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Welcome to the CHS
Alliance Toolkit for

creating an effective
Code of Conduct.




WELCOME

This toolkit has been designed by
CHS Alliance to assist organisations
to develop, implement, and review
an effective and integrated Code
of Conduct (CoC) that is aligned
with their organisational goals

and Human Resources (HR) and
people management systems.

It reflects good practice and
includes a user-friendly step-by-
step implementation process,
customisable templates, checklists,
hints and tips, as well as additional
resources to support you.

CHS ALLIANCE

CHS Alliance is a global network of humanitarian
and development organisations committed to
making aid work better for people. Together, we
are a movement to strengthen accountability and
to put people affected by crisis at the heart of what
we do by implementing the Core Humanitarian
Standard on Quality & Accountability (CHS).

All CHS Alliance members are
required to have a CoC that
prohibits sexual exploitation,
abuse and harassment.

CHS Alliance has issued this toolkit to advise, guide
and support organisations how to be accountable
to people affected by crisis, protect against sexual
exploitation, abuse and harassment and support
more effective people management.

HOW TO CREATE AN EFFECTIVE CODE OF CONDUCT

CODE OF CONDUCT
REQUIREMENTS IN THE CHS

The information contained in this toolkit supports
organisations to implement the CHS, with particular
reference to Commitments 3, 4 and 8, as outlined
below:

¢ CHS Commitment 3.6 to identify and act upon
potential or actual unintended negative effects in
a timely and systematic manner, including in the
areas of:

a) people’s safety, security, dignity and rights;

b) sexual exploitation and abuse by staff;

c) culture, gender, and social and political
relationships;

d) livelihoods;

e) the local economy; and

f) the environment

¢ CHS Commitment 4.1 to provide information
to communities and people affected by crisis
about the organisation, the principles it adheres
to, how it expects its staff to behave, the
programmes its implementing and what they
intend to deliver.

¢ CHS Commitment 8.7 to have a code of conduct
in place that establishes, at a minimum, the
obligation of staff not to exploit, abuse or
otherwise discriminate against people.
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04 A CHS ALLIANCE GUIDANCE NOTE

HOW TO USE THIS TOOLKIT SYMBOLS USED IN THIS TOOLKIT

The symbols below have been developed as part

You are encouraged to tailor the information of this toolkit and are available for your use:

and resources in this toolkit according to your
specific organisational context and Needs. YOU — ceeeiii i e

can use it to support creating a new CoC, or Template
to review an existing policy based on evolving

A customisable template in
organisational goals.

Microsoft Word form.

This toolkit can be used by a range of stakeholders.

For example: 0 Checklist
A checklist to help track

¢ Those new to developing a CoC who want

progress.
to understand and follow good practice.

e Experienced HR professionals who want

) o Hints and tips
to review an existing CoC. ) ) .
A useful piece of information or

e Leaders or managers seeking to make informed advice on CoC development.

decisions about their investment in CoC

development and implementation to support the

achievement of the organisation’s strategic goals. @ Resources
More information / further resources.

STEP

01

STEP 01:  Plan the work PLAN THE WORK

The toolkit is structured into
five sections, reflecting the
recommended process steps

for ensuring there is an effective
CoC in place:

STEP 02: Consult others

Assess your readiness Stakeholder
STEP 03: Create, review for the CoC Engagement
and edit the draft development process
Data gathering
STEP 04:  Obtain approval Develop shared aims
and implement for the CoC
STEP 05:  Evaluate and enforce Scope the CoC

development or

review project
The chart (right) illustrates Sl

a CoC development or review Create a CoC

process and associated development

checklists and templates. action plan



DEFINITIONS

What is a code of conduct?

A CoCis a formal document that establishes
behavioural standards that all individuals in, or
associated with, an organisation are required to
uphold. It should reflect an organisation’s vision,
core values and culture.

What are the differences between a code of
conduct and a code of ethics?

On a day-to-day basis, these terms are sometimes
used interchangeably, but there is a difference.

Both codes of ethics and codes of conduct are
similar as they are used to encourage specific
forms of behaviour. A code of ethics is typically
an aspirational document, issued by the top-
level management or the board of directors,

STEP

03

STEP

04

HOW TO CREATE AN EFFECTIVE CODE OF CONDUCT

containing ethical values, principles and ideals

of the organisation. In contrast, a code of conduct
is typically more of a directional document,
containing specific practices and behaviours

that are to be followed or restricted.

A code of conduct is usually supported by
disciplinary procedures that will be invoked in

the event of a failure to uphold the expected
behaviour, so is typically more compliance focused
and directive. A code of ethics may be used as

a conceptual guide to inform decision making

and exemplify what ethical practice looks like,
rather than acting as a tool for compliance and
enforcement.?

1 CIPD’s Ethics at work: an employer’s guide, December 2019

STEP

05

CREATE, REVIEW OBTAIN APPROVAL EVALUATE
AND EDIT AND IMPLEMENT AND ENFORCE
THE DRAFT ..................... o teeseessssccssccsssssccane
"""""""""""""" Obtain approval Monitor, evaluate
Decide what from leadership and review
information to @
inducke Communicate Enforce

and educate

Guidelines for
writing a CoC

A CoC template
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THE BENEFITS
OF AN EFFECTIVE
CODE OF CONDUCT

An effective CoC has value

as both an internal guideline

and an external statement

of the organisation’s values

and commitments and every
organisation in the international
development and humanitarian
sector, regardless of size, mandate,
or status, can reap benefits from
having one.

An effective CoC will help to:

INTERNAL OR
WORKFORCE BENEFITS

¢ Clarify and strengthen an organisation’s
mission, values and principles, by helping
bring them to life through defining required
standards of behaviour and fostering the desired
organisational culture.

¢ Build trust, the process of developing or
reviewing a CoC represents a great opportunity
to engage your people and create a healthy
dialogue within your organisation about ethical
issues and concerns.

This in turn can help to build
trust and commitment, as
well as empower leaders,
managers and your
workforce more broadly to
effectively handle ethical
issues and dilemmas.

EXTERNAL OR
REPUTATIONAL BENEFITS

¢ Encourage engagement with and feedback
from communities and people affected by
crisis by setting out clearly and transparently
the standards of conduct your organisation is
requiring its people to uphold and how and when
to report in cases when these standards are
breached. This is an important part of meeting
the commitments of the CHS and helps to
encourage community participation, engagement
and feedback at every stage which are critical to
aid effectiveness.

. Align with CHS commitments by reflecting the
requirement for humanitarian organisations

and their workforce to be accountable to
people affected by crisis, protect against sexual
exploitation, abuse and harassment (PSEAH) and
support more effective people management,
while providing humanitarian assistance.

Build stronger relationships with suppliers,
partners and other supporters by clearly setting
out what they can expect from your organisation
and its people.

¢ Convey an organisation’s identity, culture and
priorities by setting out a clear public statement
about its commitments to high standards of
conduct and ethical behaviour. This is becoming
increasingly important as organisations across
the sector are increasingly called to articulate
their positions in relation to social movements
and global conversations. Some examples of
these could include but not limited to Black Lives
Matter, feminist leadership, de-colonisation,
and strong commitments to accountability,
safeguarding and PSEAH. This in turn, can help
your organisation to attract and retain diverse
talent at different levels.

¢ Become better positioned for funding
opportunities by demonstrating to potential
donors there are mechanisms in place to meet
donor safeguarding standards.

Prevent or mitigate legal and regulatory
breaches by serving as a common guide and
reference to support day-to-day decision-making,
encourage reports of violations, and make clear
the requirement to uphold high standards of
behaviour and regulatory compliance.

Reduce the financial risks, other penalties
and reputational damage following a case of
misconduct by demonstrating the organisation
made an effort in good faith to prevent it.



WHO DOES A CODE OF
CONDUCT APPLY TO?

Many organisations require
individuals they directly engage

or employ (e.g., staff, consultants,
contractors, interns, volunteers

or suppliers) to sign a Code of
Conduct, at which point it forms
part of the contract between the
individual and the organisation.
The signed copy should be retained
by the organisation for its records.

There may be other people who are not directly
engaged or employed by your organisation (e.g.,
visitors, implementing partners) who need to

be made aware of your organisation’s CoC and
agree to uphold it as a condition of their ongoing
relationship with your organisation. They may
also be required to sign a CoC but in most cases,
the content will need to be modified to reflect
the absence of a direct contractual relationship
between your organisation and this individual.

This is an important distinction because your
organisation can only issue disciplinary or other
penalties or sanctions (up to and including contract
termination) to individuals whom it directly
employs or engages. In a scenario where the
individual found to have committed a breach of
the CoCis not directly engaged or employed by
your organisation, this could lead to actions being
taken (e.g., a review of the contract agreement or
Memorandum of Understanding [MOU] with the
implementing partner). In this case, a final decision
about disciplinary or other penalties against the
individual would be the responsibility of the legal
employer or contract owner.

Undertaking a review of implementing partners’
CoC can be built into partner identification and
selection process. If they already have a CoC, the
purpose of this review will be to highlight if there
are any gaps which your organisation would need
to see addressed as a condition of the partnership
arrangements. If the implementing partner does
not have a CoC, then you can consider sharing
the one adopted by your organisation for them to
adjust and utilise.

