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The Code of Ethics
The Code of Ethics sits at the heart of everything we do.  It sets out how we work together in policing and with the public to keep people safe.
The Code of Ethics is inclusive and supports everyone in policing. It has two parts, both of which are non-statutory. 
1. Ethical Policing Principles
2. Guidance for ethical and professional behaviour in policing

Ethical Policing Principles:
These principles are a series of guiding statements that should be used to help people in policing do the right things, in the right way, for the right reasons.
· Courage – Making, communicating and being accountable for decisions, and standing against anything that could bring our profession into disrepute.

· Respect and Empathy - Encouraging, listening to and understanding the views of others, and seeking to recognise and respond to the physical, mental and emotional challenges that we and other people may face.

· Public Service - Working in the public interest, fostering public trust and confidence, and taking pride in providing an excellent service to the public.

	Courage
	Respect & Empathy
	Public Service

	We show courage by:
· Taking responsibility
· Setting an example
· Challenging unprofessional behaviour and practice
· Being honest, open and accountable
· Encouraging feedback and scrutiny
	We show respect & empathy by:
· Acting with respect
· Listening to and understanding different perspectives
· Understanding the impact of emotions and welfare
· Responding to individual needs
· Being fair and impartial
	We provide public service by:
· Delivering a service to be proud of
· Acting lawfully
· Understanding and responding to the public’s needs
· Reflecting on and applying knowledge and experience
· Improving our self, our peers and our profession




Guidance for ethical and professional behaviour in policing:
The guidance describes how policing professionals should behave. It provides practical advice on areas of policing that are important to maintaining public trust and legitimacy.  A link to further information can be found here: Guidance for ethical and professional behaviour in policing | College of Policing
POLICY
This policy will support the Constabulary mission to deliver an outstanding police service to keep Cumbria safe.
Flexi time is a scheme that gives staff the ability to manage the distribution of the hours you work. Flexibility is allowed within specified guidelines throughout the working day to allow staff a greater degree of flexibility.
The aim of the Flexi Time Scheme is to encourage a greater work life balance, by providing increased scope to manage work and personal commitments, whilst also ensuring that the Constabulary is able to retain the high-quality employees that it needs to deliver a high level of quality service.
The scheme also presents a way to reduce overtime and compensatory time off and for the Constabulary to be able to seek early or late finishes within ‘normal’ working hours.  Working hours can be developed around family friendly and caring responsibilities without the need for specifically developed flexibility or contract changes. 
This policy is available to police staff whose role is defined as suitable for Flexi Time working. 
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1. OVERVIEW OF SCHEME
The Flexi Time Scheme allows the bands for the working day to be set between 07:00hrs and 22:00hrs. The policy provides scope for all employees to work between these hours, subject to the discretion of the Line Manager and provided that they achieve the weekly working hours specified in their contracts of employment and work for a minimum of 4 hours a day (unless part time hours are less).
1. HOURS OF WORK
The Scheme allows employees to work within the hours of 0700hrs to 2200hrs.  If an employee wants to work outside of the agreed core hours for that department, this should be discussed with their Line Manager. This will ensure that the Manager maintains adequate staffing levels within the department and appropriate arrangements can be made to assess any risks around lone working. 
1. MINIMUM WORKING HOURS
Employees must work for a minimum of 4 hours a day (unless part time hours are less), without having to take any form of leave. The 4-hour period does not have to be continuous. For example, an employee can start work at 07:00hrs, finish at 09:00hrs, go the dentist or home then return later in the day and complete their minimum of 4 hours. Employees working less than 4 hours a day (unless part time hours are less) will be required to take flexi leave or any other authorised leave.
The minimum 4hr working day is a benefit to allow staff to work shorter days and not be classed as using any of their leave/flexi days. This benefit is only applicable when staff are actually in work. 
If staff are planning not to be in work at all then they must use AL and / or flexi to take the full 7.24 off (if full time).
Staff are entitled to 2 x Flexi days or 4 x Flexi half days in a 4-week settlement period. 



