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SECTION ONE: INTRODUCTION

1. Introduction

1.1. Background

Please include the objective of the organization, date established, area of activities (specializations), and the reason for the revision of the previous manual (if applicable), changes made to earlier anti-corruption and ethics policies and procedures and other important information.

This reference manual, is one of several generic manuals developed with generous support of the European Union (EU) under the lead role of Life and Peace Institute (LPI) and implemented by the Ethiopian Institute of Peace (EIP). The main purpose of the manuals is to aid local CSO’s to adapt and adopt, and customize these manuals and internalize them as part of their policies. Apart from this manual, other generic reference manuals developed to support CSOs in this regard include: Financial Management Policy Reference Manual; Human Resource Management Policy Reference Manual, Travel Management Policy Reference Manual; Procurement Management Policy Reference Manual; and Administration Policy Reference Manual.

1.2. Purpose of This Policy Reference Manual

[bookmark: _Hlk146494064]This anti-corruption and ethics policies and procedures manual outlines the policies and procedures that can be adapted and customized by a CSO and adopt it as its anti-corruption and ethics policies and procedures manual. The anti-corruption and ethics policies manual is used in conjunction with the memorandum and articles of association and general policy of {Insert Name of your organization} and other operational documents including policies and procedures as amended from time to time by the Board of Directors (BOD), concerning various governing aspects of {Insert Name of your organization}. 

This Anti-Corruption and Ethics Policy and Procedures Manual sets forth the high standards of integrity and professionalism that {Insert the Name of Your Organization} expect from its employees and provides guidance on how to recognize and deal with bribery, fraud and corruption issues. The manual provides a statement of applicable {Insert Name of your organization} policies and procedures. Further clarifications are issued from time to time and incorporated in this manual. It governs the legal and ethical relationship between {Insert Name of your organization} and its staff, thereby setting the rights and obligations for both parties. 

The Anti-corruption and ethics policies and procedures manual is periodically amended and it is the responsibility of the Audit and Risk Committee Chairperson or his/her designate (please insert applicable position as it suits your organizational structure) to update the manual, have it approved by the BOD and place a readable copy on the server to ensure an easy access for all the employees. Approving authority, the BOD or a subcommittee duly authorized by the BOD and comprising board members. The suggestions for approval or otherwise will be placed before the BOD for final decision. Special care has to be taken that every committee or any forum or group set up for any purpose in CSO must have balanced representation of both men and women to the extent possible or practical. 

1.3. Use of This Manual by Staff

The management of {Insert Name of your organization} is dedicated to acting with integrity and honesty. Anti-corruption and ethics policies and procedures exists to support those commitments by giving {Insert Name of your organization} employees the guidance and resources to ensure they are acting ethically at all times.  {Insert Name of your organization} has developed this manual within the context of local conditions, international best practices, donor guidelines and the Ethiopian laws and regulations. The manual will serve as an on-going reference and guide for {Insert Name of your organization} employees in carrying out their duties and responsibilities.

[bookmark: _Hlk146577063]Everyone at {Insert Name of your organization} is responsible for following the provisions of the anti-corruption and ethics policies, regardless of seniority or title. The policies and procedures in this manual have been established to assist employees in understanding what is expected of them in their provision of service to {Insert Name of your organization}. This manual contains confidential information that the staff must not publish or distribute without prior written approval of the Executive Director of {Insert Name of your organization}. All forms or templates mentioned in the manual shall be kept in the office as hard copies and in an electronic filing system of the {Insert Name of your organization} as soft copies.

It is expected that all employees will become familiar with the contents of the manual and will comply with the policies and procedures and it is the responsibility of every staff of {Insert the Name of Your Organization} to be aware of and to follow these and all applicable {Insert the Name of Your Organization} anti-corruption and ethics policies and procedures. It is imperative that the procedures outlined in this manual are strictly followed by {Insert the Name of Your Organization} staff. While the statements contained in this anti-corruption and ethics manual include general policies and procedures, it is impossible for policies and procedures to address every specific circumstance. It is not intended to be comprehensive or to address all of the possible applications of, or exceptions to, the general policies and procedures described.

In case of lack of clarity about any particular clause, sentence or work contained and/or non-availability of any policy/guidelines in this manual, the interpretation and decisions of the Executive Director shall be final. The Executive Director will have the authority to waive, write off or change any particular policy or clause in this manual if necessary, for the interest of the organization. However, the Board of Directors of {Insert Name of your organization} should have information of such changes.