HOW TO CREATE AN EFFECTIVE CODE OF CONDUCT

@ HINTS AND TIPS

Obtaining legal advice around the wording

of these two versions of your CoC (one for
your organisation and another for others
associated with your organisation) is highly
recommended. It is also recommended that
organisations which do not have a CoC in
place, prioritise the version for their contracted
workforce before developing a version for
others associated with the organisation.

CODE OF CONDUCT
DEVELOPMENT

OR REVIEW: A FIVE-
STEP PROCESS

A five-step process is outlined
below to guide you through a
comprehensive code development
or review process with measurable
outcomes.

CODE OF CONDUCT
DEVELOPMENT PROCESS

STEP 01: Plan the work
STEP 02: Consult others

STEP 03: Create, review
and edit the draft

STEP 04: Obtain approval
and implement

STEP 05: Evaluate and enforce

07



STEP

01 PLAN THE WORK

An effective CoC is built on effective planning and
engagement of the right people at the right time.
To develop a realistic plan, consider each of these
activities:

e Assess readiness to start developing a CoC
¢ Develop shared aims for the CoC
e Scope out the project to develop or review a CoC

¢ Create a CoC development action plan @

Q Annex 1: Are you ready for the CoC
development / review process? Checklist

A checklist has been developed to help you
determine the level of readiness for this exercise.
Answering ‘no’ to any particular question does
not automatically mean you are not ready to
start. Rather, this can act as a prompt to reflect
if you need to address it or not based on your
own organisational context. You can complete
the checklist as part of the preparations at

the start of the process.

It is recommended that time is invested at the
beginning of the process to ensure the purpose
and intent of the new or revised CoC are clear.
Leadership ownership and commitment to this
are essential and will inform the focus, tone and
content of the CoC. Senior managers will need
to make clear choices and provide direction
from the outset based on the specific needs and
context of your organisation. Depending on your
organisation’s governance structure, you should
have these discussions with the Board, Trustees
or other governing body.

Examples of potential priorities include to
inspire our workforce, clarify desired or
prohibited behaviour, provide guidelines
for decision-making, codify commitments
(e.g., anti-racism and discrimination,
de-colonisation, feminist leadership,
safeguarding, PSEAH, or foster the desired
organisational culture.

The question areas below will support the
discussions with senior leaders and help ensure an
effective CoC is in place at the end of the process:

i. Why?

e What is driving this internally (e.g., risks
identified) and externally (e.g., linked to
legislative, donor requirements, sector
conversations)?

e What is the specific purpose the CoC
needs to fulfil?

e What are the priorities and desired outcomes
of this exercise and how will we know we
have accomplished them?

ii. What?

¢ What priorities, risks and opportunities does
the CoC need to reflect?

e What is in the scope and what is out of the
scope for this exercise?

¢ What resources (e.g., time, financial, internal
expertise) are available for this?

iii. Who?

e Who will the CoC apply to? And who will it not
apply to? (See page 07)

¢ Who will develop or review the CoC?

iv. How?

¢ To what extent do we want this to be driven by
leadership (top-down) and to what extent can
this be a participatory approach? (Note: time is
often a factor in this)?

¢ How do we want our organisational mission,
strategy and planning process, values and desired
culture to be reflected?

¢ Will this be developed internally, or by engaging
external expertise?

e How can we ensure alignment within our existing
policy framework and other organisational
initiatives?

e How can the CoC help ensure compliance and
manage risks?

¢ How can we approach this to motivate staff?

e What is non-negotiable for us and where may
there be some flexibility within this exercise?



In scope Out of scope Assumptions / Constraints  Risks

What the CoC What is not e Resources and budget e.g.

development included in the o Timclines « Project manager
project must deliver  CoC development RS ERERs

e Existing processes
for collecting feedback

project

or under-skilled for
the task

Existing quality
systems and processes

e Senior leadership
cannot sustain

Organisational strategic

commitment

and operational plans

When leadership buy-in and direction are secured and
resources have been allocated, there will normally

be an assigned focal point or Project Manager who
will lead and coordinate this work. It is vital that this
person has had the discussions with senior leaders to
develop a shared intent for the CoC and is clear on the
points above from the beginning of the process.

An effective CoC will be one which finds the
right balance between values-driven and
compliance-focused aspects. To achieve
this in practice and avoid the document
becoming too long, there may need to be
decisions based on prioritisation of what

is most important for your own particular
organisation. This should form part of the
discussions with leadership.

Annex 2: CoC Development or Review —
Action Plan Template

One of the first tasks of the assigned focal point or
Project Manager will be to develop a project plan.
A simple Action Plan Template has been included
in this toolkit. It is important to remember that this
plan can be reviewed and updated as required as
the project progresses.

This should reflect the actions required to develop

or review the CoC as well as its implementation,
evaluation and enforcement. Responsibility for
implementing the individual actions should be agreed
and allocated, with built-in reporting mechanisms,
budget allocations and clear oversight of the overall
plan. In particular, the senior leadership team must
have clear ownership of the CoC development or
review plan to ensure the required resources are
available, and the right people are involved.

As part of this process, it is recommended that
the following table is populated by the assigned
focal point or Project Manager to capture the
final decisions on the scope for the project and
document the assumptions, constraints or risks
identified at the beginning.
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STAKEHOLDER ENGAGEMENT

It is important that the CoC meaningfully reflects different communication needs and establish with
the needs, issues, values and aspirations of your whom, how and when they communicate or obtain
workforce. Ensuring the right stakeholders are information.

engaged in the right way and at the right time will
help to ensure this and a considered approach to
this can be valuable.

The engagement planning model provided in this
toolkit is based on the International Association of
Public Participation (IAP2) spectrum of engagement

By using a stakeholder engagement plan, the (2014)? adapted for use below:
assigned focal point or Project Manager can explore

TABLE 2: CODE OF CONDUCT DEVELOPMENT OR REVIEW PARTICIPATION SPECTRUM

INCREASING LEVEL OF ENGAGEMENT

Inform Consult Involve Collaborate Empower
COMMITMENT
We will keep you  We will listen to We will work with We will work We will actively
informed your ideas and you to ensure with you for develop
concerns and that your ideas direct advice mechanisms that
provide feedback and concerns are and innovation enable you to make
on how your input  directly reflected in formulating decisions
influenced the in the alternatives solutions .
decisions developed and We will implement

show how your your decisions

input influenced
the decisions

COMMUNICATION STRATEGIES

e Intranet e Forums e Workshops e CoC Development e Ballots
e Staff meetings ¢ Staff « Data collection project e Delegated
. multidisciplinar i
* Surveys * meetings piinary decisions
team member
¢ Public e Surveys
B _ e Consensus or
* Public decision making
e commitment meetings

2 1AP2’s Spectrum of Public Participation was designed to assist with the selection of the level of participation that defines the
public’s role in any public participation process. The Spectrum is used internationally, and it is found in public participation plans
around the world.


https://cdn.ymaws.com/www.iap2.org/resource/resmgr/pillars/Spectrum_8.5x11_Print.pdf
https://cdn.ymaws.com/www.iap2.org/resource/resmgr/pillars/Spectrum_8.5x11_Print.pdf

Annex 3: Stakeholder Engagement
Planning Template

There are two steps to identifying stakeholders and
their level of engagement in the project:

i. Identify all key stakeholders and define their level
of influence.

ii. Map them to a Stakeholder Engagement Plan,
with appropriate communication strategies for
each.

The Stakeholder Engagement Planning template
provides more detailed information about the
activities associated with these steps.

It is important to gather information to help
ensure the CoC addresses the key issues, risks,
opportunities and context considerations of your
organisation. Consider the following:

¢ What information do you need?
e From whom can you get it?

e Who is gathering the information? Your
organisation? An external group?

¢ How do you get the information (e.g., interviews,
focus group discussions, surveys)?

e How will the information be synthesised and
analysed?

¢ How will you communicate the information/
results and with whom does it need to be shared
(e.g., report, presentation, and / or discussions)?

Gathering this information may be as simple as
running a report from an established Human
Resources Information System (HRIS). However,
many NGOs, especially those that are small, may
not have dedicated teams or systems to collect
this data. Other sources of information that could
contribute to the CoC development and review
process could include:

e Culture surveys
¢ Staff engagement surveys

¢ 360° feedback / surveys on management /
leadership

¢ Performance planning and reviews
e Grievances and disciplinary cases

¢ Whistleblowing policy and cases

e General reports from external reporting
mechanisms and / or Employee Assistance
Programmes your organisation may have in place.

e Exitinterviews

e Feedback from other key stakeholders (e.g.,
implementing partners, people and communities
your organisation works with).

¢ Leadership interviews (including with Board,
Trustees or other governing body relevant to
your organisation)

e Focus groups and informal discussions

When undertaken carefully, this data gathering
can help to surface ethical issues and risks your
organisation is facing and promote open dialogue
about them which helps to build trust and
commitment.

Annex 4: Sample Interview and Focus
Group Questions — Resource

This sample gives you examples of questions you
can customise to your organisation and use to
gather information.

e |t is recommended that information is
gathered and triangulated from as many
different sources as possible, to help
ensure it is robust.

e Think about those whose voices may not
always be heard in your organisation and
try to find ways of ensuring an inclusive
and participatory process.

