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	 Note: The intention of this requirement is to allow staff to fulfil their 
duties and obligations with total impartiality and freedom from any possible 
implied or actual debt or obligation to act to the contrary;

•	 to refrain from entering into or being a party to any agreement, 
arrangement, contract or transaction of any kind with persons employed 
on or in any connection with any ship or aircraft, other than normally 
transacted travel arrangements, unless carrying out normal Customs 
business functions, or with the permission of the Chief Executive or 
manager in charge of the staff member’s work area. For the purposes of this 
requirement the term “transaction” includes the offering or acceptance of 
any favours.

	
Staff must not:
•	 undertake other employment before informing their manager who will 

decide whether the employment is compatible or may conflict with their 
official duties. Other employment should not be undertaken if it may have a 
detrimental effect on Customs duties;

•	 give preferential treatment to friends, relatives or organisations in which 
the staff member has any interest;

•	 allow adherence to, or work for, a particular political or moral cause or 
movement to influence their work performance, discredit the Service or 
jeopardise its relationships with clients, the Minister or Government (for 
further guidance on this matter, see the last paragraph of the section on 
Political Neutrality in Principle 1);

•	 fail, or decline, to take any action on the grounds that to do so would 
conflict with personal opinions (unless such opinion is an integral part of 
the staff member’s religious belief or ethnicity, in which case they should 
inform their manager);

•	 solicit or accept unauthorised gifts, rewards or benefits which might 
compromise or be seen to compromise the integrity of the staff member or 
the Service (see section on Gifts, Rewards and Benefits, below);

•	 incur any liability on the part of the Service without due authorisation. 

Any staff member who finds themselves in an actual or potential conflict of 
interest must inform their manager.
	
Gifts, rewards, benefits
An unacceptable situation is created where a gift (whatever its nature or value) 
may be seen by others as either an inducement or a reward which might place 
the staff member under an obligation to a third party. 

Sometimes the acceptance of a gift may create, or be perceived to create, 
an obligation, but refusing the gift is likely to offend the giver. In such 
circumstances, the staff member may accept the gift but must declare it to 
their immediate manager. The manager will decide how it will be received and 
acknowledged, and what should be done with the gift to protect the individual 
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and the Service from any sense of obligation or any perception of an obligation 
having been created.

Offers of travel and accommodation, where costs are to be borne by 
organisations other than the Service, may only be accepted following the 
approval of the Chief Executive or the relevant National Manager.

Bonus points or frequent flyer benefits arising from travel undertaken at official 
expense are only to be used for further travel on official business. They are not to 
be used for private purposes.
	
Misuse of information
Staff must not:
•	 use information acquired through working for Customs, for personal or 

financial gain;
•	 take advantage of a person on the basis of information gained from 

confidential records;
•	 provide false statements or information; 
•	 remove, alter or destroy official records without proper authority;
•	 release or withhold information in contravention of applicable legislation, 

policy or standards;
•	 release or communicate classified information in an unauthorised way;
•	 release information which may compromise the work of the Customs 

Service, unless required to do so by law;
•	 access information where they have no business reason to do so. 

Knowingly engaging in such activities is a very serious matter which may lead to 
prosecution and will lead to disciplinary action.
	
Information technology	
With the increasing use of technology in the New Zealand Customs Service, 
the integrity and security of our systems is vital. Staff must follow information 
technology and e-mail and Internet policies and procedures designed to maintain 
the security of our information technology system, including:
•	 Maintaining the confidentiality of your user ID password and not leaving a 

record of it anywhere that someone else may see it;
•	 Ensuring New Zealand Customs Service computer systems are not 

deliberately used in any way that may corrupt or disrupt their normal 
operation;

•	 Not tampering with or improperly using the New Zealand Customs Service 
information technology system;

•	 Not accessing other PC’s or networks by unauthorised means;
•	 Not using the Customs IT system to view, download, transmit or request 

sexual, pornographic, racist, or other offensive or objectionable material. 
The only exception is for those staff required to access such media to 
undertake their role within the Service.
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Principle 3	
Staff must not bring the Government or the Service into disrepute through 
the conduct of their private activities 

Private activities
Any behaviour of a staff member in a private capacity which does not interfere 
with the performance of official duties, or jeopardise the Service’s relationships 
with Ministers, the Government, clients, or the public, is of no concern to the 
Service. 

However staff should not at any time engage in behaviour or associations which 
would raise reasonable doubts as to the individual’s suitability for employment in 
the Service. 

