility for the effective operation of 
this policy and for ensuring its compliance with the relevant statutory 
framework. Day-to-day responsibility for operating this policy and ensuring 
its maintenance and review has been delegated to the HR Manager 
(Policy and Reward). 

2. Applicability 

2.1 This policy deals with matters relating to conduct. Matters relating to work 
performance should be addressed under the Performance Management 
Policy (Police Staff), and matters relating to sickness absence should be 
addressed under the Sickness Absence Management Policy (Police 
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Officers and Police Staff). If managers need assistance in determining the 
appropriate policy, they should contact their HR Advisor. 

2.2 This policy applies to all police staff. Police officer conduct matters will be 
addressed under the Misconduct (Police Officers) Policy. 

3. Key principles 

3.1 This policy is intended to encourage a culture of learning and improvement 
and this will always be integral to any misconduct outcome. 

3.2 We will respond to and deal with all allegations of misconduct or 
unacceptable behaviour promptly, fairly and proportionately. 

3.3 Formal action will not be taken until a case has been investigated and all 
the relevant facts have been considered. 

3.4 Where appropriate, conduct matters will be referred to the Reflective 
Practice Review Process.  

3.5 Every effort will be made to deal with all stages of the formal procedure 
within the timescales stated and individuals will be kept informed of any 
delays. 

3.6 Consideration will be given at all times to any reasonable adjustments that 
may be necessary, for any individual involved in the disciplinary 
procedure. 

4. Standards of professional behaviour 

4.1 The Police Staff Council Standards of Professional Behaviour define how 
police staff should behave, what conduct is acceptable and what is 
unacceptable. These standards are listed at Appendix A. 

4.2 A breach of the standards could lead to disciplinary action, and in serious 
cases could result in dismissal. Some examples of the type of behaviour 
or conduct that may result in a breach of these standards are listed at 
Appendix B. 

5. Definitions 

5.1 Unwanted or unacceptable conduct for the purpose of this policy is defined 
as follows: 

• General Misconduct - this occurs when there is a breach of the 
standards of professional behaviour serious to justify disciplinary action.  

• Gross Misconduct – this is a breach of the standards of professional 
behaviour so serious that dismissal, with or without notice, may be 
justified. 
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5.2 An allegation of misconduct may arise from a number of sources, including 
line management or colleagues, through vetting, through confidential 
reporting, or as a result of an investigation into a complaint raised by a 
member of the public. 

6. The right to be accompanied 

6.1 All members of staff have the right to consult with and be represented at 
all stages of the formal disciplinary procedure, by either a trade union 
(including UNISON) representative or a work-place companion.  

6.2 A trade union representative or work-place companion can only be 
involved in the Reflective Practice Review Process (RPRP) in a supportive 
capacity to provide encouragement and emotional support. This is 
because the RPRP, whilst a possible outcome of a disciplinary meeting, is 
not a disciplinary sanction.      

6.3 There is no right to legal representation at any stage of the procedure. 

6.4 See FAQ What is the role of my trade union representative/workplace 
companion?  

7. Dealing with Minor Issues 

7.1 The formal disciplinary procedures in this policy should not be used to 
address minor or low-level conduct issues.   

7.2 Minor and low-level issues of a non-serious nature should be handled by 
line managers as part of their normal day to day management 
responsibilities. Such issues arising should be addressed in a 1:1 
confidential conversation with the member of staff concerned, during 
which the line manager should explain the problem and the improvement 
needed. As part of the conversation the line manager should also explore 
with the member of staff any underlying reasons or support they may need. 
At all times, the conversation must be advisory and supportive, and not 
investigatory. Any record made of the discussion must be shared with the 
member of staff to ensure clarity and understanding.  

7.3 During such a conversation, if it transpires that the matter is potentially 
more serious than initially believed, the line manager should close the 
conversation and refer the matter to their HR Advisor. The line manager 
should advise the member of staff if this is going to happen. At this point, 
the manager should also advise them of their right to representation by a 
UNISON representative or a workplace companion in case the matter 
needs to be progressed to the formal procedure. 

8. Formal Disciplinary Procedure 

8.1 All staff have a responsibility to co-operate during investigations and 
formal disciplinary proceedings, participating openly and professionally, 
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and managers have a responsibility to ensure procedures are carried out 
fairly, transparently and professionally. 

9. Severity Assessment 

9.1 Where an allegation of misconduct is raised by a line manager, the 
relevant HR Advisor will advise whether the conduct, if proved, would 
amount to general misconduct or gross misconduct. In order to make this 
assessment initial fact-finding by the line manager will likely be required, 
as guided by the HR Advisor.  