Consider the sequencing of your data
gathering and decide what is most logical
for your context —e.g., if surveys are
conducted and analysed first, the findings
can help inform lines of inquiry for 1-2-1
key informant interviews, or vice versa.
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03 AND EDIT THE DRAFT

When you have collected and analysed the
available data and identified the key issues, risks,
opportunities and context considerations of your
organisation, you will be ready to start drafting or
revising the CoC.

There are no global rules or requirements for

the content of a CoC and the most important
consideration are the unique needs, issues and
context within your own organisation and the
behaviours required from your people. It should
reflect your desired organisational culture and be a
source of pride for your workforce where their own
ideals are reflected.

It is important that the CoC aligns with your other
organisational policies and Staff Handbook. A
careful assessment and analysis should be made

of existing HR, Safeguarding and other relevant
policies to ensure alignment and consistency across
them. Typically, a CoC will be at a higher level than
other more detailed policies and related policies
should always be linked. A list of typical policy areas
a CoC needs to align with is provided in Annex 5.

The CoC should be comprehensive and reflect all
the key issues, risks, opportunities and context
considerations of your organisation, as well as
answer common questions that arise. This will
be unique to every organisation. However, come
common components include:

¢ A statement of senior leadership support —
a message from the most senior leader in the
organisation (e.g., Executive Director) helps to
set the tone, signal leadership commitment
and ensure the workforce understand the
CoC’s importance and purpose. A photo and a
signature can help to make this message even
stronger.

¢ Mission statement and values including vision,
culture, core values and guiding principles that
reflect the organisation’s commitment to ethics
and high standards of professional conduct.

¢ Purpose of the CoC as well as the organisation’s
policy regarding expectations surrounding it. The
goal should be to get the intended audience to
read, understand, and apply the CoC.

¢ Scope of the CoC. This is an important section
of the policy to be clear on. Due to the nature of
humanitarian and development work, including
the safeguarding risks of working with vulnerable
people in crisis, most organisations choose to
state explicitly that their CoC applies in the
workplace, all work-related functions and events,
and while on leave and outside normal working
hours. As stated elsewhere in this toolkit, it is
also important to be clear who the CoC applies
to. (See page 07)

¢ Specify requirement to comply with local
laws or regulations. This could mean including
a clause stating that the CoC forms part of all
contracts of employment, engagement and
conditions of service.

¢ Outline

— Unacceptable behaviour (e.g., harassment
(sexual and / or other), racism and / or
discrimination, physical and / or verbal abuse,
fraud, bribery, corruption).

— Required behaviour (e.g., requirement to
act with integrity, report concerns relating to
safeguarding and comply with safeguarding
mechanisms).

— Prohibited conduct with recipients of
humanitarian / programmatic assistance
(e.g., prohibition of sexual exploitation,
abuse and harassment, ensure safety and
well-being, protection of sensitive and /
or confidential information).

— Internal practices (e.g., dress code,

acceptable use of ICT systems, theft
and / or damage of working equipment).



— External practices (e.g., confidentiality,
conflict of interest, supplier/contractor
relationships, misrepresentation of the
organisation)

— Consequences — Clearly state that all
members of the workforce covered under
the scope of the CoC (e.g., staff, interns,
volunteers, consultants, contractors, and
individual suppliers) must comply with the
CoC at all times and that all proven violations
could be grounds for the organisation to
take disciplinary or other penalty actions,
up to and including contract termination.
Organisations should also include a specific
clause stating they retain the right to refer
cases for criminal investigation or to other
relevant authorities dependent on the nature
of the case.

¢ Provide clear explanations of what constitutes
desired and unacceptable behaviour to further
explain risk areas. While these should reflect
your organisation’s realities, care must be
taken to ensure examples included are general,
anonymous and not attributable to a particular
team or situation.

e Conclude with a list of resources and services for
obtaining guidance (internal to the organisation
or external) and clear guidance and channels
for reporting a violation (or whistleblowing) of
the CoC’s provisions along with details on your
enforcement policy, mechanisms, and processes.

Annex 5: Guidelines for writing a CoC -
Resource

These guidelines have been provided to assist you
in deciding what information to include in your CoC
and highlight the importance of clear outline and to
ensure it is user-friendly.

Combine these steps with our code of conduct
template (annex 6) and half of your work will
already be completed.

Annex 6: A Code of Conduct Template —
Template

This customisable template has been provided to
assist with drafting your CoC.

A CoC needs to be clear and easy to
understand. Avoid complicated language,
technical jargon, and long sentences. Do not
make it more difficult than it needs to be!
Language should be short, simple and easily
understood by all it applies to.
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“5 OBTAIN APPROVAL
04

AND IMPLEMENT

OBTAINING APPROVAL

It is good practice for the CoC to be reviewed by
a multidisciplinary team. This will help to ensure
alignment with other organisational initiatives,
communications and policies, create buy-in
across different teams, addresses concerns,

risks, opportunities and issues in different parts
of your organisation, and reflects your desired
organisational culture. Dependent on the size of
your organisation, consider how the following
functions or areas of focus could be represented:
HR, Risk Management, Communications, Internal
Audit, Security, Programmes (technical and
implementation, where applicable), Diversity,
Equality and Inclusion, Safeguarding, and

Staff Representatives. Ensuring geographical
representation in the different areas where your
organisation works is also important.

Submit the CoC to leadership for review and
comment. This step calls for active leadership
participation which helps to reinforce their
commitment to the CoC.

Legal review. The CoC should be reviewed

by internal legal counsel, a qualified human
resources expert or employment lawyer before
final approval.

Update the CoC by making revisions and
adjustments as needed based on the feedback
received.

Design the appearance. Add images, and
branding that reflect your organisation, its values
and culture to make the CoC visually appealing.

Present the “final” draft version of the CoC to the
relevant leadership team or Board of directors,

if applicable, for approval before publication and
dissemination.

COMMUNICATING AND
IMPLEMENTING THE COC

The action plan developed as part of Step 2 (Annex
2) should include clear actions for the individuals
and teams responsible for the communication

and implementation of the CoC. The Stakeholder
Engagement Plan (Annex 3) should also be reviewed
as a final check before implementation. This will
remind you of who needs to be fully informed and
prepared for their responsibilities under the CoC,
such senior managers, HR, staff and other members
of the workforce, and training providers.

Annex 2: CoC Development or Review —
Action Plan Template

Annex 3: Stakeholder Engagement
Planning Template

Communication strategies should planned to
make sure that those to whom the CoC applies
understand the importance and benefits of a CoC.

These should include two-
way communications to
allow your organisation to
gather feedback and make
adjustments as needed.

The introduction of a new or revised CoC is
important, and all stakeholders need to be aware of
and understand it. This should not be viewed as a
one-off event but part of a continuous process.

It might be useful to plan a launch event, or
series of events dependent on the size of your
organisation, to introduce the new or revised
CoC. Ideally, these should be facilitated by
relevant senior leaders as a signal of their
commitment to it.

Translate the CoC to other languages if needed.



e Ensure that every member of your workforce
required to abide by the CoC receives a copy
of it, and signs it to say they understand it and
will abide by it. This can be done in hard copy
or using electronic systems such as DocuSign.
Some organisations embed the CoC within a
mandatory online training course which requires
those completing it to tick a box to acknowledge
they have read and understood it and agree
to abide by it.

Include the CoC in your induction package for
every new member of your workforce and ensure
it is returned as part of the contracting process.

Recirculate the document (e.g., via the Intranet,
in internal newsletter articles, posters, emails)
at regular and planned intervals. Other
opportunities to highlight a CoC should also be
identified such as social events and meetings
(e.g., Town Hall or all-staff meetings, staff
retreats, ethics or safeguarding training and
workshops).

Actively help your workforce understand the
CoC, its benefits and requirements via ongoing
communications and training sessions, which can
be delivered in person or an online format.

Training should help ensure there is clarity on
what your organisation expects its people to

do when faced with ethical dilemmas, if they
observe a perceived violation of the CoC, or

if they perceive pressure is being applied to
commit misconduct. There should be increased
levels of confidence at the end of the training
about how to deal with these situations, report
concerns where needed, and make decisions that
address ethical challenges.

¢ Find ways to reward or recognise departments,
teams and individuals that demonstrate they
consistently put their CoC principles into
practice.

Role-playing which depicts relationships
and dilemma which might arise can help
engagement and deepen understanding of
the CoC'’s practical implications.

4 EVALUATE
05

AND ENFORCE

Maintaining a CoC to ensure it reflects your
organisation’s strategy and goals is a continuous
activity. A CoC that is not current is not relevant;
CoCs need to keep aligned with evolving business
strategy and goals.

Systematic monitoring, evaluation and feedback will
help inform revisions or updates to a CoC.

Your organisation should regularly monitor

and evaluate the implementation of your CoC,
paying close attention to levels of compliance
and effectiveness of enforcement mechanisms.
The results of these audits should be shared with
your workforce as far as possible to promote
transparency.

A focal point should be assigned to oversee
compliance with the CoC and report to senior
leadership on this. In some organisations this
is the Chief Ethics Officer or a senior member
of the HR team.

Monitoring the implementation of planned
outputs and activities will assist you to track,
identify and address emerging challenges. It is
useful to revisit the work undertaken from the
outset on developing a shared intent for the CoC
and on your action plan and reflect on this:

e Did we do what we said we were going to do?

e Do we need to adjust our planned activities and
timeframes for any reason?