Amendments of this manual are done in general, in consultation with the staff members unless it is impracticable to do so. Any modification shall enter only into force retrospectively if the change is not of the disadvantage of the staff member and the changes is approved by the BOD or its assigned sub-committee. All staff must sign (Annex 1), to acknowledge receipt and understanding of this policy manual. All {Insert the Name of Your Organization} employees must sign an acknowledgement that they have read and received their manual. The HR unit shall keep this acknowledgment in their personnel files.

1.4. [bookmark: _Hlk146402342]Objectives of The Anti-Corruption and Ethics Policies and Procedures

[bookmark: _Hlk146402136]The manual explains to employees what {Insert the Name of Your Organization} expect from them and informs them of how they can expect the management of {Insert the Name of Your Organization} to handle problematic situations should any arise. This guideline covers the anti-corruption and ethics policies and procedures designed to:
· communicate essential principles and rules that reflect the behaviours and standards the organization expects from its employees and related parties;
· ensure that {Insert name of your organization here} employees operate in an ethical manner at all times and assist them in appropriately resolving ethical dilemmas;
· set out our responsibilities, and the responsibilities of those working in relation to bribery and corruption;
· provide awareness of anti-corruption standards recognizing possible warning signs of potential corrupt behavior of others and mitigation of common fraud and corruption risks;
· provide information and guidance to those working for the organization on how to recognize and deal with bribery and corruption issues;
· promote an organizational culture that encourages conduct compliant with all anti-corruption laws and Code of Conduct; and
· outline safe and effective procedures for the reporting or disclosure of genuine and reasonable concerns about alleged wrongdoing.
SECTION TWO: ABOUT THE ORGANIZATION 

2. About The {Insert Name of Your Organization Here}

2.1. {Insert name of your organization here} Mission, Vision and Goals

Please insert the vision, mission and goals of your {Insert name of your organization here} here.

2.2. Organizational Structure and Management

Insert {Insert name of your organization here} organizational chart here.

2.3. Management Team

The management team is made up of the Executive Director, Deputy Director, Administration and Finance Director, and Program Managers. (Please specify as applicable to your organization)
The Management team is responsible for making decisions that affect the day-to-day operations of {Insert name of your organization here}.

2.4. Anti-Corruption and Ethics Management Team

[bookmark: _Hlk146577153]The primary responsibility for the administering and overseeing the anti-corruption and ethics policies and procedures is vested in the Audit and Risk Committee Chairperson {where this does not apply please insert applicable position of the anti-corruption and ethics focal point in organization} with the approval of the Executive Director.

2.5. Policy Review and Updates

The Audit and Risk Compliance Officer has primary responsibility for maintaining these policies and procedures. The policies and procedures will be reviewed annually and updated as needed.








SECTION THREE: ETHICAL CODE OF CONDUCT

3. Ethical Code of Conduct

3.1. Introduction

Working at or on behalf of the {Insert name of your organization here} puts you in a position of trust and you are responsible for upholding our values and reputation when dealing with colleagues, customers, beneficiaries and local communities. {Insert name of your organization here} Code of Conduct sets out what is expected of employees at all times in upholding the {Insert name of your organization here}’s reputation. It forms a set of guiding principles and is common practice across the CSO sector. 

The Code of Conduct reflects international and UN standards, in recognition of the work of {Insert name of your organization here}. {Insert name of your organization here}’s staff should also follow the local laws and customs of any country in which they are working or travelling for {Insert name of your organization here}, except where the Code of Conduct is more stringent (in which case the Code applies).

{Insert name of your organization here} expects its staff (including temporary, agency, interim, contractor or consultant staff) to be scrupulously impartial and honest in all affairs relating to {Insert name of your organization here} and their job within it. All staff also bear a responsibility as employees to act as ambassadors for {Insert name of your organization here} in terms of their general conduct both within and outside the organization. This policy outlines the responsibilities of staff working for {Insert name of your organization here}.

3.2. Purpose

The purpose of this Code of Conduct is to express the commitment of {Insert name of your organization here} to the highest level of integrity. The activities of {Insert name of your organization here} are strongly interlinked with our society. As an organization with purpose, we value transparency, being distinct and being a pioneer for positive impact.