9.2 Where the HR Advisor advises the line manager that the matter might 
amount to either general misconduct or gross misconduct, they will notify 
PSD and an Investigating Officer (IO) will be appointed to carry out a 
disciplinary investigation. 

9.3 Where the HR Advisor advises that the matter would not amount to 
misconduct or gross misconduct, they will advise the line manager if 
informal management action is appropriate to address any low-level 
conduct issues apparent.  

9.4 If new evidence comes to light before or during an investigation a new 
severity assessment may be made. 

10. Suspension 

10.1 There are some situations where it might be necessary to suspend a 
member of staff from work, either prior to or during investigation.  This will 
only be done after careful consideration, and for the shortest possible 
period. Suspension is not a disciplinary penalty nor is it a presumption of 
guilt. 

10.2 Suspension will only be used if there are reasonable grounds to do so, 
including (but not limited to) situations where the effectiveness of the 
investigation might be prejudiced or compromised if the individual remains 
at work, where there is a potential threat to the business or other 
employees, where relationships at work have broken down or where it is 
in the public interest to do so. A temporary move to a new location or 
alternative duties (on existing terms and conditions) must always firstly be 
considered as an alternative to suspension. 

10.3 Suspensions can only be authorised by the Head of Command or Head of 
Department (this will be a minimum of Superintendent rank or equivalent 
seniority of police staff), in conjunction with advice taken from an HR 
professional (or PSD if outside HR working hours). 

10.4 Where the decision is made to suspend, the member of staff will be 
informed of this by an appropriate manager in a meeting for which 
arrangements will be made wherever possible to allow them to be 
accompanied by a workplace companion or UNISON representative.  If it 
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is not possible to inform the member of staff in person, every effort will be 
made to discuss this with them remotely (including their representative or 
companion).   

10.5 Suspension will be for no longer than is necessary and all the 
arrangements, including the terms of suspension will be confirmed to the 
member of staff in writing. The decision to suspend will be kept under 
review and the member of staff will updated accordingly. Normal pay and 
allowances will continue during the period of suspension. 

10.6 During the period of suspension the line manager will act as a welfare 
contact for the member of staff in the first instance and will agree a 
communication plan with them. If preferred, an alternative point of contact 
can be agreed. Support is also available from the HR Advisor. (see also 
section 24 – Support). 

10.7 The member of staff must remain contactable and available for interview 
during their suspension and they must obtain permission (from their line 
manager/welfare contact) before taking any leave. 

10.8 See FAQ: What will happen if I am suspended?  

11. Investigation 

11.1 Where a misconduct allegation is to be investigated a written notice will be 
sent to the member of staff setting out all the details of the allegation. 
Wherever possible this will be provided to them in person by their line 
manager. Where this is not possible, the written notice will be sent by 
recorded delivery to their home address.   

11.2 The line manager will take responsibility for carrying out a welfare check 
with the member of staff at this point. 

11.3 The aim of the investigation will be to establish the facts as quickly as 
possible and this will usually involve the I.O. obtaining statements from the 
member of staff and any witnesses, and gathering any other relevant 
information.  

11.4 The extent of the investigation will be proportionate to the nature and 
seriousness of the allegation and this will vary case by case. The terms of 
reference for the investigation will be agreed by HR and the I.O. and a 
copy of this will be provided to the member of staff together with the written 
notice of the misconduct allegation. A copy will be placed on file. 

11.5 If an investigation interview is necessary, a time and date will be arranged 
between the I.O. and member of staff.  At least 10 days’ notice (unless 
otherwise agreed with them) will be given and the member of staff will be 
informed of their right to be accompanied. The member of staff will be 
provided with all the documentary evidence in advance of the interview to 
enable them to consider this and provide a full and meaningful account. 
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The interview will be audio recorded (subject to the member of staff’s 
consent) or a written record made.   

11.6 It will not, however, always be necessary to hold an interview, in some 
cases it may be more appropriate for the I.O. to ask the member of staff 
to provide a written account. 

11.7 The I.O. will keep the member of staff updated on the progress of the 
investigation. Once it is complete the I.O. will prepare a report of their 
findings with evidence, confirming the facts that have been established, 
the facts that have not been established and any mitigating factors.  The 
I.O. will include in the report their recommendation as to whether formal 
action, informal management action or no further action should be taken.  

11.8 If the line manager decides, with advice from HR Operations, that no 
further action is required, the member of staff will be informed accordingly. 