¢ What are the effects of these adjustments
on our overall goals?

It is recommended that the CoC is formally
reviewed at least every 2 — 3 years to ensure
it remains relevant to your organisation’s
needs and its challenges, risks and
opportunities.



A CHS ALLIANCE GUIDANCE NOTE

Monitoring participation in CoC implementation
activities (e.g., % of CoCs signed, completion

of training) and feedback from key internal
stakeholders will provide valuable information

on your progress and where further actions may
be helpful. Relevant questions for reflection may
include:

¢ Are all internal stakeholders engaged as they
need to be in this process, and if not, why not?

Gathering and analysing feedback from key
internal stakeholders is important and can help
identify remedial actions to be taken. This can

be done by ad hoc surveys or be built into other
organisational feedback mechanisms such as staff
engagement or culture surveys, performance
reviews, or mechanisms for reporting suspected
breaches.

There can also be ongoing monitoring of metrics
such as suspected breaches, related investigations
and their outcomes, disciplinary or grievance cases
and their outcomes, whistleblowing, feedback
mechanisms from communities and other internal
and external stakeholders.

Regular self-assessment using selected indicators
of success will help track progress over time
towards the desired outcomes. Useful questions
for reflection at this stage include:

¢ How do we know that our new or revised
CoC is making a positive difference?

e What measures will tell us that the CoC is
successful?

¢ Who will conduct the evaluations? Internal
stakeholders or an outside organisation?

¢ When will we review the CoC?

e How will we make adjustments to the CoC as

issues and the organisation’s standards for
dealing with them evolve?

ENFORCE

Effective implementation of a CoC requires
strong ethical leadership and support, training,
continuous reinforcement and regular updates.
Ongoing activities to support the administration
and reinforcement of a CoC help to bring your
organisation’s values to life and strengthen its
culture by stimulating ethical reflections and
actions. A CoC also helps to encourage compliance
by highlighting when staff are required to ‘speak
up’ when they see others engaging in unethical
behaviour and how to do this.

Organisations should respond quickly and
consistently to all potential breaches of a CoC. A
response should both consider short-term actions
to deal with a particular case, as well as a further
investigation into the root causes which may have
contributed to a breach.

All cases related to a CoC
should be thoroughly
documented and tracked
centrally.



HOW TO CREATE AN EFFECTIVE CODE OF CONDUCT

CONCLUSION

Today, many organisations across all sectors have a CoC. However,

the quality of them varies. A strong CoC serves many functions and
offers a range of benefits for an organisation, its leaders and its
people. It represents a strong statement of intent by the organisational
leadership about the standards of conduct and ethical behaviour it
requires and the mechanisms in place to be assured of this.

Creating an effective CoC is best approached Even the smallest of organisations can —

as a managed process, reflecting the steps and and should — develop a CoC to show their
considerations outlined in this toolkit. While commitment to creating an environment of
this represents an investment of time and integrity, safety, dignity and respect for all.
resources, a well-managed process offers many

positive outcomes which make this worthwhile. CHS Alliance encourage all organisations

involved in humanitarian and development
A CoC sets out your organisation’s moral work to use this toolkit when developing or
compass and may help you to attract talented reviewing their own Code of Conduct. The
people, Board members, and funding Alliance commits to offering support to our
opportunities while enhancing your external members in their CoC development process.
reputation and supporting risk management.
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FURTHER SOURCES OF ADVICE,
SUPPORT AND INFORMATION

Ethics at work: an employer’s guide, CIPD, December 2019 (online, assessed on 27/09/2020)

Code of conduct. Topic guide. Compiled by the Anti-Corruption helpdesk. Transparency International, April 2015.

Suggested guidelines for writing a code of ethics/conduct. Deloitte, 2009 (online, assessed on 02/08/2020)

Creating an Effective Code of Conduct (and Code Program) by Jason Lunday, July 2018 in HR Compliance,
Leadership and Career. Corporate Compliance insights. (online, assessed on 20/08/20)

Employee Code of Conduct by Matt McKay, March 2019. Chron (online, assessed on 20/08/20)

Using a Code of Conduct to Build Trust in the Workplace, October 2011 in Workplace Ethics advice (online,
assessed on 20/08/20)

Creating a workable company code of ethics. A practical guide to identifying and developing organisational
standards. Ethics resource centre, 2003. (online, assessed on 17/09/20)

Difference Between Code of Ethics and Code of Conduct by Surbhi S, March 2016. Key differences (online,
assessed on 17/09/20)

Up to Code: Does Your Company’s Conduct Meet World-Class Standards? By L.S. Paine et al, December 2005.
Harvard Business Review (online, assessed on 27/09/20)



https://www.cipd.co.uk/Images/7919-ethics-guide_tcm18-66759.pdf
file:https://knowledgehub.transparency.org/guide/topic-guide-on-codes-of-conduct/5357
file:https://www2.deloitte.com/content/dam/Deloitte/in/Documents/risk/Board%2520of%2520Directors/in-gc-suggested-guidelines-for-writing-a-code-of-conduct-noexp.pdf
https://www.corporatecomplianceinsights.com/creating-an-effective-code-of-conduct-and-code-program/
https://smallbusiness.chron.com/employee-code-conduct-2731.html#:~:text=The%20purpose%20of%20a%20code,vendors%2C%20customers%20and%20other%20employees.
https://www.workplaceethicsadvice.com/2011/10/using-a-code-of-conduct-to-build-trust-in-the-workplace.html
https://www.ethics.org/wp-content/uploads/resources/Creating-A-Workable-Company-Code-of-Ethics.pdf
https://keydifferences.com/difference-between-code-of-ethics-and-code-of-conduct.html#:~:text=The%20primary%20difference%20between%20code,guidelines%20that%20influence%20employee's%20actions.
https://hbr.org/2005/12/up-to-code-does-your-companys-conduct-meet-world-class-standards

ANNEX 01: ASSESS YOUR READINESS FOR THE CODE
OF CONDUCT DEVELOPMENT / REVIEW PROCESS?

YES NO PARTIAL
1. Do you have a code of ethics that defines integrity and outlines the behaviour O O O
it expects its leadership, employees, and other stakeholders to uphold?
2. Do you have a clear statement of the organisation’s mission and values? O O O
3. Do you have an up-to-date strategic and operational plan? O O Q
4. Are your organisation’s objectives and strategy in line with its standards
of desired conduct? O O Q
5. Do you have support from executive / senior management? O O Q
6. Has leadership agreed on the benefits and purpose for the CoC O O O
development / review process?
7. Do they practice what they preach and set a good example? O O O
8. Will they devote resources to getting this done and done right? O O Q
9. Does your executive and senior management have the right skills mix O O Q
to lead the organisation through the code of conduct development?
10. Will they talk publicly about the code development and be your champions? O O Q
11.1s your management structure well designed to support a code O O Q
development process?
12. Do you have quality systems and continuous improvement processes to
support the monitoring of the development / review process and ensure O O Q
alignment with other policies?
13. Are you actively engaged with your peers and internal stakeholders to involve O
them in the CoC development / review process?
14. Do you have processes in place to collect feedback from internal stakeholders such as:

- HRIS

- Survey software subscription

- Performance management system

- Grievance and whistleblowing policy

- Exit interviews

- Possibility to have face-to-face (physical space like a meeting room)
or virtual focus group discussions or interviews (online collaboration
applications and/or video conferencing tools)

O O]0|0|0|0O

O |O]0|0|0|0] |O

O |O]0|0|0|0] O




B ANNEX 02: COC DEVELOPMENT OR
REVIEW - ACTION PLAN TEMPLATE

Why?

What is driving this internally (e.g., risks
identified, diversity, inclusion and belonging,
alignment with other organisational initiatives
such as anti-racism and feminist leadership)
and externally (e.g., linked to legislative or
donor requirements)?

What is the specific purpose the CoC needs
to fulfil?

What are the priorities and desired outcomes
of this exercise and how will we know we have
accomplished them?

Examples of potential priorities include to
inspire our workforce, clarify desired and /
or prohibited behaviour, provide guidelines
for decision-making, codify commitments
such as anti-racism and discrimination and
feminist leadership, and foster the desired
organisational culture.

What?

What priorities, risks and opportunities
does the CoC need to reflect?

What is in the scope and what is out
of the scope for this exercise?

What resources (e.g., time, financial, internal
expertise) are available for this?

Who?

Who will the CoC apply to? And who will
it not apply to?

Who will develop or review the CoC?

. How?

To what extent do we want this to be driven
by leadership (top-down) and to what extent
can this be a participatory approach?

(Note: time is often a factor in this)?

How do we want our organisational mission,
strategy and planning process, values and
desired culture to be reflected?

Will this be developed internally, and /
or by engaging external expertise?

How can we ensure alignment within

our existing policy framework and other
organisational initiatives?

How can the CoC help ensure compliance
and manage risks?

How can we approach this to motivate staff?

What is non-negotiable and where may there
be some flexibility within this exercise?

Insert a description of the internal governance
model (may include a diagram) including
identification of the assigned focal point or
project manager, members of the project team
or working group, and reporting structure,
including expectations around reporting.