1. CORE TIMES
Core hours are times when, except for authorised absences, including leave and sickness, all employees must be present at work. There are no core hours specified within the Flexi Time Scheme. 
It is essential that adequate cover is maintained in departments and that work is completed as required. Acknowledging that each department has its own needs for office cover and minimum staffing levels.
Managers are able to specify parameters as appropriate and have the authority to set core working times depending on the needs of their department. Further advice / guidance should be sought from the HR Department. Managers may set office hours where there is a demonstrable and justifiable need for office cover at certain times due to service delivery needs and operational requirements. In this case, Managers may choose to have a rota system and request a certain number of staff to be “on duty” at set times of the day.
Managers are also able to specify temporary parameters for working times during peak periods. For example, year-end activities that need to be completed at a certain time of year. In these instances, Managers should inform employees of these parameters, including what period they cover and what the core working hours will be. 
1. SETTLEMENT PERIOD 
The settlement period is 4 weeks. There is one reporting period which will be the same for all staff and hours will be recorded on the Duty Management System. All employees must complete their contracted hours subject to the agreed credit and debits, which may be carried forward. Hours worked will be totalled at the end of every four weeks.
1. CREDITS AND DEBITS
Hours worked in excess of the normal working week will be counted as credit. Any hours worked less than this amount, as debit. This credit / debit figure will be carried forward into the following week.
For the purposes of the scheme, for full time staff this is 7 hours and 24 minutes. Please refer to Section 11 for part time staff calculations and for the equivalent of minutes worked. 
The cumulative credit carried forward must not exceed 22 hours and 12 minutes (3 working days for a full-time employee). The cumulative debit carried forward must not exceed 11 hours and 6 minutes (1 ½ working days for full time employees). This will be calculated on a pro rata basis for any staff working less than 37 hours per week. 
a) Excess of Credit
At the end of the settlement period where an employee has a credit balance in excess of the flexi scheme allowance this time will be lost.
In exceptional circumstances managers may agree the excess credit balance to be carried over to the next accounting period with a view to this being reduced and this should be raised with the HR Department. 
Note that any excess flexi time cannot be transferred to any other entitlement, including the Time Off in Lieu entitlement.
b) Excess of Debit
Whilst the Flexi Time Scheme allows for flexibility, several consistent periods of debit should not become the “norm”.
If at the end of an accounting period an employee has a debit balance over the flexi scheme allowance and the excess has not been agreed with their manager, the manager should raise ways to reduce the debit balance with the employee, for example using annual leave.
Debit balances which exceed 1 ½ working days may be regarded as a disciplinary issue to be addressed by the Constabulary’s Disciplinary Procedure. 
1. TAKING FLEXI LEAVE
During each 4-week flexi time period, employees will be able to take up to 2 full days or 4 half days flexi leave; as well as one or two hours for example in a day as long as the minimum 4 hour “at work” rule is met.
Employees working less than 4 hours a day (unless part time hours are less) will be required to take flexi leave or any other authorised leave.
Flexi leave is subject to the prior approval of the person who normally authorises leave and is subject to operational or service requirements and appropriate staffing levels being available.
Flexi leave should only be approved during the actual 4-week settlement period. It should not be booked in advance, as the employee may not have sufficient flexi time to use. 
1. PART TIME EMPLOYEES
The Flexi Time Scheme is available to employees whether they work full time, part time or job share. Those employees working part time or job share should pro rata the equivalent of the cumulative credit / debit balance they can carry forward and also the amount of flexi leave, in accordance with their full-time equivalent hours.
a) Calculation of hours
	Contracted Hours
	Credit allowed at the end of each settlement period
	Debit allowed at the end of each settlement period