11.9 If the line manager decides, with advice from HR Operations, that informal 
management action is appropriate, this will be addressed accordingly 
(section 12).  If the matter is one of capability rather than conduct, it will 
be directed to be managed under the appropriate policy or procedure.  

11.10  If the line manager decides, with advice from HR Operations, that formal 
action is appropriate, this will be referred to formal disciplinary proceedings 
for the case to be heard in full. The member of staff will receive a written 
notice confirming this.   

12. Informal management action 

12.1 Where the line manager has determined that the matter should be dealt 
with through informal management action, the line manager should 
arrange a 1:1 meeting with their member of staff to discuss this and explain 
what improvement is required.  

12.2 Together, the line manager and member of staff should explore support 
mechanisms and ways in which the necessary improvement can be 
achieved and how this will be reviewed to monitor/assess progress. The 
discussion should also involve any learning points. 

12.3 The line manager should make and retain a written record of the issues 
raised and discussed, including any agreed actions and support. A copy 
of this should be shared with the member of staff to support the process 
and ensure understanding. 

12.4 The line manager should keep the matter under review for a reasonable 
time (a one-month period is recommended) and if the required 
improvements are made there is likely to be no requirement for any further 
action to be taken. However, if there is not sufficient improvement or if the 
same issues arise again, formal action may need to be considered. Where 
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formal action might be considered as the next step, this should be made 
clear to the member of staff. 

12.5 Line managers may wish to seek further guidance on informal 
management action from an HR Advisor as appropriate and to ensure 
consistency in their approach. 

13. Formal disciplinary proceedings 

13.1 There are two types of formal disciplinary proceedings: 

• A Disciplinary Meeting is for cases of general misconduct. The 
maximum outcome of a disciplinary meeting is a final written warning. 

• A Disciplinary Hearing is either for cases of gross misconduct or where 
the member of staff already has a live final written warning in place and 
there are allegations of further misconduct. The maximum outcome at a 
disciplinary hearing is dismissal, with or without notice. 

13.2 The disciplinary meeting or hearing will be arranged as soon as 
reasonably practicable, ensuring sufficient time is given for the member of 
staff to prepare. The meeting date and time will be agreed with them and 
their representative/ companion. A disciplinary meeting will normally be 
held within 20 working days, following notice of referral to the meeting, and 
a disciplinary hearing normally within 30 working days of notice of referral 
to the hearing. However, if this is not possible for operational reasons, the 
member of staff will be informed and kept up to date in respect of likely 
timescales for the meeting/hearing. 

13.3 At least 14 calendar days’ written notice of the meeting/hearing will be 
provided, confirming the allegation(s), the basis for the allegation(s), and 
what the likely range of consequences will be if it is found after the hearing 
that the allegations are true. A copy of the written evidence including any 
witness statements and a copy of the IO’s report will also be included 
where appropriate. 

13.4 The member of staff will be required to provide any documentation or 
witness details to the HR Advisor within 7 calendar days of receiving 
written notice to attend the meeting/hearing. 

13.5 Disciplinary meetings will be conducted by an appointed senior manager. 
This will normally be the member of staff’s second line manager (or 
another police staff manager or officer of equivalent seniority). Disciplinary 
hearings will be conducted by a Head of Department (or person of 
equivalent seniority). If that individual is an officer, they will be of at least 
Superintendent rank. An HR professional with no previous involvement in 
the case will attend the meeting/hearing for advice on procedural matters, 
and the I.O. will also attend. Meetings and hearings will normally be 
conducted without witness attendance. 
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13.6 At the meeting/hearing, the details of the facts of the case will be put to 
the member of staff and any evidence gathered as part of the investigation 
will be discussed.   

13.7 The member of staff will have the opportunity to respond to the allegations 
against them, ask questions, and present evidence of their own and any 
witness evidence they have obtained.  

13.8 Meetings and hearings will be audio recorded (subject to the member of 
staff’s consent) or a written record made. 

13.9 At the end of the meeting/hearing if it is necessary to look into matters 
further before deciding upon the outcome, the member of staff will be told 
of this and a further time and date will be arranged to reconvene. 

13.10 See FAQs:   

• What information will be in the notice to attend a disciplinary meeting or 
hearing? 

• What happens if I cannot attend the meeting/hearing? 

• What happens if my companion cannot attend the meeting/hearing? 

• Who will be at the meeting/hearing? 

14. Outcomes and Sanctions 

14.1 Any decision reached as a result of the disciplinary meeting or hearing will 
be based on the ‘balance of probabilities'. The appointed senior manager 
will consider the evidence and decide whether the allegation(s) against the 
member of staff is upheld or not. 