{Insert name of your organization here}’s Code of Ethics is designed to serve as a set of ethical and legal principles to provide guidance regarding decisions and judgments that {Insert name of your organization here}’s staff and consultants are constantly being asked to make. It represents the principles upon which {Insert name of your organization here} was established and that continue to govern its operations. When further clarification is needed, staff should consult the Administration and Finance Director or the Executive Director. 

The purpose of this Code, is therefore, to set out principles and standards of conduct and integrity for {Insert name of your organization here} staff and representatives, to inform all {Insert name of your organization here} stakeholders of the conduct they are entitled to expect, and to uphold public confidence in {Insert name of your organization here}.

3.3. Scope

The Code of Conduct applies to anyone working on behalf of the {Insert name of your organization here} and includes all employees, volunteers, sessional workers, consultants, contractors, agency staff and students. We use the term ‘employee’ throughout this document to refer to all of the above.

3.4. General Conduct

1. Employees should at all times conduct themselves in such a way as to enhance the reputation of {Insert name of your organization here}.
2. {Insert name of your organization here} will support employees who become aware of and are willing to report breaches of this policy or who genuinely believe that a breach is occurring, has occurred or is likely to occur within the organization. Employees should raise the issue internally with their manager or supervisor or in accordance with {Insert name of your organization here}’s Policy on Disclosing Information (‘Whistleblowing’).
3. These standards of conduct are intended to underpin and clarify standards required by {Insert name of your organization here} of its employees and form a fundamental part of the employment contract. Staff who fail to comply with the guidance detailed in this Policy could be subject, following full investigation, to disciplinary action up to and including dismissal. If through their actions or omissions staff are found to be in contravention of either this Policy or, indeed, their legal responsibilities then {Insert name of your organization here} reserves the right to take legal action if it deems it to be necessary to do so.

When working or coordinating with, assisting or representing {Insert name of your organization here}, I must conduct myself in a manner befitting a {Insert name of your organization here} employee, associate or representative.  I accept the following as minimum standards of behavior.  


3.5. Key Values and Principles

3.5.1. I will champion the {Insert name of your organization here}’s reputation and values by:
· treating everyone with fairness, dignity, honesty and respect
· making sure that my conduct within the workplace and outside of work doesn’t bring {Insert name of your organization here} into disrepute or impact on or undermine my ability to do my job
· having zero tolerance of illegal or unethical behavior, such as discrimination, harassment and abuse, and supporting others to challenge this behavior too.
3.5.2. I will be a positive ambassador for {Insert name of your organization here} by:
· acting in a way that supports and upholds the {Insert name of your organization here}’s reputation and being a role model to others
· ensure that my involvement in politics, religious groups, or community leadership does not contradict the mission of the {Insert name of your organization here}
3.5.3. I will place the welfare and safety of children and vulnerable people above everything else by:
· following health and safety, safeguarding and security guidelines and avoiding unnecessary risk to myself and others
· not harming children, young people, vulnerable adults or anyone with whom I come into contact, through action or omission
3.5.4. I will avoid any conflicts of interest by:
· declaring at the earliest opportunity, any financial or personal interest or family or personal relationship which may impact on the {Insert name of your organization here}’s work or where the {Insert name of your organization here}’s work or activities may provide benefit to myself, my family or someone with whom I have a close connection
· not being involved in awarding benefits or contracts for goods or services, to any person with whom I have a financial, personal or family relationship
· Seeking authorization from the Executive Director before I use contractors, consultants or other suppliers used by the {Insert name of your organization here} for my own private business
· not accepting personal gifts or any payment from governments or communities that we work with, or from donors, suppliers or other people which have been offered to me as a result of being employed by the {Insert name of your organization here}
· obtaining permission before being nominated as a candidate or taking on any other official role for a political party disclosing any past or existing personal relationship between myself and another staff member, where one manages or supervises the other. Managers shouldn’t be involved in the recruitment, selection, performance review or promotion of someone they are or have been in a relationship with.
3.5.5. I will respect confidentiality by:
· following the {Insert name of your organization here}’s Data Protection guidelines (if any)
· not sharing any confidential or sensitive information about colleagues or work-related matters unless legally required
· not speaking inappropriately or negatively about {Insert name of your organization here} with other organizations and/or the media
· getting clearance from the Executive Director or Board before making statements to the media on behalf of {Insert name of your organization here}
· not mentioning the {Insert name of your organization here} as my employer in any statement I make to the media in a personal capacity.
3.5.6. I will act on and report any concerns I have while working for the {Insert name of your organization here} including:
· any incident, abuse or concern that I witness, am made aware of, or suspect which appears to breach the standards in this code
· any concerns about bribery or corruption
· any concerns about security or safety
· any concerns about the welfare of a child or vulnerable person
· any concerns about the behavior of a representative of the {Insert name of your organization here} in connection to safeguarding
· taking immediate action and referring any report or concerns from another employee in line with our Complaints policy and procedures.
3.5.7. I will fulfil my ethical and legal responsibilities by:
· not taking advantage of my position as a representative of the {Insert name of your organization here} to control or coerce service users
· not engaging in sexual activity with children or vulnerable adults. Mistaken belief in the age of a child is not a defense.
· not engaging in sexual relationships with current or recent service users
· not engaging in a sexual manner that may bring the {Insert name of your organization here} into disrepute/or be reasonably perceived by other(s) as inappropriate, offensive, exploitative or invasive.
· not engaging in sex-related acts or behavior on one’s own behalf or others in exchange for money, goods or services which could bring the {Insert name of your organization here} into disrepute
· not encouraging, assisting or colluding with others who are acting illegally
· respecting and following local laws and customs when working or travelling internationally for the {Insert name of your organization here}, except where the Code of Conduct is more stringent (in which case the Code applies).
· not working under the influence of alcohol or using, or being in possession of, illegal substances on {Insert name of your organization here} premises or accommodation.