Inform Consult Involve Collaborate Empower

¢ Intranet e Forums ¢ Workshops e CoC Development e Ballots

* Staff meetings  * Staff meetings * Data collection p'rolj_ect multidis- o pelegated

. . ciplinary team decisions
Surveys Surveys member

e Public e Public

commitment commitment

¢ Consensus or
decision-making
meetings

CoC Development or Review Phase

Action Timeframe

Responsibility

Outputs

Step 1: Plan the work
e Assess readiness to start developing a CoC
¢ Develop shared aims for the CoC

¢ Scope out the project to develop
or review a CoC

e Create a CoC development action plan

Step 2: Consult others
¢ Stakeholder engagement
e Gather information

Step 3: Create, review and edit the draft
¢ Decide what information to include
¢ Draft the code

Step 4: Obtain approval and implement
the code

e Review the code by a multidisciplinary
team and leadership

e Update the code
¢ Review the code by the legal counsel

e Update the final version of the code
and design the appearance

¢ Obtain approval from leadership
e Communicate and educate

Step 5: Evaluate and enforce the code
¢ Monitor, evaluate and review
¢ Enforce




B ANNEX 03: STAKEHOLDER

ENGAGEMENT PLANNING TEMPLATE

You will need: the quadrant (below) either blown up on A3 paper or
transposed onto butchers paper, small post-it notes, and pens.

Brainstorm all of the stakeholders who may be
impacted by the development or review and
implementation of the CoC. Write each stakeholder
or group of stakeholders onto a post-it note (one
for each person or group).

Using the quadrant (below), place each
stakeholder (post-it note) on the Y Axis from
those with the highest stake in the outcomes
of the CoC development or review at the top
through to those with the lowest stake at the
bottom in order of priority.

HIGH STAKE
LOW POWER

Enter text here

Level of engagement may include
inform, consult and involve

Y AXIS

Consider each stakeholder in turn and determine how
much power they have in making decisions which
may affect the outcomes of the CoC development or
review process. Move them to the left of the Y Axis

if they have no or limited decision-making impact on
the outcome and to the right if they have some or a
great deal of impact on decisions.

Now transpose each stakeholder into the
stakeholder engagement plan and decide which
level of engagement / communication strategies
are appropriate for the duration of the project.

HIGH STAKE
HIGH POWER

Enter text here

Level of engagement may include
involve, collaborate and empower

ya N
N U

X AXIS

Level of engagement may include Level of engagement may include
inform and consult collaborate and empower
Enter text here Enter text here
LOW STAKE LOW STAKE
LOW POWER HIGH POWER



Inform Consult Involve Collaborate Empower

¢ Intranet e Forums ¢ Workshops e CoC Development e Ballots

o Staff meetings ¢ Staff meetings * Data collection p'rolj.ect multidis- o pelegated

. . . ciplinary team decisions
Public Surveys member

commitment
e Consensus or

decision-making
meetings




ANNEX 04: SAMPLE INTERVIEW
AND FOCUS GROUP QUESTIONS

What does professional conduct mean in your
everyday work with our organisation?

How is our organisation perceived in the
community we work with?

What values and principles are central to
our organisation and in our work?

How effectively does this organisation put
its values and principles into practice?

Where can we improve?

Is leadership committed to high standards
of ethical behavior?

Can you give an example?

Are there particular areas where you would
like to see leadership do more?

What are some of the ethical or behavioural
issues (e.g. conflicts, pressures) that our
workforce encounters?

How do our people typically approach these
issues?

Are our people able to openly discuss their
ethical or behavioural issues and concerns?

Where can our people go for guidance if they
have guestions or concerns about professional
conduct?

How useful are these services?

How easy are they to access?

What are the main professional conduct
principles, issues and/or concerns that you feel
should be covered in our code of conduct?

What other content would you suggest in order
to make the code more useful and relevant to
our organisation?

To what extent do you feel a code of conduct
can be realistically and effectively enforced
within this organization?

What would enable this and what would
hinder it?

Before we conclude, are there any topics
we haven’t covered that you would like
to raise and discuss?



ANNEX 05: GUIDELINES FOR WRITING
A CODE OF CONDUCT (cocC)

The following is a non-exhaustive list of issues,
topics and risk areas that could be addressed in
a CoC, either under their own subject heading or
as part of a broader topic:

A code of conduct should include the
following elements:

e Memorable title P )
* Anti-terrorism
¢ Leadership letter
> e Community, supplier, contractor and vendor

* Table of contents relationships /confidentiality (CHS requirement)

* Definitions « Confidential and proprietary information

Introduction

¢ Mission statement and values

Guidelines for decision making
e Code provisions
¢ Information and resources

¢ Policy owner, date of publication and
date of next review

(CHS requirement)

Conflicts of interest (CHS requirement)
Data protection

Discrimination

Diversity and inclusion

Environment and social responsibility
(CHS requirement)

Each of these elements is detailed in turn > [Fmily & persens | i A es

in the CoC template (Annex 06). e Fraud, bribery and corruption.

¢ Gifts, entertainment, gratuities, favours
and other items of value to/from recipients
of aid, contractors, suppliers, vendors,

government employees

e Harassment (sexual and otherwise)

and / or bullying (CHS requirement)
¢ Be areasonable length to ensure

it can be understood. ¢ Health and safety (CHS requirement)

e Write as simply and clearly as possible, * Incident reporting

using plain, everyday language and * Outside employment and other activities
avoid jargon. e Personal conduct (CHS requirement)
* Provide explanations and / or e Political contributions and activity

define what you mean. ¢ Prohibition of sexual exploitation and

abuse (CHS requirement)

e Professional competence and due care
(CHS requirement)

e Representation and communications
on behalf of the organisation

e Security (CHS requirement)

¢ Use of organisational resources
(CHS requirement)

e Waivers of the code of conduct
* Work/life balance

e Workplace violence



B ANNEX 06: A CODE OF
CONDUCT (CoC) TEMPLATE

This CoC template comprises example topics
and sections. It is customisable based on your
organisation’s specific requirements — in fact the
more it is tailored to your organisation’s specific

needs, the more authentic and effective it will be.

This document should be developed to align with
contracts of employment or engagement, and
relevant organisational procedures, policies and
processes, including the Staff Handbook.

Only include the commitments you are confident
you can comply with and ensure you update and
review the document regularly.

To complete the template:

1. Guidance text appears throughout the
document, marked by © | . Guidance has been
added to help you complete the template and
will not print on your final version.

2. Update you organisation name whenever
you see: {Organisation Name}

3. Replace {items in angle brackets} with your
own wording.

You can print or save either the whole pdf or
separate pages or sections — just choose the page
numbers in your print dialogue box. If you want to
start again, there is a reset button which reset all of
the data back to the original content — make sure
you don’t click this before you save.



Guidance note
Put some thought
into what you will

call your code

of conduct and
the message it
conveys. Develop

a thematic title

and try to link it

in some way to
your organisation
to make it more
unique and
personal.

CODE OF CONDUCT

{Organisation Name’s} Code of Conduct

Letter from the {insert the exact title of the leadership}

Dear Colleague,

| am pleased to share with you the {title of your code of conduct}, intended to inform all those who work
directly for {Organisation Name} of their legal and ethical responsibilities and obligations and our
requirements about their standards of conduct and behaviour. {Organisation Name} applies high ethical,
moral and legal principles in all that we do. Our vision is {insert the vision of the organisation}. At its core,
the code of conduct expresses the fundamental values that drive our behavior.

At {Organisation Name}, we believe that living by a set of core values {insert the values of the organisation}
will guide the way we treat each other and how we make our day-to-day decisions. These shared values are
vital to securing and maintaining respect from our donors, workforce, communities we serve, governments
we work with and the public at large. We regard the quality of our programmes, the safety of our people
and affected populations, and our integrity in all professional relationships among our most valuable assets.

The Code of Conduct is not intended to make you an expert on every issue, but rather to help you identify
risks, obtain guidance, and make good choices. We must constantly be alert to gaps between policies and
practice and work to address them.

This document is designed for our workforce and should also be shared with visitors, implementing partners,

donors and other supporters, so they understand the standards to which we are committed.

It is important you ensure you read, understand and abide by this CoC in its entirety. You will also be
required to ensure you keep updated with any changes and to continue to adhere to it as it evolves in line
with our organisation.

Please join me in affirming our commitment to {insert the title of your code of conduct} and in making us a
leader in legal and ethical behaviour in all that we do.

Sincerely,
{insert the name of the leadership}
{insert the exact title of the leadership}

Guidance note
The leadership
letter sets the tone
and demonstrates
the commitment
to and importance
of an ethical work
environment. It
should explain
how a CoC should
be used by those
who are expected
to abide by it and
the reasons for its
focus. This is an
opportunity for
your leadership
to inspire.



i CODE OF CONDUCT

Guidance note
include a table
of contents to
give users a quick
overview of key
code provisions
and resources,
thereby making
the document
as a whole more
accessible and
readable.

Table of contents

Letter from the {Insert the exact title of The Leadership}
Table of Contents

Definitions

Introduction

Mission statement and values

Guiding Principles

Code Provisions

Information and Support

Employee Commitment



CODE OF CONDUCT i

Definitions

Code of conduct
a set of rules outlining the requirements, rules and responsibilities of, proper practices and conduct for an
individual.

