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From the City Manager
Do the right thing, especially when no one is watching
As employees of the City of Peoria, together we are responsible
for providing Professional, Ethical, Open, Responsible,
Innovative, and Accountable services to the residents,
businesses and visitors to this community. Earning and
maintaining the trust and confidence of those we serve is
critical to our ability to effectively perform our jobs. We are all
responsible for ensuring that the Code of Ethics is always the
driver of our behavior. This means our everyday attitudes,
words, and actions must meet the highest standards of integrity
and professionalism if we are to reach our potential as an
organization and as a community.
This Code of Ethics handbook outlines the values, principles,
and standards that should guide our conduct as city employees.
It is the foundation of the culture of integrity that we maintain
within our organization.
The City of Peoria employs individuals from many different
disciplines who encounter many different ethical situations
during the course of their work. We could not possibly
prescribe a set of rules that would tell you exactly what to do in
every given situation. Instead, we have provided this handbook
as a touchstone for you to measure yourself against a set of
shared standards of conduct.
In the end, trust from the community rests on the judgments of
individual City of Employees like you. I provide this handbook to
you as a valuable resource for ethical decision making.
Jeff Tyne
City Manager
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There are several City policies that provide guidance
beyond the Code of Ethics.

All employees should be familiar with the Personnel
Administrative Regulations (PARs), the Administrative
Policies (Aps) and any other related policy within the City.
3

Peoria Values
Ethics begins with integrity. Integrity means different things to
different people, but in essence it means being honest, doing
what you say you will do, and doing what is right even when no
one else is watching. Personal integrity is a prerequisite to ethical
behavior, and it is the foundation for Peoria’s six core values.

Professional

Ethical

Open
Responsive
Innovative
Accountable

Continually reviewing my own behavior and
questioning whether what I do is consistent with
the City’s and my profession's values.
Maintaining the highest levels of confidentiality
and honoring legal restrictions on political
activity.
Being honest and objective in performing my
duties and deciding all matters on the merits,
free from improper influences. Being guided by
principle and conscience and the desire to do
the “right thing”.
Communicating truthfully and completely with
others, supporting diversity and treating others
with respect. Participating positively in the
community.
Responding to all internal and external
customers in a prompt, efficient, friendly and
patient manner.
Seeking out opportunities to contribute to the
daily and future work of the City in ways that are
new and creative.
Observing both the letter and the spirit of laws
and rules. Engaging only in appropriate
personal and professional conduct in all matters
involving City transactions and interactions with
coworkers, residents, visitors, and businesses.
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Core Principles of
Ethics in Public Service
Public service is a matter of public trust and is built
on employee commitment to the philosophy
outlined in the City’s mission, vision and values.

Seek no favor
Build trust through
transparency and honesty

Treat all equitably
Build great communities
through great stewardship

Ethics is...
A standard of conduct for
professional and personal
behavior based on shared values
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Code of Ethics
Framework:
1. Seek no favor
2. Build trust through transparency and honesty
3. Treat all equitably
4. Act as good stewards of City and community
resources

1. Seek no favor
Confidentiality: An employee is never to use or
disclose any confidential information acquired in
the performance of governmental duties as a
means for any type of gain.


Because of an employee’s position as a
public servant, they may have access to
addresses, phone numbers and other
information that must remain confidential.



Employees should never discuss or divulge
confidential information, including digital photographs
or videos, with anyone.



Employees must direct requests for information to
the City Clerk’s office to be submitted as a formal
request for public records.

Gifts and Gratuities: As a general rule, an employee
should refuse any gift or favor which may reasonably be
interpreted to be offered in order to influence a City decision.
The giving or receiving of gifts or special treatments can create
the appearance of bias or favoritism.
Here are some examples of permissible gifts:


A personal gift from a friend or family member,
unless the perception is that the friend/family
member benefitted from the gift/gratuity.



Gifts of nominal value ($10 or less).



Normal and customary hospitality in a social setting
or meeting.
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Code of Ethics
2. Build trust through transparency and honesty
Public Confidence: Employees are expected to conduct
themselves at all times to maintain public confidence in their
profession, the community, and in their performance. This includes:


Providing a full day’s work for a full day’s pay.



Performing job duties to the employee’s best effort and
ability.



