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APPENDIX 17: CODE OF CONDUCT

RELIEF TO DEVELOPMENT SOCIETY
CODE OF CONDUCT AND ETHICS

1.0 PURPOSE AND SCOPE

The purpose of this Code of Conduct (the “Code”) is to set standards for the employees
of Relief to Development Society (‘REDESQ”) as are reasonably necessary to
promote:

e Honest and ethical conduct, including the ethical handling of actual or apparent
conflict of interest between personal and professional relationships;

e Compliance with applicable governmental and regulatory laws, rules, codes
and regulations;

¢ Immediate internal reporting of any violations of this Code; and
e Accountability for adherence to this Code.

All employees must become familiar and fully comply with this Code. As this Code
cannot and does not cover every applicable situation or provide answers to all
questions that might arise, all employees are expected to use common sense in
determining what is right or wrong, including a sense of when it is proper to seek
guidance from, senior managers, managers or supervisors on the appropriate course
of conduct.

This Code may be reviewed by SMT from time to time. Any changes to this Code will
be notified to the employees after the Governing Board has approved such changes.

2.0 COMPLIANCE WITH LAWS

All employees must conduct themselves in compliance with all applicable laws, rules,
codes and regulations (the “Laws”), wherever REDESO conducts business and this
Code shall apply subject to the Laws.

If an employee has questions as to whether an action or conduct arising from his/her
duty complies with the law, the Head of Human Resources, or Head of Finance should
be contacted.

3.0 CONFLICT OF INTEREST

All employees must maintain objectivity and must avoid conflict of interest and
subordination of judgment in the performance of their duties and responsibilities for
REDESO.

Objectivity requires employees to be impartial and free of conflict of interest.
Employees must not subordinate their judgment to personal gain an advantage or to
the judgment of others, or be unduly influenced by their own interests or by the
interests of others in forming judgments. Employees must not participate in any activity
or relationship that would constitute a conflict of interest.

© 2020 REDESO Page 69



Staff Regulations (Human Resource Manual): September 2020
REDESO

A conflict of interest would generally arise if an employee participates in any activity or
relationship, directly or indirectly, that may impair or be presumed to impair the
employee’s objectivity, or that is somehow inconsistent with or opposed to the best
interests of REDESO.

A non-exclusive list of situations where a conflict of interest could arise includes:

¢ An employee participates as an officer or employee of, or consultant to, or has
an interest in securities or other ownership interest in any organization or
individual that has, or is seeking to have, a business relationship with REDESO
(such as a partner, supplier, or customer include refugees), or that is a
competitor of REDESO.

e An employee buys, sells or leases any kind of property, materials, supplies,
services, facilities or equipment from or to REDESO, or to any organization or
individual that has, or is seeking to have, a business relationship with REDESO
(such as arefugee, partner, supplier, or customer).

e Any of the above-mentioned situations, but involving a family member of the
employee, including benefits accruing to a family member, rather than the
employee himself.

Employees may not solicit any personal advantage from clients, suppliers or any
person in connection with REDESO business. In addition, employees should decline
advantages offered directly or indirectly in connection with their duties. The term
"advantage" may be defined as including but not be limited to a gift, loan, fee, reward,
office, employment, service and favour.

This Code cannot and does not set forth every possible conflict of interest scenario.
Therefore, there is no substitute for sound judgment by the employee in each case
based upon the particular facts involved.

4.0 CORPORATE OPPORTUNITIES

Employees must not:

e Take for themselves personally any opportunities discovered through the use
of property, or information of, or position with REDESO;

e Use any property, or information of, or position with REDESO for personal gain;
or

e Compete with REDESO.

REDESO employees owe a duty to REDESO to advance its legitimate interests when
the opportunity to do so arises.

Unless expressly required or authorized by REDESO employees must not participate
as an officer, director or employee of, or consultant to, or have an equity interest in
(other than owning securities of a publicly traded company, any organization or
individual that is a direct competitor to REDESO. Alternatively, plans to be, engaged
in any type of business that is similar to the types of businesses carried on by
REDESO.

5.0 FAIR DEALING AND INTEGRITY
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6.0

Employees should endeavour to deal fairly with customers who may include refugees,
suppliers, competitors and employees of REDESO, partners, NGOs, governmental
authorities and the public at large.

Employees should not take unfair advantage of/or injure anyone through manipulation,
concealment, abuse of privileged or confidential information, misrepresentation of
material facts, fraudulent behaviour or any other unfair dealing practice.

Employees must perform their duties and responsibilities for REDESO with the highest
degree of integrity and probity.

Integrity requires employees to perform their work with honesty, diligence, and
responsibility and in accordance with applicable laws. In the performance of their work,
employees must not be a party to any illegal activity or engage in acts that may
discredit REDESO. Integrity requires employees to observe both the form and the
spirit of the ethical principles contained in this Code.