14.2 The member of staff will be informed of the outcome of the 
meeting/hearing either on the same day or as soon as possible thereafter. 
This will then be confirmed in writing to them. 

14.3 If it is found that misconduct did not occur, the matter may be referred to 
the Reflective Practice Review Process (see section 15) or, it will be 
confirmed that no further action is to be taken. 

14.4 If it is found that misconduct did occur, the following are the possible 
sanctions that may be applied: 

Written warning 

14.5 A written warning will usually be appropriate for an outcome of misconduct 
where no other live disciplinary warnings are in place on the member of 
staff’s record. A written warning will remain live for a period of 12 months. 
This means that any finding of further misconduct during the next 12 
months is likely to lead to a final written warning. 
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Final written warning 

14.6 A final written warning will usually be appropriate for an outcome of 
misconduct where there is already a live written warning on the member 
of staff’s record, or where the outcome of misconduct is serious enough to 
warrant a final written warning even though they do not have any active 
warnings on record. A final written warning will remain live for a period of 
12 months. This may be extended to a maximum period of 2 years in 
exceptional circumstances. Any future misconduct whilst a final written 
warning is live may result in dismissal. 

Dismissal (disciplinary hearing only) 

14.7 Where a hearing confirms an outcome of further misconduct and the 
member of staff already has an active final written warning, this may 
warrant their dismissal. There may also be occasions when, depending on 
the seriousness of the misconduct involved, it will be appropriate to 
consider dismissal even if a warning has not already been received. 

14.8 There may also be occasions when, depending on the seriousness of the 
misconduct involved, it will be appropriate to consider dismissal without 
notice.  

14.9 Acts of gross misconduct usually result in immediate dismissal without 
notice, or payment in lieu of notice. 

Alternative sanctions 

14.10 Alternatives to dismissal may also be considered at the discretion of the 
chair. 

15. Reflective Practice Review Process 

15.1 The Reflective Practice Review Process (RPRP) is a process for handling 
conduct matters where a member of staff’s conduct falls short of the 
standards of professional behaviour but does not meet the threshold of 
misconduct. A referral to the RPRP will only be made following a 
disciplinary meeting or hearing. RPRP is not a disciplinary sanction. The 
focus of this process will be on reflection, learning from mistakes, and on 
action to improve. 

15.2 Where a referral has been made to RPRP, the line manager (or other 
appropriate supervisor) (the ‘reviewer’) will provide the member of staff 
with details of the matters being considered under the process (as 
identified through the disciplinary investigation), and will give them the 
opportunity to add any further details if they wish.  

15.3 The reviewer will then arrange a RPRP discussion with the member of 
staff to discuss the key learning points and the actions and development 
required to improve and to prevent the issues from happening again. The 
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discussion should also include whether there are any welfare 
considerations or wider factors, including personal circumstances, that 
may have affected their behaviour. Information discussed during the 
RPRP is not admissible in any subsequent disciplinary proceedings, 
allowing the member of staff to contribute freely and openly. 

15.4 Following the RPRP discussion the reviewer will produce a report which 
may be discussed as part of the member of staff’s PDR during the 
following 12 months.  Here again, discussion should focus on lessons 
learnt/actions to be taken. The report, together with the review notes and 
actions taken, will be held on the member of staff’s personal file.  

15.5 If a member of staff fails to engage with the process or there is evidence 
of further related issues, this will be referred back to the assigned HR 
Advisor for a new assessment of the conduct matter.   

15.6 The HR Advisor must take appropriate action to ensure that any lessons 
identified for management as part of the RPRP or the wider Constabulary 
are addressed. 

See FAQ: What is included in the Reflective Practice Review Process Report?  

16. Appeals 

16.1 All staff have the right to appeal if they feel their disciplinary finding or 
outcome is wrong or unfair. 

16.2 To submit an appeal, the member of staff should write to or email the HR 
Advisor, as directed in their outcome letter, within seven calendar days of 
receiving this. 

16.3 In their appeal letter they will need to say on what grounds they are 
appealing, provide an outline of the basis of their appeal, and enclose any 
relevant documentation. Any additional evidence or papers for the appeal 
must be exchanged with HR before an appeal hearing takes place. 

See FAQ: What grounds can I appeal on?  

16.4 If you are appealing against dismissal, the date on which dismissal takes 
effect will not be delayed pending the outcome of the appeal. However, if 
your appeal is successful you will be reinstated with no loss of continuity 
or pay.  