	7.5
	4h 30m
	2h 15m

	8
	4h 48m
	2h 24m

	8.5
	5h 6m
	2h 33m

	9
	5h 24m
	2h 42m

	9.5
	5h 42m
	2h 51m

	10
	6h
	3h

	10.5
	6h 18m
	3h 9m

	11
	6h 36m
	3h 18m

	11.5
	6h 54m
	3h 27m

	12
	7h 12m
	3h 36m

	12.5
	7h 30m
	3h 45m

	13
	7h 48m
	3h 54m

	13.5
	8h 6m
	4h 3m

	14
	8h 24m
	4h 12m

	14.5
	8h 42m
	4h 21m

	15
	9h
	4h 30m

	15.5
	9h 18m
	4h 39m

	16
	9h 36m
	4h 42m

	16.5
	9h 54m
	4h 57m

	17
	10h 12m
	5h 6m

	17.5
	10h 30m
	5h 15m

	18
	10h 48m
	5h 24m

	18.5
	11h 6m
	5h 36m

	19
	11h 24m
	5h 42m

	19.5
	11h 42m
	5h 51m

	20
	12h
	6h

	20.5
	12h 18m
	6h 9m

	21
	12h 36m
	6h 18m

	21.5
	12h 54m
	6h 27m

	22
	13h 12m
	6h 36m

	22.5
	13h 30m
	6h 48m

	23
	13h 48m
	6h 54m

	23.5
	14h 6m
	7h 3m

	24
	14h 24m
	7h 12m

	24.5
	14h 42m
	7h 21m

	25
	15h
	7h 30m

	25.5
	15h 18m
	7h 39m

	26
	15h 36m
	7h 48m

	26.5
	15h 54m
	7h 57m

	27
	16h 12m
	8h 6m

	27.5
	16h 30m
	8h 18m

	28
	16h 48m
	8h 24m

	28.5
	17h 6m
	8h 33m

	29
	17h 24m
	8h 42m

	29.5
	17h 42m
	8h 51m

	30
	18h
	9h

	30.5
	18h 18m
	9h 12m

	31
	18h 36m
	9h 18m

	31.5
	18h 54m
	9h 27m

	32
	19h 12m
	9h 36m

	32.5
	19h 30m
	9h 48m

	33
	19h 48m
	9h 54m

	33.5
	20h 6m
	10h 3m

	34
	20h 24m
	10h 12m

	34.5
	20h 42m
	10h 21m

	35
	21h
	10h 30m

	35.5
	21h 18m
	10h 39m

	36
	21h 36m
	10h 48m

	36.5
	21h 54m
	10h 57m

	37
	22h 12m
	11h 6m



See Appendix 1 which converts decimal places into minutes. 
1. HOW TO RECORD WORKING HOURS
Hours of work should be recorded on the duty management system. Any absences, including annual leave will be populated onto the staff member's record. All employees should record their hours at the beginning of each settlement period and record their daily start, finish and break times.  This should be done on arrival and departure and not left to a later date. 
1. ABSENCE FROM WORK 
Absence for annual leave, public holiday, special leave or sickness will be credited as follows:
Full day = 7 hours and 24 minutes (for full time employees) - pro rata for part time
Half day = 3 hours and 42 minutes (for full time employees) - pro rata for part time
a) Overtime and TOiL
Overtime and TOiL are managed through the Duty Management System. Staff who are entitled to overtime as payment or TOiL will ONLY be eligible for overtime payment when they are specifically requested by their Line Manager to work outside normal working hours for an agreed purpose.  
Overtime payments for work undertaken within the flexible bands of 07:00hrs to 22:00hrs is at the manager’s discretion and managers must follow the overtime approval procedure in place. 
1. WORKING TIME DIRECTIVE 
The Working Time Directive (WTD) stipulates:
· a limit of an average 48 hours a week on the hours a worker can be required to work (this is averaged over a period of 17 weeks).  Individuals may choose to work longer by "opting out".
· 11 consecutive hours' rest in any 24-hour period 
When an employee organises their working time they must consider the instruction provided by the WTD and the instruction provided in this guidance document.