Examples of unacceptable behaviour would include:
•	 conviction by a Court of Law of possession of drugs or other serious 

offences. Staff must inform their manager/team leader of any charge made 
against them (other than for minor traffic offences);

•	 out of work association with users of illegal drugs or with criminal 
elements.

Staff should not undertake private activities that reflect, or may reflect, adversely 
on the Service or its relationships with Government or the general public, and 
possibly bring a staff member’s fitness for continued employment into question.

A staff member who becomes bankrupt, or who intends to file for bankruptcy, 
must notify their National Manager as soon as possible.
	
In cases of conviction, consideration will be given to the following elements, 
together with prevailing community standards, customs and conventions: 
•	 the nature and circumstances of the offence (and any penalty); 
•	 the position, duties and responsibilities of the staff member involved; 
•	 the consequences on the ability of the staff member to fulfil the duties and 

responsibilities of their job; 
•	 the effects of the activity or its consequences on the Service’s relationship 

with clients, the Minister, the Government, or the general public; 
•	 the effects of the behaviour or its consequences on the ability of the Service 

to satisfactorily fulfil its official functions. 
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Misconduct and serious misconduct
Misconduct is behaviour which breaches any of the principles of the Code of 
Conduct, but where the risk to Customs’ reputation is minor and there is no 
criminality.

Serious Misconduct is conduct which seriously damages the credibility or 
integrity of the Service or of the officer. A test of whether an action constitutes 
serious misconduct is, has the staff member’s action irreparably damaged the 
trust on which the employment relationship is based.

Failure to comply with the principles and actions listed may constitute 
misconduct and serious misconduct.

The following is a list of additional actions which are considered to constitute (a) 
misconduct or (b) serious misconduct.

(a)	 Misconduct
•	 unauthorised absence from the workplace (AWOL); 
•	 use of abusive or offensive language; 
•	 failure to observe safety or security rules; 
•	 misuse or unauthorised use of New Zealand Customs Service property; 
•	 sleeping during working hours; 
•	 persistent absenteeism or abuse of the privilege of sick leave, or poor 

timekeeping; 
•	 failing to report absence due to sickness or emergency;
•	 behaviour which infringes the rights of the public or colleagues; 
•	 gambling on New Zealand Customs Service premises or during working 

hours; 
•	 negligence, wilful non-performance of duties, or wilful under-performance 

of duties; 
•	 non-compliance with the Service’s Personal Computer Procedures or  

E-mail and Internet Procedures which impedes the efficient operation of 
the computer system or reflects badly on the professionalism of  
the Service.

Note: In some circumstances the above actions may constitute “serious 
misconduct”.
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(b)	 Serious Misconduct
The following actions are most likely to be considered to be “serious 
misconduct”:
•	 wilful failure or refusal to comply with legal requirements or the principles 

outlined in this Code;
•	 refusal to perform work assigned or to obey a lawful order, or walking off 

the job, other than through lawful industrial action; 
•	 fraud;
•	 improper use of official information;
•	 improper or unauthorised use or possession of, or wilful damage to, 

Customs’ property or facilities (including improper/unauthorised uses of 
telephones, faxes, mail-boxes, etc.);

•	 interfering with or misappropriating first aid or civil defence supplies or 
irresponsible use of fire protection or safety equipment; 

•	 being under the influence of alcohol at work; consuming alcohol (except 
with management’s approval) in the workplace; consuming illegal drugs 
in the workplace; or being unable to perform duties satisfactorily due to 
consumption of alcohol or influence of drugs; 

•	 non-compliance with the Service’s Personal Computer Procedures or  
E-mail and Internet Procedures which seriously damages the integrity of 
the Service or of the officer or of the computer system;

•	 falsification or destruction of Customs Service records; 
•	 wilfully endangering other staff or the New Zealand Customs Service’s 

clients, including violent behaviour; 
•	 failure to observe statutory safety rules; 
•	 harassment, including sexual harassment, of other staff or clients; 
•	 the making of a false declaration;
•	 accepting bribes, favours or other corrupt practices; 
•	 criminal convictions; 
•	 behaviour which, although taking place outside the New Zealand 

Customs Service, raises reasonable doubt as to the individual’s suitability 
for employment within the Service, may also lead to disciplinary action. 
Behaviour which would fit into this category includes possession of drugs, 
whether resulting in a conviction or diversion, and association with users of 
illegal drugs or other criminals.

Note: These lists of Misconduct and Serious Misconduct actions are provided to 
give examples only. They are not exhaustive.	