16.5 An appeal hearing will then be arranged with the member of staff, and the 
details confirmed in writing. The hearing will be held as soon as is 
practicable. 

See FAQ: What happens if I can’t attend on the date arranged? 

16.6 The appeal hearing will be conducted by an impartial manager who will 
normally be more senior than the manager who chaired the disciplinary 
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meeting or hearing. An HR professional unconnected with the case will 
also attend for procedural matters. 

16.7 At the hearing the member of staff will have the opportunity to explain the 
grounds of their appeal. Only the specific points that their appeal is based 
on may be discussed. The appeal hearing will not revisit the matters raised 
in the original disciplinary meeting or hearing. 

16.8 The appeal hearing will be audio recorded (subject to the member of staff’s 
consent) or a written record made. 

16.9 The member of staff will be notified of the outcome in writing within 3 
working days of the appeal hearing. Where possible this will also be 
explained to them in person. 

16.10 The appeal hearing may confirm or reverse the finding or outcome, or an 
alternative sanction may be imposed. The organisation reserves the right 
to impose an increased sanction where this is justified. 

16.11 This is the final stage of the procedure and there is no further right of 
appeal. 

17. Confidentiality 

17.1 Whether a member of staff is personally facing an allegation of misconduct 
or they are participating in an investigation as a witness, it is important that 
any information that has been communicated to them in connection with 
an investigation or disciplinary matter remains confidential. Any breach of 
this confidentiality could in itself become a disciplinary matter. 

See FAQ: Who will know that I am going through the disciplinary procedure?  

18. Record Keeping   

18.1 Where formal disciplinary action has been taken, records will be held on 
the member of staff’s personal file. Any warnings imposed will remain live 
on file for the duration as stated in the outcome letter. 

18.2 If the meeting or hearing has been audio recorded this will be retained by 
the HR Department on the individual’s personal file and made available to 
them upon request. 

18.3 All records will be processed and retained in accordance with GDPR and 
Data Protection Act 2018. 

19. Grievances 

19.1 If the member of staff raises a grievance during disciplinary proceedings, 
depending on the issues raised, proceedings may be temporarily 
suspended in order to deal with the grievance. Where the grievance and 
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disciplinary cases are related it may be appropriate to deal with both 
issues concurrently.  

19.2 The member of staff will be informed of how matters will be dealt with if 
this situation arises. 

20. Criminal proceedings 

20.1 Where there are potential or pending criminal proceedings against a 
member of staff, consideration must be given as to whether the matter 
warrants investigation under the disciplinary policy because of the 
implications for the individual and/or Constabulary. The procedures in this 
policy will be applied if the findings of an investigation suggest an impact 
upon the employment relationship. 

20.2 If there are potential or pending criminal proceedings against the member 
of staff this will not necessarily delay progression of formal disciplinary 
action, however advice will be sought through Legal Services Department 
on whether it is appropriate to continue. Where disciplinary proceedings 
may potentially compromise any criminal proceedings an investigation will 
still take place. Where a member of staff is unable or has been advised 
not to attend a disciplinary meeting or hearing or say anything about a 
pending criminal matter, a decision may have to be taken based on the 
available evidence. 

21. Criminal Procedure and Investigations Act (CPIA) 1996 

21.1 In line with the CPIA 1996, it may be necessary to report disciplinary issues 
to other parties where a member of staff appears as a witness at court on 
behalf of the police service. Therefore, at the point the decision is made to 
progress to a disciplinary meeting or hearing, the HR Advisor will ensure 
PSD are notified of this. 

22. College of Policing Barred and Advisory List 

22.1 If a member of staff is dismissed for misconduct or gross misconduct they 
will be placed on the College of Policing’s barred list. This will bar them 
from working within policing and certain law enforcement organisations in 
the future.  

22.2 If a member of staff resigns whilst under investigation for misconduct or 
gross misconduct, they will be placed on the advisory list until disciplinary 
proceedings are concluded. The advisory list acts as a safeguard made 
available to future employers where proceedings are yet to be concluded.  

22.3 Where a member of staff resigns, the Head of People will advise the line 
manager whether or not to continue with the disciplinary proceedings to 
their conclusion or if to withdraw the proceedings, in which case the 
individual will not appear on either list. As a result of a finding of “would 
have been dismissed”, they will be included on the barred list. 
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22.4 A member of staff who is dismissed in their secondary role as a Special 
Constable, and consequently is placed on the Barred List, will be unable 
to continue their employment in their police staff role.  This means that the 
individual will be dismissed from their employment either due to 
misconduct, or for ‘some other substantial reason’, in accordance with the 
appropriate procedure.   