Reporting of breaches or suspected breaches can be made using the mechanisms set out in the {Insert name of your organization here} Whistle-blower Policy. The Board, or any person or persons appointed by the Board, shall investigate breaches of this code of conduct in a prompt, fair and impartial manner.  

Breaches or failure to report breaches of this code of conduct can result in disciplinary measures up to and including dismissal.  

3.6. Additional Provisions of the Code

Consistent with its mission, {Insert name of your organization here} has established a standard of the highest professional ability, personal integrity, and cultural sensitivity for all its staff and consultants.

3.6.1. Contracting, Subcontracting, and Procurement 
{Insert name of your organization here} believes that its interest and the interests of its clients are best served by fair and open competition in contracting, subcontracting, and procurement. 

Employees should consult applicable Ethiopian law and donor guidelines on soliciting competitive bids when procuring goods and services. For interpretation of these guidelines or specific advice on contracting, subcontracting, and procurement, employees should consult with the Financial Management Policy Manual.  All expenditures and purchases are governed by {Insert name of your organization here}’s Financial Management Policy Manual.  {Insert name of your organization here} will provide an annual orientation to Financial Management Policy to all staff to ensure that all staff are aware of {Insert name of your organization here}’s policies as well as local laws and donor guidelines. 

3.6.2. Fairness in Subcontracting
The extent of an institution’s involvement in and level of effort on a particular project should be clearly stated in the subcontract agreement signed with {Insert name of your organization here}. {Insert name of your organization here} staff should endeavor to ensure that: 1) the level of effort and role specified for the subcontractor is adhered to; 2) the subcontractor’s name is mentioned on appropriate project reports, publications, and other public documents; 3) proprietary information received from the subcontractor is kept confidential; and 4) resumes of subcontractor staff and consultants are not used without the subcontractor's permission. 
3.6.3. Plagiarism and Research Misconduct
Miscount in research means any practices that deviate from those commonly accepted by the academic and scientific communities in pursuing and publishing research and reporting on program activities. These practices include falsifying or fabricating data or results, plagiarism, and any similar practices. It does not include honest errors of differences in interpreting data or research results. In producing, creating, or writing {Insert name of your organization here} documents, staff may not use or incorporate content from other documents without crediting the sources and/or obtaining permission, as appropriate. {Insert name of your organization here} expects all employees to adhere to the highest standards of conduct in these areas as they carry out research, report on research and project activities and develop training and other program materials, guidelines and products. Any alleged or suspected misconduct in research should be reported directly to the Executive Director, along with supporting documentation. 

3.6.4. Obeying Local Laws and Traditions 
It is {Insert name of your organization here}’s policy to fully comply with Ethiopian law, donor regulations, and accepted good business practices. An infraction of laws and regulations may be cause for dismissal of the employee. 