Valuing diversity and not discriminating on the basis of
race, color, religion, gender, age, national origin,
veteran status, disability, sexual orientation or marital
status.



Providing prompt, courteous and efficient municipal
services.



Setting a standard for courtesy, friendliness, efficiency
and customer service in all of their work relations with
the public.
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Code of Ethics
Upholding the Law: In order to maintain public trust, all
employees are expected to engage only in activities within
the legal limits of behavior, as well as to abide by all Federal,
State, and local laws and regulations. It is important to keep
in mind that “legal” does not necessarily meet our ethical
standards.


Uphold the constitution, laws and legal regulations of
the United States and all governments. Never engage
in activities that undermine this authority.



Illegal actions that occur while off-duty will be
examined on a case-by-case basis, and may be
cause for action by the City if they reflect poorly/
negatively on the City or the employee as a public
servant.

Conflict of Interest: A conflict of interest, or appearance
of conflict, occurs when an employee is no longer able to
remain impartial and objective in choosing between the
interest of the City the their own personal interest.


No employee shall engage in any activity or
enterprise which conflicts with their duties as a City
employee or with the duties, functions, and
responsibilities of the department in which they are
employed.



Each employee is expected to manage their business
affairs to avoid conflicts and the appearance of
conflicts of interest.



Each employee shall immediately inform the
department supervisor or manager if involved in a
situation that might cause a conflict or the
appearance of conflict of interest.
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Code of Ethics
Social and Digital Media: Personal and professional use of
digital media and social media (such as Twitter, Facebook,
YouTube, or LinkedIn) reflects upon the values of the City of
Peoria. As representatives of the City, employees must always
demonstrate professional and responsible behavior when using
social and digital media.


Employees participating in social media activities during
working hours must be serving a business and/or
professional purpose and must do so in accordance with
City policies.



Any content related to City business is considered a public
record and is subject to Arizona public records laws.



When using digital media (cameras, video cameras, etc.)
employees will be sensitive to the individual’s right to
privacy and treat all images as protected and confidential.



Any photographs, videos or other digital images captured
by City employees must be handled in strict confidence
and must be used in a respectful, professional, and
responsible manner.



Copyright and intellectual property laws and regulations
must be strictly followed. Written permission must be
obtained from all individuals in the photo/video prior to use.



The Office of Communications is the City’s official media
spokesperson with regard to any official City business.
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Code of Ethics
Outside Employment: Participating in another job with the
authorization of the City is permitted, provided there is no
conflict of interest, or appearance of conflict (see Conflict of
Interest).
 The outside job may not interfere with the time and

attention an employee must devote to their City job.
 Employees may not use City equipment or proprietary or

confidential information for the outside job.
 Employees will obtain written City approval of the intent to

engage in outside employment.
 Employees are not to engage in outside work if they are

not working due to any disability status in their City
employment.

Involvement in Political
Activity:
Employees should consider
how political activity can
influence, or appear to
influence, their
responsibilities in their
current position with the City
of Peoria.

Refer to PAR 5-9 – Political
Activities for more detailed
information.
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Code of Ethics
3.Treat all equitably
Impression of Influence:
Employees are expected to
conduct official and personal
affairs in a manner that gives the
clear impression that they cannot
be improperly influenced in the
performance of their official
duties. In public service,
perception is important. With
every interaction, employees are
expected to keep the public’s
perception in mind and act in a
way that maintains public trust.

Influence on Others:
Employees are expected to
engage in the highest level of
professional behavior when
dealing with employees they
supervise and/or could
influence.
 Employees will not exert

verbal or non-verbal
pressure on any other
employee.
 Employees will not grant

or request personal
favors (shift assignments,
working conditions, etc.).
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Code of Ethics
4. Act as good stewards of City and
community resources
Financial Responsibility: Employees should engage in
financial behavior that reflects upon the City of Peoria as honest
and responsible.


Employees will use City purchasing authority for City
business only.



Each employee will continuously remain a good steward of
City finances and resources.

Use of City Resources: To maintain community trust, any
equipment purchased by the City must be used for business
purposes only. Equipment and other resources are not for
personal or private use by employees with the exception of
approved use of computer and communication devices.
Employees understand that use of City equipment is a privilege
and must be used in accordance to the City’s computer and
equipment usage policies.