1. REST BREAKS
The Constabulary specifies that an employee must take a break of at least 20 minutes, if the working day is longer than 6 hours. 
Taking rest breaks under this scheme is very flexible and they must be taken. Rest breaks cannot be credited towards Flexi. 
Each employee has a responsibility to manage their own working day and ensure that they are taking the appropriate amount of rest breaks and this should be monitored by Line Managers. 
Working arrangements will always be subject to any requirement to provide office cover or work to defined rotas. 
1. LONE WORKING
There may be times when you will work alone. In these cases, you must be mindful of the hazards associated with lone working. You must ensure that risks are assessed, and safe systems of work put in place to reduce risks, so far as is reasonably practicable. You can do this by: 
· Conducting risk assessments 
· Ensuring safe systems, equipment and methods of work are in place 
· Ensuring workplaces used by lone workers are safe and can provide appropriate security.
· Ensuring that you are aware of the emergency procedures that are in place 
· Reporting and recording incidents and near misses relating to lone working so these can be assessed in order to ensure appropriate action is taken to prevent re-occurrence.
·  Notify your manager of any change in your ability to undertake your role on a lone working basis, including any adverse medical conditions.
Lone working in offices carries significantly less risk and whilst no special measures are required over and above the normal workplace/task risk assessment, lone working in these circumstances must be undertaken with the agreement of the relevant line manager who must be satisfied that there are no immediate health & safety reasons (e.g. the health of the individual or the nature of the work) why the individual should not be working alone. 

1. RULES OF THE SCHEME
The Flexi Time scheme is dependent up on mutual trust and co-operation for all concerned and is a discretionary benefit supported by the Constabulary.
Abuse of the Flexi Time Scheme including falsifying records will be dealt with under the Constabulary’s Disciplinary Procedure and may also lead to the Flexi Time Scheme being withdrawn from employees abusing the scheme.  It is important to note that the Flexi Time Scheme is a benefit not a contractual right.
1. EXCLUSIONS / REMOVAL
The Constabulary reserves the right to withdraw inclusion in this scheme for any post, groups of posts or individual member of staff on the grounds of the exigencies / efficiency of the Service or in the event of misuse of the scheme. 
Appendix 1 
The below table will assist in converting decimal places into minutes which will be useful when calculating part time entitlements. 

	Decimal Place
	Minutes

	0.1
	6

	0.2
	12

	0.3
	18

	0.4
	24

	0.5
	30

	0.6
	36

	0.7
	42

	0.8
	48

	0.9
	54
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	No. Hours Worked per Week
	Flexi Scheme Decimal
	Flexi Scheme Actual
	