Elevation / escalation
the process of flagging an issue or violation of the code of cconduct.

Harassment

covers a wide range of behaviours of an offensive nature. It is commonly understood as behaviour which
disturbs or upsets, and it is characteristically repetitive. It also includes behaviours that are threatening or
disturbing.

Discrimination

treatment or consideration of, or making a distinction in favor of or against, a person or thing based on the
group, class, or category to which that person or thing is perceived to belong to rather than on individual
merit. Types of discrimination include aspects such as race, color, religion, sex, socioeconomic status, sexual
orientation, public assistance status, disability, and age.

Enforcement
the process of moving from elevating an issue to be addressed, to acting on resolving that issue.

Inclusion
a state of being valued, respected and supported. Often referred to in terms of an event or community, as in
an “inclusive event”, meaning one that’s welcoming and respectful.

Safeguarding
the responsibility that organisations have to make sure their workforce, operations, and programmes do no
harm to children and vulnerable adults, and that do not expose them to the risk of harm and abuse.

Sexual abuse
an actual or threatened physical intrusion of a sexual nature, whether by force or under unequal or coercive
conditions.

Sexual exploitation

any actual or attempted abuse of a position of vulnerability, differential power or trust for sexual purposes,
including, but not limited to, profiting monetarily, socially or politically from the sexual exploitation of
another.

Guidance note
Include a glossary
of terms to help
ensure a thorough

understanding

of the CoC. Itis
recommended this
section includes
the organisation’s
core values and
what they mean,
a definition of the
CoC and related
terminology. Some
examples are
provided here.



iv CODE OF CONDUCT

Guidance note
Provide an
expanded

explanation for

the code and
its purpose.

The following

guestions might

be helpful in
formulating your
introduction:

1. Why is the code
important? Will it
be enforced? Is it
mandatory? Who
does it cover?

2. What is the
purpose and the
objective that the

code is intended to
accomplish? What
does it address?

3. What is the
scope of the code?
To whom does it
apply? To whom
does it not apply?

4. Are you
referring to a set
of standards for

specific behaviour,

or a set of values

you want people
to embrace?

Introduction

{Organisation Name}'s capacity to ensure the {core mission/mandate} depends on the ability of its people to
uphold and promote the highest standards of ethical and professional conduct.

The {title of your code of conduct} holds the values and rules that {Organisation Name} and its people shall
act by to uphold and safeguard the necessary standards of conduct and to avoid misconduct.

The rules set forth in the code are intended, to ensure respect and safety for the people and communities
affected by crisis with whom the {Organisation Name} comes into contact and provides assistance, to
protect our people and to project a positive image of the {Organisation Name} so as to guarantee the
effectiveness and integrity of our work.

The code must be followed by anyone who works for or represents the {Organisation Name}. It applies to all
{parties covered by the code} regardless of their function or tenure.

Failing to read or attest to the {title of your code of conduct} does not excuse you from these
responsibilities.

The {insert the title of your code of conduct} intends to serve as an illustrative guide for {Organisation Name}
and its people to help make ethical decisions in their professional lives, and at times in their private lives. It is
also an integral part of their conditions of employment. This code is therefore an appendix to your individual
employment or engagement contract.



CODE OF CONDUCT v

Mission statement and values

Our organisation stands for the core values of {insert the set of values you want people to embrace}. As
such, we expect all organisation members to be directed by the same values in their judgment and behavior.

Integrity
We fulfill our work with integrity and trustworthiness toward our stakeholders. We are all expected to avoid
any personal, financial or other interests that may interfere with the quality of work.

Professionalism
We show professionalism in every aspect of conduct and are accountable — individually and collectively — for

our behaviors, actions and results.

Respect
We genuinely acknowledge and respect each other’s individual values, beliefs, efforts and ideas.

Accountability
We are accountable to the people and communities we serve and the supporters who enable our work.

Guidance note
Address the
responsibilities
and duties of
your organisation
to its various
constituencies
or stakeholders.
Identify and
express your
organisation’s
values clearly and
prominently, not
simply as a list.
Where possible,
align the values
to individual
code provisions.
For example,
if speaking up
is one of your
organisation’s key
values, it could be
tied to a provision
outlining the
grievance policy.
Some examples
are provided here.



Vi CODE OF CONDUCT

Guidance note
Offer guidelines for
decision making
by defining types
of situations
where the CoC can
provide guidance.
Some examples
are provided here.

Guiding principles

{Organisation Name} is guided by {insert the guiding principles, Charter of the United Nations or respect of
fundamental human rights, social justice and human dignity} and endorses the Code of Conduct {keep if
applicable: for the International Red Cross and Red Crescent Movement and NGOs in Disaster Relief}.

As such:
{insert each guiding principle and explanation}

{Organisation Name} and its people will respect the dignity and worth of every individual, will promote and
practise understanding, respect, compassion and tolerance, and will demonstrate discretion and maintain
confidentiality as required.

{Organisation Name} and its people will show respect for all persons equally without distinction whatsoever
of race, gender, religion, colour, national or ethnic origin, language, marital status, sexual orientation, age,
socio-economic status, disability, political conviction, or any other distinguishing feature. {Organisation
Name} and its people will strive to remove all barriers to equality.

{Organisation Name} and its staff will not tolerate any form of sexual exploitation or abuse and are aware
that misconduct is ground for disciplinary measures, up to and including summary dismissal / contract
termination.

Making good decisions and ethical choices builds trust between us and the people we serve. But not all
situations are straightforward—how do you make the best choice when faced with difficult or unclear
circumstances? How do you navigate ethical dilemmas? While the {insert the title of your code of conduct}
won’t tell you exactly what to do in every situation, it serves as a guide to help you make good decisions and
navigate complex situations where the answer might not always be clear.

When faced with a difficult decision or situation follow these steps:

PAUSE. Does a situation make you uneasy? Are your instincts telling you something is not quite right? Pause
before you act and consider how to approach the situation.

THINK. Is your approach consistent with {Organisation Name} culture and the values in this {insert the title of
your code of conduct}? Does it build or maintain trust? Never sacrifice long-term reputation and trust for a
short-term benefit.

ASK. Ask questions and get help. Talk to {insert the name of units/persons in charge of providing help
regarding your code of conduct}. Get help from your manager or another manager. Email {insert the email
for any help with your code of conduct}. These are good resources to help you make the right decision.

Guidance note
Provide examples
of everyday
decisions and
guidelines for
making them in
a tough situation.
An example is
provided here.
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Code provisions

In deciding which topics to address, you might ask:

= What are the principal laws and regulations applicable to our organisation?
= What has gone wrong in the past?

= What else could go wrong?

« What has gone wrong in peer organisations?

= What guidance do we need to offer our peoples?

= Where are there grey areas? What do we need to clarify or confirm?

We recommend an easy, clear structure to maximise the code’s readability and usability. It's good practice
to limit to five-seven key areas or code provisions. An example is provided below.

The {Organisation Name} is committed to ensuring safe and secure conditions for all its people, regardless of
position or location, and to maintaining a work environment that promotes well-being, resilience, health and
productivity.

Upholding this code of is a responsibility shared by all involved in delivering on the {Organisation Name}'s
mission.

We follow the rules and regulations of all countries and places where we operate and will not seek to take
personal advantage of any privileges that have been conferred in the interest of {Organisation Name}.

As a staff member, intern, volunteer or consultant directly employed or engaged, | will:

« take responsibility to fully understand the {title of your code of conduct}, and its implications.

« stay informed by learning the standards of {title of your code of conduct}, that apply to my role and
participating in code of conduct training sessions.

» seek guidance and consult with others when the appropriate course of action is unclear.

« refuse to do something that violates the {title of your code of conduct}, or the law, even if my refusal
results in the failure to meet {Organisation Name}’ objective.

« carry out work duties in a way that does not harm children, vulnerable adults or other people, and does
not expose them to further risk of abuse or exploitation.

« raise a concern in good faith about potential ethics or misconduct breach.

« cooperate with an investigation. | will not conceal or destroy information.

Guidance note
Code provisions
are the specific
standards of
behaviour
required by your
organisation and
selected to be
highlighted and
addressed in the
CoC. These include
examples of which
behaviours are not
acceptable, and
which behaviours
are required.
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As a manager and leader, | will:

 lead by example and be a positive role model to others.

= promote awareness of the {Organisation Name} code of conduct and make sure all those | supervise are
equipped with the knowledge and resources they need to comply with them.

« remove distractions and listen carefully to anyone who raises a misconduct concern, thank the person for
speaking up and show concern for their safety and overall well-being, reflecting a survivor-centred approach
where applicable.

« respond respectfully and take every concern seriously, make sure matters are resolved in a fair and
appropriate manner.

= escalate ethics or misconduct concerns to {insert the name of units/persons in charge of providing help
regarding your code of conduct}.

As an HR staff, | will

= ensure compliance with all aspects of the recruitment / hiring processes that aim to prevent the
recruitment of people who may not be suitable to work directly with vulnerable populations.

= continually review, identify gaps and strengthen recruitment / hiring processes with regards to ethical and
behavioural expectations.

= provide code of conduct documents as part of the contracting process and work with line managers to
ensure this is built into onboarding, orientation and induction.

= ensure that all internal stakeholders receive code of conduct training.