NO DISCRIMINATION OR HARASSMENT

REDESO is committed to providing a work environment that is free from all forms of
discrimination, such as race, ethnicity, gender, creed, religion, age, disability or sexual
preference. It is REDESO policy to provide equal opportunity to all employees with
regard to hiring, pay rates, training and development, promotions and other terms of
employment.

REDESO does not tolerate harassment, including sexual harassment, in any form.

REDESO encourages Employees to embrace the following core values, which are:
Professionalism, Responsiveness, Respect, Team Work, Volunteerism, and Integrity.
These are also embraced by the ability to deal with change, respect for humanity,
personal dignity and privacy.

REDESO is also committed to providing a positive work environment that values the
wide-range perspectives inherent in the workforce and fosters individual growth and
achievement of business goals.

Any act of discrimination or harassment when dealing with employees, customers
and/or suppliers will not be tolerated and the offender will be subject to severe
disciplinary action, which may include termination of employment.

For the purpose of this Code, harassment includes inappropriate conduct, which has
the purpose or effect of: -

« Creating an intimidating, hostile, or offensive work environment; or

e Unreasonably interfering with an individual's work performance.

Forms of harassment include, but are not limited to, behaviour toward another person
based on that person’s race, ethnicity, gender, creed, religion, age, disability or sexual
preference which is unwelcome and personally offensive to its recipient.

Individuals who believe they have been subjected to discrimination or harassment
should immediately report the incident to their supervisors and the Head of Human
Resources All complaints will be promptly and thoroughly investigated.

No retaliation will be taken against any employee because he/she reports a problem
concerning acts of discrimination or harassment. Employees can raise concerns and
make reports without fear of reprisal. Employees who observe or become aware of
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harassment should immediately advise their supervisors and the Head of Human
Resources.

Upon receipt of any complaints or concerns on acts of harassment to the immediate
supervisor, Head of Human Resources who should notify the Chief Executive Officer
so that appropriate corrective steps can be taken.

7.0 PROTECTION AND PROPER USE OF ORGANISATION ASSETS

Assets of REDESO shall be used by employees for legitimate business purposes only
and are not for personal use. Assets of REDESO include, among other things,
information, materials, equipment, buildings, supplies, money, property (including
intellectual property, software, hardware and facilities).

Employees should protect the assets of REDESO by avoiding carelessness and waste
and by using such assets prudently and efficiently to conduct the business of REDESO
for its customers and partners.

The personal use of assets of REDESO without permission from the organisation is
strictly prohibited.

8.0 ORGANISATION INFORMATION

Employees are responsible for providing honest, accurate information in the course of
their work with REDESO. Such information includes:

Accounts, financial reports, tax returns, research reports, marketing information,
investigative reports, expense accounts, time reports, claims, records, human
resources information and documents of REDESO must be kept in such a way as to
accurately and completely reflect all transactions.

Knowingly providing false, incomplete or inaccurate information is improper and in
some situations may be illegal. Employees must not withhold or fail to provide
information to their supervisors or management.

9.0 CONFIDENTIALITY

Employees must not disclose any confidential information of REDESO, its customers,
suppliers, business partners, employees or stakeholders, except when disclosure is
required by law or authorized in writing by REDESO in accordance with the relevant
policies in force from time to time.

Confidential information includes all non-public information relating to, among other
things, decisions, operations, procedures, plans, earnings, financial or business
forecasts, databases, names and addresses, competitive bids, formulas, designs,
configurations, technical processes, methods or business secrets, supplies or
materials, research, development, strategies and know-how, regarding REDESO, its
customers, suppliers, business partners, business relationships, employees, that
might be of use to competitors or harmful to REDESO, its partners, customers,
suppliers, business relationships, employees or stakeholders, if disclosed.

100 REPORTING OF ILLEGAL OR UNETHICAL BEHAVIOUR

Employees should report the conduct or action by any employees that does not comply
with the law or with this Code. Reports will be treated as confidential to the extent
possible as allowed by law. No employee will be disciplined for reporting a concern in
good faith. However, the company will take disciplinary action against any employee
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who intentionally provides false or malicious information in connection with an alleged
violation of the law or with this Code.

Actual or suspected incidents of corruption, theft, fraud, embezzlement or similar
offences must be reported on a confidential basis to the Chief Executive Officer and/or
the Deputy Chief Executive Officer or Senior Manager immediately.

11.0 NON-COMPLIANCE WITH THIS CODE OF CONDUCT

Non-compliance with this Code shall result in disciplinary action. Serious and/or
deliberate non-compliance may result in termination of employment.

The undersigned has read, understood and agreed to the provisions of this Code. The
undersigned further understands that he/she must comply with the standards as set out
in this Code, and that failure to comply with any of these standards could result in
disciplinary action, including termination of employment.

Employee Name:

Employee ID Number:

Position/Grade:

Signature:

Date:
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