23. References 

23.1 If a member of staff is dismissed for misconduct or gross misconduct, this 
will be stated in any future employment reference provided for them. No 
information shall be given in the reference concerning the circumstances 
leading to the dismissal. 

23.2 If a member of staff resigns before disciplinary proceedings are concluded 
and a decision is made to withdraw proceedings, no information relating 
to such proceedings shall be given in any future employment reference.  If 
proceedings are continued to their conclusion and the member of staff is 
placed on the College of Policing’s barred or advisory list as a result, this 
information shall be confirmed in any future employment reference. 

24. Support  

24.1 It is recognised that staff going through the disciplinary procedure may 
require welfare support. 

24.2 Managers who are concerned about someone’s welfare should submit a 
management referral to Workplace Health. If the concern relates to the 
immediate safety of an individual who may be at risk of self-harm or 
suicide, a suicide notification form must be completed as soon as this is 
identified. The Wellbeing Team can offer support, signposting and training 
for individuals; this can be accessed by emailing 
wellbeing@norfolk.police.uk  

24.3 Where the disciplinary has resulted from a traumatic police incident, 
managers should offer a TRiM debrief to the member of staff. More 
information can be found by emailing trim@norfolk.police.uk    

See also FAQ: Where can I go for support?  

25. Useful Documents 

• Standards of Professional Behaviour (Appendix A) 

• Examples of potential Misconduct and Gross Misconduct 
(Appendix B) 

• Frequently Asked Questions
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Appendix A – Standards of Professional Behaviour 

The following is an overview of the standards of professional behaviour.   

Full guidance on the standards can be found here. 

Honesty and Integrity  

Police staff are honest, act with integrity at all times and do not compromise or abuse 

their position.  

Authority, Respect and Courtesy  

Police staff act with self-control and tolerance, treating members of the public and 

colleagues with respect and courtesy. Police staff do not abuse their powers or 

authority and respect the rights of all individuals.  

Equality and Diversity  

Police staff act with fairness and impartiality. They do not discriminate unlawfully or 

unfairly.  

Use of Restraint  

Police staff only use restraint as part of their roles and responsibilities to the extent 

that it is necessary, proportionate and reasonable in all the circumstances.  

Instructions  

Police staff only give and carry out reasonable instructions. Police staff follow all 

reasonable instructions and abide by force policies.  

Work and Responsibilities  

Police staff are diligent in the exercise of their work and responsibilities  

Confidentiality  

Police staff treat information with respect and access or disclose it only in the proper 

course of their work.  

Fitness for Work  

Police staff when at work are fit to carry out their duties.  

Discreditable Conduct  

Police staff behave in a manner which does not discredit the police service or 

undermine public confidence in the police service. Police staff report any conviction or 

caution against them for a criminal offence.  

Challenging and Reporting Improper Conduct  

Police staff whilst at work report, challenge or take action against the conduct of 

colleagues which have fallen below the standards of professional behaviour expected.
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Appendix B – Examples of Potential Misconduct and Gross 
Misconduct 

The lists are not exhaustive and any determination will take into consideration 

the circumstances and severity of the incident 

Misconduct examples: 

 Unauthorised or unexplained absence from work 

 Persistent poor time-keeping 

 Time wasting 

 Minor breach of your contract 

 Minor breach of force policy, rules or procedures 

 Lack of due effort or care in carrying out duties  

 Failure to follow a reasonable request or instruction 

 Use of bad language, swearing or insulting behaviour to colleagues 

 Repeated failure to produce identification card/badge on constabulary 

premises 

 Minor breach of health and safety rules and procedures 

 Excessive personal use of internet or other constabulary information 

technology 

 Damage to constabulary property through negligence or carelessness 

 Undertaking additional employment or a business interest without obtaining 

prior permission 

 Smoking in no-smoking areas on constabulary premises (see Smoke Free 

Policy).  