City equipment includes, but is not limited to:
computers
video cameras
printers

cellular phones
digital cameras
copiers

pagers
desk phones
scanners

 Computers or telephones may be used for infrequent personal

use (such as scheduling a personal appointment). In no event
will the use of computers or communications devices include:
-

use for commercial or financial gain

-

discourteous communication to or about other persons

-

issuing or forwarding chain mail or jokes/cartoons

-

sending unauthorized solicitations or mass mailings to
individual mailboxes whether directly or indirectly

-

accessing any adult or otherwise inappropriate web sites
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Expectations
As public servants, we all have a clear obligation to always act in
a professional and ethical manner. To ensure the City of Peoria
fosters an open and honest environment, the following are our
expectations.

Each employee commits to:


Follow Peoria values (Professional, Ethical, Open,
Responsive, Innovative, Accountable)



Report concerns through chain of command, when feasible,
or through EthicsPoint



Report ethical concerns as soon as possible



Provide information honestly and fairly

Leadership team commits to:
Supervisors, Managers, Directors, Deputy City Managers and the
City Manager will:


Create an environment where employees are encouraged to
discuss any ethical concerns



Investigate concerns as soon as possible



Be open and honest while, to the extent possible,
maintaining confidentiality



Treat all employees fairly, without bias or retaliation

City Ethics Resource Officer commits to:


Listen, gather information and investigate concerns based
on facts



Treat all employees fairly, without bias or retaliation



Keep employees informed of outcome to the extent possible
while maintaining privacy
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Reporting Ethical Concerns
The City of Peoria fosters an ethics-based organization built
on open dialogue and trust. If any employee observes or
experiences a breach of ethics, regardless of position within
the City, they are encouraged to follow their chain of
command to discuss/report the ethical concern. Resolution at
the closest level to the work group is the most efficient way to
address violations of the Code of Ethics.


Immediate Supervisor



Manager



Deputy Director



Director



Deputy City Manager

If, for some reason, an employee is unable or unwilling to
discuss the ethical concern with their chain of command,
there are two additional options available.


The City has appointed an Ethics Resource Officer to
assist employees. Employees wishing to discuss and/or
report unethical behavior/concerns may contact the
Ethics Resource Officer for assistance at 623-773-7318
or e-mail to ethics@peoriaaz.gov.



An ethics reporting web site is available for employees to
report ethical concerns. Go to the following link:
www.peoriaaz.gov/EmployeeEthics .
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Reporting Ethical Concerns
As a general rule, ethical concerns that are reported follow
the process illustrated below. Keep in mind, if a report is
made anonymously in any method other than EthicsPoint, it
may not be investigated when additional clarification is
needed, and feedback regarding resolution cannot be
provided.

Feedback
Analyze
and Act

“

Report
Investigate

It takes 20 years to build a reputation
and five minutes to ruin it. If you think
about that you’ll do things differently.

”

~ Warren Buffett

Ethics Resource Officer
623-773-7318
ethics@peoriaaz.gov
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Ethical Decision Tree
Use this decision tree as a guide to help you decide whether a
course of action is correct when you cannot otherwise find the
answer or are unsure of the decision.
?
GO

Yes...now ask

?

GO

GO

GO

GO

No/not sure...do not proceed;
obtain guidance if required.

STOP

No/not sure...do not proceed;
obtain guidance if required.

STOP

No/not sure...do not proceed;
obtain guidance if required.

STOP

No/not sure...do not proceed;
obtain guidance if required.

Is it consistent with P.E.O.R.I.A. Values and
the City’s Ethics Policy?

Yes...If all of the above
questions are YES, it is
most likely an ethical decision or
action. If you are still unsure,
request guidance from your
supervisor.
GO

STOP

Am I free from being the only person who
would benefit/gain from this decision?

Yes...now ask

?

No/not sure...do not proceed;
obtain guidance if required.

Is my judgment free from bias or emotion?

Yes...now ask

?

STOP

Would the City approve if it was in the news?

Yes...now ask
?

No/not sure...do not proceed;
contact Supervisor for guidance.

Is it generally “the right thing to do”?

Yes...now ask
?

STOP

Would I be happy explaining what I did to my
coworkers, family and friends without shame
or embarrassment?

Yes...now ask
?

GO

Is it legal?

STOP
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No/not sure...do not proceed;
obtain guidance if required.