	No. Hours Worked per Week
	Flexi Scheme Decimal
	Flexi Scheme Actual

	37
	7.4
	7 Hours 24 Mins
	
	14.5
	2.9
	2 Hours 54 Mins

	36
	7.2
	7 Hours 12 Mins
	
	14
	2.8
	2 Hours 48 Mins

	35
	7
	7 Hours 0 Mins
	
	13.5
	2.7
	2 Hours 42 Mins

	34
	6.8
	6 Hours 48 Mins
	
	13
	2.6
	2 Hours 36 Mins

	33
	6.6
	6 Hours 36 Mins
	
	12.5
	2.5
	2 Hours 30 Mins

	32
	6.4
	6 Hours 24 Mins
	
	12
	2.4
	2 Hours 24 Mins

	31
	6.2
	6 Hours 12 Mins
	
	11.5
	2.3
	2 Hours 18 Mins

	30
	6
	6 Hours 0 Mins
	
	11
	2.2
	2 Hours 12 Mins

	29.5
	5.9
	5 Hours 54 Mins
	
	10.5
	2.1
	2 Hours 06 Mins

	29
	5.8
	5 Hours 48 Mins
	
	10
	2
	2 Hours 0 Mins

	28.5
	5.7
	5 Hours 42 Mins
	
	9.5
	1.9
	1 Hours 54 Mins

	28
	5.6
	5 Hours 36 Mins
	
	9
	1.8
	1 Hours 48 Mins

	27.5
	5.5
	5 Hours 30 Mins
	
	8.5
	1.7
	1 Hours 42 Mins

	27
	5.4
	5 Hours 24 Mins
	
	8
	1.6
	1 Hours 36 Mins

	26.5
	5.3
	5 Hours 18 Mins
	
	7.5
	1.5
	1 Hours 30 Mins

	26
	5.2
	5 Hours 12 Mins
	
	7
	1.4
	1 Hours 24 Mins

	25.5
	5.1
	5 Hours 06 Mins
	
	6.5
	1.3
	1 Hours 18 Mins

	25
	5
	5 Hours 0 Mins
	
	6
	1.2
	1 Hours 12 Mins

	24.5
	4.9
	4 Hours 54 Mins
	
	5.5
	1.1
	1 Hours 06 Mins

	24
	4.8
	4 Hours 48 Mins
	
	5
	1
	1 Hours 0 Mins

	23.5
	4.7
	4 Hours 42 Mins
	
	4.5
	0.9
	0 Hours 54 Mins

	23
	4.6
	4 Hours 36 Mins
	
	4
	0.8
	0 Hours 48 Mins

	22.5
	4.5
	4 Hours 30 Mins
	
	3.5
	0.7
	0 Hours 42 Mins

	22
	4.4
	4 Hours 24 Mins
	
	3
	0.6
	0 Hours 36 Mins

	21.5
	4.3
	4 Hours 18 Mins
	
	
	
	

	21
	4.2
	4 Hours 12 Mins
	
	
	
	

	20.5
	4.1
	4 Hours 06 Mins
	
	

	20
	4
	4 Hours 0 Mins
	
	
	
	

	19.5
	3.9
	3 Hours 54 Mins
	
	
	
	

	19
	3.8
	3 Hours 48 Mins
	
	
	
	

	18.5
	3.7
	3 Hours 42 Mins
	
	
	
	

	18
	3.6
	3 Hours 36 Mins
	
	
	
	

	17.5
	3.5
	3 Hours 30 Mins
	
	
	
	

	17
	3.4
	3 Hours 24 Mins
	
	
	
	

	16.5
	3.3
	3 Hours 18 Mins
	
	
	
	

	16
	3.2
	3 Hours 12 Mins
	
	
	
	

	15.5
	3.1
	3 Hours 06 Mins
	
	
	
	



EQUALITY ANALYSIS  
In summary, the Equality Duty has three aims:
· Eliminate unlawful discrimination, harassment, victimisation and any other conduct prohibited by the Equality Act 2010.
· Equality of opportunity between people who share a protected characteristic and people who do not share it.
· Foster good relations between people who share a protected characteristic and people who do not share it.

Consider:
· The Working Time Directive 1988
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· Police Staff Terms & Conditions
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1. What is the potential impact in relation to the General Duty of this proposal on each of the protected groups below?

	Protected 
characteristics

	Positive Impact
Does the proposal:
	Negative Impact (provide details and mitigating actions taken or proposed)
	No 
Impact
(√)

	
	eliminate unlawful discrimination
(provide details)
	advance equality of opportunity
(provide details)
	Foster good relations
(provide details)

	Other positive impact (provide details)
	
	

	Age
	This policy applies to any one of any age whose job is deemed suitable for Flexi Time.

	The opportunity to work more flexibly.
	The hours worked are agreed by line managers and staff to suit both the Constabulary and the member of staff which will foster good relations
	
	
	

	Disability
	Any requirement to make a reasonable adjustment will be considered.
	The opportunity to work more flexibly will benefit those that may need to adopt a different way of working.