= ensure that all relevant internal stakeholders receive regular refresher training.

= ensure ethical and behavioural considerations are consistently incorporated into the performance
management system (probation, appraisal, etc.).

« set up and administer a system that checks understanding of code of conduct (e.g. post-training test).
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Information and support

You don’t have to have all the facts and details, or be sure that something is wrong to raise a code of
conduct and ethics concern. In {Organisation Name}, we’ll treat all reports seriously, fairly, and promptly,
and if something needs to be fixed, we’ll take action based on what we learn.

It takes courage to speak up when something’s not right. We understand that you might be uncomfortable
or anxious. That is why we do not tolerate retaliation. Anyone who retaliates against an employee for
engaging in any of these activities will be subject to disciplinary action, up to and including termination of
contract.

Raising a concern should be as easy as possible. That’s why there are a variety of ways to tell us when
something’s wrong. Where permitted by the law of your country, your reports may be made anonymously
through your reporting channels, or you can ask the {insert the name of unit in charge of providing help
regarding your code of conduct} to treat your report as anonymous.

Choose whichever reporting option you are most comfortable using. Whichever option you choose, your
confidentiality will be protected:

Email: xx@xx.org, phone: xx-Xx-Xxx-xxx, web: www.xxx.org

By Mail: {insert the name of unit in charge of providing help regarding your code of conduct}
{Organisation Name}
{insert the postal address}

In addition, you can always raise concerns with your manager, any {Organisation Name} manager, HR,
Finance, etc...

Violation of this code of conduct by anyone, regardless of position or tenure, may result in disciplinary
action, up to and including termination of contract.

The following are examples that may result in disciplinary or other penalty action being taken:
= violating the code

« forcing or encouraging others to violate the code

« failing to report known or suspected violations of the code

« interfering with an audit or investigation

 being uncooperative or untruthful during an audit or investigation

« retaliating against others for raising a concern

Any member of our workforce who persistently show indecorous behaviour may face demotion, reprimand,
detraction of benefits, suspension, or termination. Legal actions may be taken in cases of sexual harassment,
exploitation and abuse, theft, embezzlement, corruption, and other unlawful actions.

Every person who works on behalf of the {Organisation Name} will be asked to sign a statement certifying
that they understand and will abide by this code when they begin working for the {Organisation Name} and
each year thereafter.

Date of Policy:
Policy Owner:

Date of Next Review:

Guidance note
This part of your
code of conduct
is very critical
and should
include accurate
information on
whom to contact
and how for
further clarification
or to report a
violation of the
code provisions.
Highlight the
availability of
support (e.g., a
hotline, telephone
number, email,
app, or website)
for your people
should they have
guestions or
want to report
a concern.
Ensure reporting
mechanisms in
place protect
the identity and
confidentiality
of users. Make
sure to provide
an outline of your
enforcement
policy and
mechanisms.
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Guidance note
Provide a
CoC receipt
acknowledgment
form as an
effective way to
ensure, as an
employer, that
you have made an
effort to make sure
that employees are
informed of new
CoC and conduct
expectations.
This signed form
ensures that you
have done the best
you can to make
your employees
informed about
the expectations
that exist in
your workplace.
The following is
a sample CoC
acknowledgment
receipt that you
can customise and
use when your
workforce need
to acknowledge
their receipt and
understanding
of a CoC.

©

PRINT

Employee commitment

| acknowledge that | have read and understand the {insert the title of your code of conduct}. | agree and
commit to following the guidelines and principles as well as procedures contained within this {insert the title
of your code of conduct}. In particular | agree and undertake to:

= conduct the duties required of me as {Organisation Name}'s employee with integrity and to the best of my
abilities;

= not seek to use my position or knowledge acquired through my position to unfairly benefit myself, friends,
family, associates, or organizations in which | or one of these individuals or entities have an interest;

« take all necessary steps to avoid any conflict of interest situation, the appearance of a conflict of interest
situation, or any other activity that may negatively impact on {Organisation Name}'s reputation in the
community.

| understand that it is my ongoing responsibility to report any violation of the {insert the title of your code of
conduct} and to disclose any circumstances that may be an actual, potential or perceived violation of the
{insert the title of your code of conduct}.

| understand that there will be no retaliation for raising a concern about the {insert the title of your code of
conduct}.

| understand that failure to follow the {insert the title of your code of conduct}, interfering with an audit or
investigation, being uncooperative or untruthful during an audit or investigation, may have consequences,
including termination of my employment contract with {Organisation Name} and potentially, the initiation of
legal proceedings against me.

| understand the importance of understanding and complying with the {insert the title of your code of
conduct} and commit to reviewing it annually.

By sighing my name below :

« | acknowledge that | have reviewed the {insert the title of your code of conduct} and understand my
responsibilities under this policy.

= | agree to report any actual or potential situation or incident that may be contrary or in violation to the
{insert the title of your code of conduct} as soon as | become aware of it.

« | agree to abide by the {insert the title of your code of conduct} and | understand that my failure to follow
this policy may result in disciplinary action, up to and including dismissal.

Employee signature
Date
Employee Name (print letters)

Please complete and sign this form and return it to the {unit/person in charge in your organisation}.

)

RESET
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	Text Field 90: Dear Colleague, 

I am pleased to share with you the {title of your code of conduct}, intended to inform all those who work directly for {Organisation Name} of their legal and ethical responsibilities and obligations and our requirements about their standards of conduct and behaviour. {Organisation Name} applies high ethical, moral and legal principles in all that we do. Our vision is {insert the vision of the organisation}. At its core, the code of conduct expresses the fundamental values that drive our behavior. 

At {Organisation Name}, we believe that living by a set of core values {insert the values of the organisation} will guide the way we treat each other and how we make our day-to-day decisions. These shared values are vital to securing and maintaining respect from our donors, workforce, communities we serve, governments we work with and the public at large. We regard the quality of our programmes, the safety of our people and affected populations, and our integrity in all professional relationships among our most valuable assets. 

The Code of Conduct is not intended to make you an expert on every issue, but rather to help you identify risks, obtain guidance, and make good choices. We must constantly be alert to gaps between policies and practice and work to address them.

This document is designed for our workforce and should also be shared with visitors, implementing partners, donors and other supporters, so they understand the standards to which we are committed.

It is important you ensure you read, understand and abide by this CoC in its entirety. You will also be required to ensure you keep updated with any changes and to continue to adhere to it as it evolves in line with our organisation. 

Please join me in affirming our commitment to {insert the title of your code of conduct} and in making us a leader in legal and ethical behaviour in all that we do. 

Sincerely, 
{insert the name of the leadership}
{insert the exact title of the leadership} 
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	Text Field 93: Code of conduct
a set of rules outlining the requirements, rules and responsibilities of, proper practices and conduct for an individual. 

Elevation / escalation
the process of flagging an issue or violation of the code of cconduct.

Harassment
covers a wide range of behaviours of an offensive nature. It is commonly understood as behaviour which disturbs or upsets, and it is characteristically repetitive. It also includes behaviours that are threatening or disturbing.

Discrimination
treatment or consideration of, or making a distinction in favor of or against, a person or thing based on the group, class, or category to which that person or thing is perceived to belong to rather than on individual merit. Types of discrimination include aspects such as race, color, religion, sex, socioeconomic status, sexual orientation, public assistance status, disability, and age.

Enforcement
the process of moving from elevating an issue to be addressed, to acting on resolving that issue.

Inclusion
a state of being valued, respected and supported. Often referred to in terms of an event or community, as in an “inclusive event”, meaning one that’s welcoming and respectful.

Safeguarding 
the responsibility that organisations have to make sure their workforce, operations, and programmes do no harm to children and vulnerable adults, and that do not expose them to the risk of harm and abuse. 

Sexual abuse
an actual or threatened physical intrusion of a sexual nature, whether by force or under unequal or coercive conditions. 

Sexual exploitation
any actual or attempted abuse of a position of vulnerability, differential power or trust for sexual purposes, including, but not limited to, profiting monetarily, socially or politically from the sexual exploitation of another. 

	Text Field 94: Definitions
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	Text Field 98: {Organisation Name}’s capacity to ensure the {core mission/mandate} depends on the ability of its people to uphold and promote the highest standards of ethical and professional conduct. 

The {title of your code of conduct} holds the values and rules that {Organisation Name} and its people shall act by to uphold and safeguard the necessary standards of conduct and to avoid misconduct.

The rules set forth in the code are intended, to ensure respect and safety for the people and communities affected by crisis with whom the {Organisation Name} comes into contact and provides assistance, to protect our people and to project a positive image of the {Organisation Name} so as to guarantee the effectiveness and integrity of our work.

The code must be followed by anyone who works for or represents the {Organisation Name}.  It applies to all {parties covered by the code} regardless of their function or tenure. 

Failing to read or attest to the {title of your code of conduct} does not excuse you from these responsibilities. 

The {insert the title of your code of conduct} intends to serve as an illustrative guide for {Organisation Name} and its people to help make ethical decisions in their professional lives, and at times in their private lives. It is also an integral part of their conditions of employment. This code is therefore an appendix to your individual employment or engagement contract.
	Text Field 99: Introduction
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	Text Field 100: Our organisation stands for the core values of {insert the set of values you want people to embrace}. As such, we expect all organisation members to be directed by the same values in their judgment and behavior.