 Repetition of misconduct or behaviour that led to a previous written warning 

being issued whilst that warning remains live 

 

Gross Misconduct examples: 

 Serious or deliberate breach of force policy, rules or procedures 

 Serious or deliberate breach of your contract  

 A criminal investigation, charge or conviction that in our opinion may affect 

our reputation or our relationships with our staff, officers or the public, or 

otherwise affects your suitability to continue to work for us  



Security Marking: OFFICIAL 

 

Security Marking: OFFICIAL Version: 4 

Page 18 of 24 

 Conduct or behaviour which brings or has the potential to bring the 
constabulary into serious disrepute 

 Fraudulent time-keeping 

 Unauthorised disclosure of confidential information 

 Unauthorised access to systems 

 Being under the influence of alcohol during working hours (staff will be 

supported if they demonstrate an intention to address the problem and take 

steps to overcome it) 

 Possession, use or supply of illegal drugs 

 Serious insubordination 

 Severe breach of health and safety rules and procedures or acting in a way 

that puts others at risk of harm 

 Any form of discrimination which is unlawful  

 Making a disclosure of false or misleading information maliciously, for 

personal gain, or otherwise in bad faith (see our policy ‘Confidential 

Reporting and Whistleblowing’) 

 Indecent behaviour or sexual misconduct or circulation of offensive material 

 Dangerous behaviour, fighting or physical assault 

 Theft, fraud, misappropriation of money 

 Deliberate damage to constabulary property 

 Gross negligence which causes unacceptable loss, damage or injury 

 Acts considered a serious breach of trust, honesty or integrity 

 Making covert electronic recordings of any meetings or hearings conducted 

 Making malicious or unfounded allegations against a colleague 

 Bullying, harassment or victimisation (see our policy ‘Anti-bullying, 

Harassment and Victimisation in the Workplace’) 

 Serious breaches of security procedures 

 Falsification of records for personal gain or otherwise eg on job application 

forms, expense claims 

 Engaging in other employment or a business interest during hours when 

contracted to work for the Constabulary 

 Unauthorised use or misuse of Constabulary vehicles, equipment, property 

or materials 
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 Serious misuse of Constabulary systems such as e-mail or internet for 

offensive, indecent or illegal purposes  

 Serious misconduct outside the workplace where we believe this to have an 
effect on the employment relationship  

 Repetition of misconduct or behaviour that led to a previous final written 
warning being issued whilst that warning remains live 

 

 

  



Security Marking: OFFICIAL 

 

Security Marking: OFFICIAL Version: 4 

Page 20 of 24 

Police Staff Disciplinary Policy 

Frequently Asked Questions 

What happens if there is a concern about my conduct? 

Your line manager will talk to you about this.  Low level concerns or issues 

about conduct will always be dealt with informally by your line manager. 

 

What if the issue or concern cannot be dealt with informally? 

If the issue has not been resolved informally or the issue is more serious, then 

it will be investigated and dealt with under the formal procedure of the 

disciplinary policy as appropriate. 

 

What is the role of my UNISON (or alternative union) representative/ 
workplace companion? 

Your chosen representative/companion may: 

· advise and confer with you throughout disciplinary proceedings 

· attend any meetings, hearings or investigation interviews with you  

· address the meeting or hearing to both state and sum up your case 

· provide any relevant documentation to the investigating officer or 

meeting/hearing chair who will give full consideration to such documents 

· respond on your behalf to any views expressed at the misconduct 

meeting/hearing 

· during misconduct meetings/hearings, ask questions of any witness present 

· make representations to the HR professional concerning any aspect of the 

procedure 

 

They cannot, however, normally answer questions that are directed to you during 

the investigation interview or the disciplinary meeting/hearing as it is important 

that you give us your version of events. 

In some circumstances, we may not be able to allow your choice of companion: 

for example, anyone who may have a conflict of interest (including everyone 

directly involved in the disciplinary proceedings) or whose presence may 

prejudice the meeting/hearing. 

For further information regarding UNISON representatives please visit the 

UNISON site on the Force Intranet. 
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What will happen if I am suspended? 

Where it is considered necessary to suspend you, wherever possible a meeting 

will be held to inform you of this in person. You can choose to be accompanied 

by a representative of UNISON (or other union you are a member of) or a 

workplace companion (colleague), unless there are exceptional circumstances 

that prevent this. If we are unable to advise you of the suspension in person every 

effort will be made to discuss this with you via other means such as telephone or 

video. 

The suspension will be confirmed to you in writing. 

If you are suspended you will be required to return your ID and security passes 

to your manager and must not return to the workplace without permission. 

Whilst suspended you must remain contactable and available for any meetings 

if required. You will have a welfare point of contact, which will normally be your 

line manager. 

 

What information will be in the notice to attend a disciplinary meeting or 
hearing? 

