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Kentucky Jails 
Model Policies and Procedures

	Policy
Code of Conduct
	

	This policy is for internal use only. 

	Applicable Kentucky Statutes: 

	Applicable Kentucky Regulation:

	

	Date Implemented:
Signature:


	Review Date:


I. Purpose: 

The purpose of this policy is to inform employees of the standards of conduct expected and requirements at this agency. 

II.   Procedures: 

A.  Positive Public Image: Employees of the agency shall conduct themselves on and off duty in a way that does not damage or have probable expectations (in the mind of a reasonable and prudent individual) of damaging the agency’s public image, integrity, reputation, or bringing it into discredit or disrepute. Examples of violations:

1. Failing to speak courteously to members of the public or treat them courteously. 

2. Using loud and crude language in front of the public when such language has direct and detrimental impact on public image. 

3. Knowingly being untruthful, misleading, or omissions of the truth in reports, documents, and statements.

B. Aiding Other Officers: Officers shall come to the aid of fellow officers when a request or need is made known. Examples of violations:

1. The failure to respond when request for backup is made by another officer, particularly if the failure was due to an unauthorized absence from duty or being out of an assigned work area.

2. Knowingly being untruthful, misleading, or omissions of the truth in reports, documents, and statements.

C. Maintaining an Acceptable Level of Work: Employees must maintain a level of availability for work during any regular duty day. Employees shall give a full day’s work for a full day’s pay and not establish patterns of nonproductive work time. Examples of violations:

1. Time spent on extended lunch or work break after receiving a notice to correct. 

2. Time lost because of reporting to duty unfit or not ready for duty. This includes physical or mental fitness, and failure to bring or wear necessary equipment or uniform. 

3. Scheduling personal appointments that coincide with scheduled work time. 

4. Time spent conducting personal business on work time or “on the clock” such as authorized internet use. 

D. Duty to Obey Lawful Orders: Should any lawful order given by a supervisor conflict with any previous order or published directive, the officer will respectfully bring this conflict to the attention of the supervisor. If the supervisor who issued the conflicting order does not alter or retract the conflicting order, it shall stand as given and the officer will be required to obey. The supervisor shall bear full responsibility for the officer’s action.

E. Illegal Orders: Employees shall not obey any order which they know or should know would require them to commit an illegal act, including commission of a crime or violation of any constitutionally guaranteed right. If in doubt as to the legality of an order, the officer shall request the supervisor clarify the order or to confer with the Sheriff.  No officer will be disciplined for failure to obey an illegal order. 

F. Unsafe Acts: Employees shall not unlawfully commit acts or behave in such a manner that has the potential for endangering or injuring themselves, property or another person. Examples of violations:

1. Allowing untrained or inexperienced persons (civilians or officers) to use regulated equipment or weapons that could injure or have reasonable expectation of injuring another person. 

2. Leaving a weapon unsecured or improperly stored. 

3. Failure to report damaged or dysfunctional equipment that has the probability of endangering persons or property.  

4. Unauthorized and unnecessary divulging of information, communications or correspondence. 

5. Failure to supervise.

6. Failure to perform one’s duty due to danger or cowardice.

G. Conflict of Interest: Employees shall not create conflicts of interest. Examples of violations:
1. Supervisors who place themselves in a financial obligation to a subordinate violate this standard if the subordinate attempts to use such circumstances to gain special favors.

2. Accepting gratuities from any business or person who has a personal service to gain from providing the gratuities or where there is the potential for gaining a personal service.

3. Regular or continuous associations or links with person whom officers know or should know are under criminal investigations or indictment, who have a reputation in the community or agency for present involvement in felonious or criminal behavior except as necessary to the performance of official duties, or where unavoidable because of preexisting personal relationship of the officer.

H. Cooperation: Officers are required to seek affirmative ways to cooperate and work with agency members, other public officials, and members of any organization with whom the officer or this agency needs to have a good working relationship in order to deliver lawful, effective, efficient and safe services. Examples of violations:

1. Failure while in uniform to honor and display respect for customs and traditions of this agency. 

2. Failure to address a judge, public, or elected official by his or her proper title. 

3. Failure to share information on a case with another agency that needs it. 

4. Willingly interfering with an official investigation.  

I. Truthfulness: Employees shall not lie, give false, or misleading information, or falsify written or verbal communications in official reports, text messages, Emails, or in their interactions with another person, organization, or agency member when it is reasonable to expect that such information may be relied upon because of the officer’s position or affiliation with this agency.  Examples of violations:

1. Failing to conduct a professional investigation or not to correct an investigative error and, because of it, an innocent person is prosecuted.

2. Giving misleading or untruthful information during an investigation.

J. 005 Demeanor: All employees shall maintain a professional demeanor in their contacts with inmates and the public.

1. Employees shall not use their official positions to secure privileges for themselves and shall not engage in behavior which conflicts with the interests of the jail. 
2. Conversations and counseling with inmates as well as maintaining order and security shall be carried out in a positive and constructive manner. 

3. Except as authorized by the jail administrator, no employee shall knowingly:

a. Deliver, aid, enable, or permit the delivery of any message, correspondence, literature, contraband, or anything else not necessary or proper to the discharge of their duties to or from any inmate. 

b. Give or extend to any inmate any favors, including privileges of diet or clothing not common to all.

c. Every employee within the scope of their duties, shall exercise utmost vigilance to detect any violation, infraction, or evasion of this policy. 

K. Reporting for Duty: Employees shall report to work while on duty remain mentally, physically, and emotionally ready to assume and competently perform all their responsibilities, duties, and tasks. Examples of violations:
1. Failing to perform an assigned task and an investigation into the matter reveals a lack of physical or mental readiness.  

2. Sleeping on duty. 

3. Behavior that would lead a reasonable and prudent person to suspect that the officer’s mental ability, attitude or demeanor were atypical.  

4. Hostile or offensive behavior, profuse anger beyond normal agitation.

L. Employees shall be subordinate and display courtesy and respect in words, gestures, deeds, and actions towards superior ranked officers or persons in positions of authority.  Examples of violations:
1. Failure to use chain of command.

2. Using abusive language or gestures towards a supervisor.

M. Employees shall not knowingly visit, enter or frequent a house of prostitution, illegal gambling house, or establishment wherein the laws of the United States, State of Nebraska or local jurisdiction are regularly violated except in the performance of their lawful duties. 
N. Employees shall be held accountable for the proper use and care of any and all property or equipment assigned to them, used by them, or placed under their direct or constructive care.  Examples of violations:
1. Purposefully damaging equipment. 

2. Failing to report damaged or dysfunctional equipment.

3. Failure to perform routine maintenance on assigned equipment.

4. Failure to perform routine inspections of equipment.

5. Loss of equipment. 
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