3.6.5. Conflicts of Interest 
All {Insert name of your organization here} employees should maintain fairness, ethics, and personal integrity in all matters and avoid doing anything which is either illegal or unethical.  {Insert name of your organization here} staff must refrain from participating, or giving the appearance of participating, in any activity that compromises their ability to render fair, impartial judgments on behalf of {Insert name of your organization here}’s clients as well as in the development of new business opportunities.  {Insert name of your organization here} staff and consultants are also duty bound by Ethiopian law and donor regulations concerning individual and organizational conflicts of interest.  

3.6.6. Vendors and Service Providers 
{Insert name of your organization here} staff are cautioned against the direct use of vendors and service providers that employ their spouses and/or members of their immediate family (including relatives by marriage). While {Insert name of your organization here} may use such vendors and service providers (after a competitive bidding process, where applicable), the following steps should be taken to avoid even the appearance of impropriety. First, {Insert name of your organization here} staff should immediately bring the situation to the attention of their supervisor and the Executive Director, before their consideration as a potential bidder for the award of a contract or purchase of a commodity. The supervisor and Executive Director may determine that such a vendor or service provider is ineligible for {Insert name of your organization here} contracts or services. Second, the affected staff member may not be involved in the selection process, in supervising the delivery of goods or services, or in approving or disbursing payments. 

3.6.7. Inducement to Clients or Donor Agencies
In accordance with Ethiopian law as well as donor funding regulations and accepted good business practices, no employee is authorized to offer, or give the impression of offering, an inducement (monetary or otherwise) to any current or potential client or donor agency official for the purpose of obtaining proprietary information or influencing their judgments on future grant or contract awards. No offer or suggestion to provide employment or consultancies will be made to such an official. In addition, {Insert name of your organization here} will not, and employees or consultants of {Insert name of your organization here} shall not, offer or make any payment, or even suggest a bribe be paid to obtain a contract or "favor" from a potential client. Engaging, or seeming to engage, in such activities will result in disciplinary action and/or termination of the employee. {Insert name of your organization here}’s staff should immediately report any evidence of such activities to their supervisor and the Executive Director. 

Similarly, employees are prohibited from paying, or offering to pay, any fees or commissions to consultants or other organization staff to obtain proprietary information or to otherwise assist in any inappropriate manner in obtaining a contract or grant award. {Insert name of your organization here} staff should immediately report any evidence of such activities to the Executive Director. Any such act which is substantiated will result in immediate termination of employment with {Insert name of your organization here} employment. Any instances in which an employee is approached or asked to pay a bribe must be reported immediately to the Executive Director. 

3.6.8. Gifts
Except for gifts of nominal cost-- less than (list cost – organization can determine limit) in fair market value-- or meals and social invitations that are in keeping with good business ethics and do not obligate the recipient or the employee, it is in conflict with {Insert name of your organization here}’s interests for any employee or member of his or her immediate family to accept, give, or offer commissions, gifts, payments, services, loans, or promises of future employment to anyone in connection with his or her {Insert name of your organization here} assignment. 

3.6.9. Fees and Other Payments
Non-organization related director’s fees, honoraria for speeches, fees for jury duty, radio and TV appearances, author’s royalties and payments for published articles or article reviews, and travel reimbursements may be accepted, provided these payments do not represent activities that interfere with the staff member’s responsibilities to {Insert name of your organization here}. No salary or consulting fee, however, may be accepted by regular {Insert name of your organization here}’s staff members for services rendered to other organizations or persons during regular business hours, vacations, or sabbaticals except on behalf of {Insert name of your organization here}.  {Insert name of your organization here} staff are advised to bring any questions they may have on this policy to the attention of the Executive Director for clarification before accepting a fee, honoraria or other payment. 

3.6.10. Political and Civic Activities
It is not the intention of {Insert name of your organization here}, or this policy, to dissuade employees from participating actively in public duties. It is important, however, that by doing so there is no suggestion to a third party that the employee is acting on behalf of, or with the support of, {Insert name of your organization here}. To avoid any misunderstanding, no {Insert name of your organization here} employee should permit his or her company affiliation to be noted in any outside organization’s materials or activities without the express written approval of the Board or the Executive Director.

3.6.11. Disclosure of Information
{Insert name of your organization here} staff should exercise discretion in regard to all matters of official business. They may not communicate any information known to them by reason of their position that has not been made public, except as may be necessary in the course of their duties or by authorization of the Executive Director. Nor shall they at any time use such information to their private advantage. These obligations do not cease upon end of employment from the {Insert name of your organization here}. No employee shall disclose information about {Insert name of your organization here} development efforts without the permission of the Executive Director.