A notice to attend a disciplinary meeting or hearing will be provided in writing 

and will include: 

- Date, time and venue/location 

- name of chair of the meeting/hearing 

- other attendees – HR professional and Investigating Officer 

- confirmation of the misconduct allegations 

- documentation to be referred to at the meeting/hearing 

- details of witnesses and any witness statements (except where a 

witness’s identity is to be kept confidential, in which case we will give 

you as much information as possible) 

- the maximum possible outcome that can be issued 

- your right to be accompanied 

- your right to call relevant witnesses  

- your right to submit documentation including witness statements 

 

With your permission a copy of the above will also be provided to your 

representative/companion (if you have one). 

 

What happens if I cannot attend the meeting/hearing? 

You should tell us as soon as possible. The hearing can be postponed and 

rescheduled for a suitable alternative date and time, usually not more than five 

calendar days after the original date proposed. If the failure to attend is due to 
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short-term illness, we will postpone the meeting until you are well enough to 

attend. 

We may request medical evidence on your fitness to attend a disciplinary 

meeting, if necessary. 

If you are unable to attend the meeting/hearing in person, we will consider what 

other arrangements or means are possible for you to participate for example, a 

conference telephone or video call. Written representations can also be 

considered as an alternative. 

Whilst all reasonable adjustments will be considered and accommodated 

wherever practicable, if you or your representative/companion are repeatedly 

unable or unwilling to attend or participate in the meeting/hearing without good 

reason, we may have to proceed in your absence and a decision will be made 

based on the information available. You will be told if this is going to happen. 

Your representative/workplace companion is still able to attend to represent you, 

with your permission, in the event that you are unable to attend. 

 

What constitutes a “good reason” for being unable to attend or participate 
in the meeting/hearing?  

A ‘good reason’ might arise, for example, from the requirement to provide 

necessary care for a dependant in unforeseen circumstances; from assisting or 

dealing with an emergency incident; or as a result of health problems. This list is 

not exhaustive. If such circumstances arise which prevent your attendance, we 

will consider all the facts and come to a reasonable decision on how to proceed. 

We will consider whether or not adjustments can be made to the process to 

enable you to attend the meeting/hearing. We may also reschedule the meeting 

on further occasions, depending on the circumstances. 

 

What happens if my representative/workplace companion cannot attend 
the meeting/hearing? 

Every reasonable effort will be made to arrange the meeting/hearing for when 

you know your representative/companion is available to attend. If they are unable 

to attend you should tell us as soon as possible. The hearing can be postponed 

and rescheduled for an alternative suitable time, usually not more than five 

calendar days after the original date proposed.  If they are subsequently unable 

to attend the re-arranged time and date, you might have to ask someone else, or 

attend unaccompanied. 
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Who will be at the meeting/hearing? 

The manager chairing the meeting/hearing, you, your representative/workplace 

companion (if you have one), an HR professional to provide procedural advice, 

the investigating officer and possibly any witnesses that have been asked to 

attend (although meetings and hearings will be held without live witness evidence 

wherever possible).  

 

On what grounds can I appeal? 

The grounds on which you can appeal are: 

 You think the outcome is unreasonable and/or the outcome applied is too 

severe 

 There was a serious breach in the disciplinary procedure  

 There is new evidence about the case that was not available at the time of 

the meeting/hearing, which could have affected the outcome  

 There was other unfairness that could have affected the outcome applied 

 

You will need to set out your grounds of appeal in writing. It is not sufficient to 

say that you are unhappy with the disciplinary decision generally, so this means 

you will need to explain the reason you are appealing and the facts that support 

your appeal. You should submit any relevant documents with your appeal. 

 

Who will know that I am going through the disciplinary procedure? 

Only those who are involved or who need to know will be informed of the 

details.  

 

Where can I go for support? 

Support is available through the Constabularies’ employee assistance 

programme (EAP), provided by Validium 

This service is 24/7/365, free of charge, totally confidential and separate to 

work.   

Telephone: 0800 039 7878  

App: vClub (available on the iTunes and Google Play Store).   

Initial log on details: username: nspolice  password: police123 

 

UNISON  

For current contact details please see the UNISON site on the force intranet. 
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What is included in a Reflective Practice Review Process Report? 

The report will contain: 

• A summary of the issue and any relevant background circumstances 

• A summary of the Reflective Practice Review Discussion 

• Key actions to be undertaken by the participating individuals within a specified 
time period 

• Any lessons identified for the individual 

• Any lessons for the line management or wider constabulary 

• A specified period of time for reviewing the report and the actions taken 

The HR Advisor will take appropriate action to ensure that any lessons identified 
for the line management or the Constabulary will be addressed. 

The report and review notes may be discussed as part of the individual’s PDR 
during the 12 month period following the report.  

 

 