	The hours worked are agreed by line managers and staff to suit both the Constabulary and the member of staff which will foster good relations.

	
	
	

	Sex
	The policy will apply to anyone of any defined gender who would have the ability to work within the Flexi Time scheme.
Increased flexibility may offer better work/life balance opportunities for individuals who may not have been able to work previously due to other commitments and help towards closing our Gender Pay gap when positioning it as an opportunity adopted by men as well as women, and as much for senior roles as junior roles 
	The flexible working arrangements could support caring responsibilities, this can accommodate, if business allows, to work around appointments, e.g. school runs
	The hours are agreed by line managers and staff to suit both the Constabulary and the member of staff which will foster good relations.

	
	
	

	VAWG
	No Impact Identified
	No Impact Identified
	No Impact Identified
	
	
	

	Sexual orientation
	No Impact Identified
	No Impact Identified
	No Impact Identified
	
	
	

	Gender reassignment
	We have specific Gender Reassignment policies which deal with issues this community may face.
	The opportunity to work more flexibly will benefit those that need to work differently.
	The hours worked are agreed by line managers and staff to suit both the Constabulary and the member of staff which will foster good relations.
	
	
	

	Marriage and civil partnership
	No impact identified
	No Impact Identified
	No Impact Identified
	
	
	

	Pregnancy and maternity
	The Flexi Time Scheme could provide more flexibility for those returning to work who would benefit form a more flexible approach.
	
	The hours are agreed by line managers and staff to suit both the Constabulary and the member of staff which will foster good relations.

	
	
	

	Race
	There is nothing to suggest that this policy would cause an adverse impact in relation to race. 
	
	The hours are agreed by line managers and staff to suit both the Constabulary and the member of staff which will foster good relations.

	
	
	

	Religion and belief including non-belief
	This policy will apply to anybody who have a belief or no belief.
	The opportunity to work more flexibly will benefit those that may require a more flexible approach.

	This policy may offer greater scope for individuals to structure work around important religious events such as Eid or Ramadan.
	
	
	


If there is no potential impact (positive or negative) please provide a brief explanation why this is the case, e.g. the data utilised in arriving at the decision, summary of responses to consultation, etc.
Brief explanation of the ‘no impact’ decisions above
NA
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DATA PROTECTION IMPACT ASSESSMENT 
	
	DPIA Screening Questions
	Yes
	No
	N/A

	1
	2. Will the project/policy involve the collection of new information about individuals?
	
	X
	

	
	(provide details)

	
	
	

	2
	Will the project compel individuals to provide information about themselves?
	
	X
	

	
	(provide details)

	
	
	

	3
	Will information about individuals be disclosed to organisations or people who have not previously had routine access to the information?
	
	X
	

	
	(provide details)

	
	
	

	4
	Does the project/policy involve multiple organisations, whether they are government agencies (e.g. as a joint working initiative) or private sector organisations (e.g. providing a service as data processor).
	
	X
	

	
	(provide details) If any shared data will be anonymised prior to being shared, please state here what will be shared and how it is anonymised.

	
	
	

	5
	Are you using information about individuals for a purpose it is not currently used for, or in a way it is not currently used?
	
	X
	

	
	(provide details):

	
	
	

	6
	Does the project/policy involve you using new technology which might be perceived as being privacy intrusive? For example, the use of biometrics or facial recognition.
	
	X
	

	
	(provide details):

	
	
	

	7
	Will the project/policy result in you making decisions or taking action against individuals in ways which can have a significant impact on them?
	
	X
	

	
	(provide details)
	
	
	

	8
	Is the information about individuals of a kind particularly likely to raise privacy concerns or expectations? For example, health records, criminal records or other information that people would consider to be particularly private.
	
	X
	

	
	(provide details) 
	
	
	

	9
	Will the project/policy require you to contact individuals in ways which they may find intrusive?
	
	X
	

	
	(provide details) 
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