Integrity
We fulfill our work with integrity and trustworthiness toward our stakeholders. We are all expected to avoid any personal, financial or other interests that may interfere with the quality of work.

Professionalism
We show professionalism in every aspect of conduct and are accountable – individually and collectively – for our behaviors, actions and results.

Respect
We genuinely acknowledge and respect each other’s individual values, beliefs, efforts and ideas.

Accountability 
We are accountable to the people and communities we serve and the supporters who enable our work.
	Text Field 101: Mission statement and values
	HIDE GN 12: 
	Button 17: 
	Text Field 102: {Organisation Name} is guided by {insert the guiding principles, Charter of the United Nations or respect of fundamental human rights, social justice and human dignity} and endorses the Code of Conduct {keep if applicable: for the International Red Cross and Red Crescent Movement and NGOs in Disaster Relief}.

As such:
{insert each guiding principle and explanation}

{Organisation Name} and its people will respect the dignity and worth of every individual, will promote and practise understanding, respect, compassion and tolerance, and will demonstrate discretion and maintain confidentiality as required. 

{Organisation Name} and its people will show respect for all persons equally without distinction whatsoever of race, gender, religion, colour, national or ethnic origin, language, marital status, sexual orientation, age, socio-economic status, disability, political conviction, or any other distinguishing feature. {Organisation Name} and its people will strive to remove all barriers to equality.

{Organisation Name} and its staff will not tolerate any form of sexual exploitation or abuse and are aware that misconduct is ground for disciplinary measures, up to and including summary dismissal / contract termination.

Making good decisions and ethical choices builds trust between us and the people we serve. But not all situations are straightforward—how do you make the best choice when faced with difficult or unclear circumstances? How do you navigate ethical dilemmas? While the {insert the title of your code of conduct} won’t tell you exactly what to do in every situation, it serves as a guide to help you make good decisions and navigate complex situations where the answer might not always be clear. 

When faced with a difficult decision or situation follow these steps: 

PAUSE. Does a situation make you uneasy? Are your instincts telling you something is not quite right? Pause before you act and consider how to approach the situation. 

THINK. Is your approach consistent with {Organisation Name} culture and the values in this {insert the title of your code of conduct}? Does it build or maintain trust? Never sacrifice long-term reputation and trust for a short-term benefit. 

ASK. Ask questions and get help. Talk to {insert the name of units/persons in charge of providing help regarding your code of conduct}. Get help from your manager or another manager. Email {insert the email for any help with your code of conduct}. These are good resources to help you make the right decision. 
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	Text Field 104: In deciding which topics to address, you might ask:
• What are the principal laws and regulations applicable to our organisation?
• What has gone wrong in the past?
• What else could go wrong?
• What has gone wrong in peer organisations?
• What guidance do we need to offer our peoples?
• Where are there grey areas? What do we need to clarify or confirm?

We recommend an easy, clear structure to maximise the code’s readability and usability. It’s good practice to limit to five-seven key areas or code provisions. An example is provided below.

The {Organisation Name} is committed to ensuring safe and secure conditions for all its people, regardless of position or location, and to maintaining a work environment that promotes well-being, resilience, health and productivity.

Upholding this code of is a responsibility shared by all involved in delivering on the {Organisation Name}’s mission. 

We follow the rules and regulations of all countries and places where we operate and will not seek to take personal advantage of any privileges that have been conferred in the interest of {Organisation Name}.

As a staff member, intern, volunteer or consultant directly employed or engaged, I will:
• take responsibility to fully understand the {title of your code of conduct}, and its implications.
• stay informed by learning the standards of {title of your code of conduct}, that apply to my role and participating in code of conduct training sessions. 
• seek guidance and consult with others when the appropriate course of action is unclear.
• refuse to do something that violates the {title of your code of conduct}, or the law, even if my refusal results in the failure to meet {Organisation Name}’ objective. 
• carry out work duties in a way that does not harm children, vulnerable adults or other people, and does not expose them to further risk of abuse or exploitation.
• raise a concern in good faith about potential ethics or misconduct breach.
• cooperate with an investigation. I will not conceal or destroy information.
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	Text Field 106: As a manager and leader, I will:
• lead by example and be a positive role model to others.
• promote awareness of the {Organisation Name} code of conduct and make sure all those I supervise are equipped with the knowledge and resources they need to comply with them. 
• remove distractions and listen carefully to anyone who raises a misconduct concern, thank the person for speaking up and show concern for their safety and overall well-being, reflecting a survivor-centred approach where applicable.
• respond respectfully and take every concern seriously, make sure matters are resolved in a fair and appropriate manner.
• escalate ethics or misconduct concerns to {insert the name of units/persons in charge of providing help regarding your code of conduct}. 

As an HR staff, I will
• ensure compliance with all aspects of the recruitment / hiring processes that aim to prevent the recruitment of people who may not be suitable to work directly with vulnerable populations.
• continually review, identify gaps and strengthen recruitment / hiring processes with regards to ethical and behavioural expectations. 
• provide code of conduct documents as part of the contracting process and work with line managers to ensure this is built into onboarding, orientation and induction.
• ensure that all internal stakeholders receive code of conduct training.
• ensure that all relevant internal stakeholders receive regular refresher training. 
• ensure ethical and behavioural considerations are consistently incorporated into the performance management system (probation, appraisal, etc.). 
• set up and administer a system that checks understanding of code of conduct (e.g. post-training test).


	Text Field 107: You don’t have to have all the facts and details, or be sure that something is wrong to raise a code of conduct and ethics concern. In {Organisation Name}, we’ll treat all reports seriously, fairly, and promptly, and if something needs to be fixed, we’ll take action based on what we learn. 

It takes courage to speak up when something’s not right. We understand that you might be uncomfortable or anxious. That is why we do not tolerate retaliation. Anyone who retaliates against an employee for engaging in any of these activities will be subject to disciplinary action, up to and including termination of contract.

Raising a concern should be as easy as possible. That’s why there are a variety of ways to tell us when something’s wrong. Where permitted by the law of your country, your reports may be made anonymously through your reporting channels, or you can ask the {insert the name of unit in charge of providing help regarding your code of conduct} to treat your report as anonymous. 

Choose whichever reporting option you are most comfortable using. Whichever option you choose, your confidentiality will be protected: 

Email: xx@xx.org, phone: xx-xx-xxx-xxx, web: www.xxx.org
By Mail: {insert the name of unit in charge of providing help regarding your code of conduct}
  {Organisation Name}
  {insert the postal address}

In addition, you can always raise concerns with your manager, any {Organisation Name} manager, HR, Finance, etc…

Violation of this code of conduct by anyone, regardless of position or tenure, may result in disciplinary action, up to and including termination of contract. 

The following are examples that may result in disciplinary or other penalty action being taken: 
• violating the code 
• forcing or encouraging others to violate the code 
• failing to report known or suspected violations of the code 
• interfering with an audit or investigation 
• being uncooperative or untruthful during an audit or investigation 
• retaliating against others for raising a concern

Any member of our workforce who persistently show indecorous behaviour may face demotion, reprimand, detraction of benefits, suspension, or termination. Legal actions may be taken in cases of sexual harassment, exploitation and abuse, theft, embezzlement, corruption, and other unlawful actions.
Every person who works on behalf of the {Organisation Name} will be asked to sign a statement certifying that they understand and will abide by this code when they begin working for the {Organisation Name} and each year thereafter.

Date of Policy:

Policy Owner:

Date of Next Review:
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	Text Field 109: I acknowledge that I have read and understand the {insert the title of your code of conduct}. I agree and commit to following the guidelines and principles as well as procedures contained within this {insert the title of your code of conduct}. In particular I agree and undertake to: 
• conduct the duties required of me as {Organisation Name}’s employee with integrity and to the best of my abilities; 
• not seek to use my position or knowledge acquired through my position to unfairly benefit myself, friends, family, associates, or organizations in which I or one of these individuals or entities have an interest; 
• take all necessary steps to avoid any conflict of interest situation, the appearance of a conflict of interest situation, or any other activity that may negatively impact on {Organisation Name}’s reputation in the community. 

I understand that it is my ongoing responsibility to report any violation of the {insert the title of your code of conduct} and to disclose any circumstances that may be an actual, potential or perceived violation of the {insert the title of your code of conduct}. 

I understand that there will be no retaliation for raising a concern about the {insert the title of your code of conduct}. 

I understand that failure to follow the {insert the title of your code of conduct}, interfering with an audit or investigation, being uncooperative or untruthful during an audit or investigation, may have consequences, including termination of my employment contract with {Organisation Name} and potentially, the initiation of legal proceedings against me. 

I understand the importance of understanding and complying with the {insert the title of your code of conduct} and commit to reviewing it annually. 

By signing my name below : 
• I acknowledge that I have reviewed the {insert the title of your code of conduct} and understand my responsibilities under this policy. 
• I agree to report any actual or potential situation or incident that may be contrary or in violation to the {insert the title of your code of conduct} as soon as I become aware of it. 
• I agree to abide by the {insert the title of your code of conduct} and I understand that my failure to follow this policy  may result in disciplinary action, up to and including dismissal. 

Employee signature

Date 

Employee Name (print letters) 

Please complete and sign this form and return it to the {unit/person in charge in your organisation}. 
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