	
{Insert name of your organization here}

Commitment to the Ethical Code of Conduct

I hereby certify that I have been given a copy of {Insert name of your organization here}’s Code of {Insert name of your organization here}’s Anti-Corruption and Ethics Policy Manual. I understand that I should consult with my supervisor for further clarifications on any aspect of {Insert name of your organization here}’s Code of Ethics, and subsequently, as required, with the Administration and Finance Director or the Executive Director. 

Attested:	

I have read {Insert name of your organization here}’s full Code of Ethics and the statement above. I will conduct my work as a {Insert name of your organization here} employee in line with these principles and commit to monitor that {Insert name of your organization here} staff under my supervision do so as well.

Name (block letters): ___________________                                        Signature: ___________
Position/relationship to {Insert name of your organization here}: ________   Date: _______

Staff:  Please return this form to the Human Resources Department.


























[bookmark: _Hlk144770109]SECTION FOUR: ANTI-FRAUD, ANTI-CORRUPTION AND ANTI-BRIBERY POLICIES

4. Anti-Fraud, Anti-Corruption and Anti-Bribery Policies

4.1. Introduction

Fraud, bribery and corruption are found in all countries. They hurt the poor disproportionately, diverting resources intended for development and humanitarian assistance and increasing the costs of basic public services. They undermine economic growth and are a barrier to poverty alleviation and good governance. Often, fraud, bribery and corruption can aggravate conflict and insecurity.

There is a risk that corruption will prevent CSOs achieving their objectives, especially when they are working in countries where there are high levels of corruption. Suggestions that an CSO is linked to bribery in any way can be damaging to its reputation and undermine the trust and support of beneficiaries, partners, the wider public and donors. Public concern about the impact of bribery and corruption is a critical issue in building broad public support for aid and development.

{Insert name of your organization here} promotes a culture of honesty and integrity, and totally opposes any form of fraud, bribery or corruption. Fraud, bribery and corruption impact disproportionately on the poor and the most vulnerable people in the world. Such criminal activities divert resources intended for humanitarian assistance and development away from the intended beneficiaries; they increase the costs of basic public services; and undermine economic growth. Such actions are a barrier to poverty alleviation and good governance.

{Insert name of your organization here} need to act, and be seen to act, in a way that is honest and transparent. {Insert name of your organization here} is committed to acting professionally and fairly in all of its dealings and relationships, employing the highest standards of openness, transparency and accountability and takes a zero-tolerance approach to fraud, bribery and corruption. It is important, therefore, that {Insert name of your organization here} have in place robust anti-fraud, anti- corruption and anti-bribery policies.

4.2. Key Definitions
Fraud: Fraud is used to describe a range of illegal activities. These include, but are not limited to, deception, forgery, theft, the false reporting or concealment of material facts, collusion and corruption (including bribery) and undeclared conflicts of interest (please see {Insert name of your organization here}’s Conflict of Interest Policy).

Examples of fraud other than bribery, include, but are not limited to:
· Theft of money, property or assets
· Inappropriate use of company assets
· Submitting false expense claims
· Forging, tampering with or falsely creating documents or records
· Destroying or removing documents or records
· Knowingly creating or distributing false financial information or reports
· Engaging in bribery or corruption
· Deliberately ignoring or acquiescing in fraudulent activity

Bribery and corruption have a range of definitions in law, but the fundamental principles apply universally.

Bribery: Bribery is the offering, promising, giving, demanding or acceptance of an advantage as an inducement for an action which is illegal, unethical or a breach of trust. 
Corruption: Corruption is the misuse of public office or power for private gain, or misuse of private power in relation to business. 

Acts of bribery or corruption are designed to influence the individual in the performance of their duty and to incline them to act dishonestly.

Bribes can take on many different shapes and forms, but typically they involve corrupt intent. There will usually be a 'quid pro quo' – both parties will benefit. A bribe could be the:
· direct or indirect promise, offering, authorization or acceptance of anything of value
· offer or receipt of any kickback, loan, fee, reward or other advantage
· giving or receiving of aid, donations or voting designed to exert improper influence.

The following are some examples of attempted bribery:
· A potential supplier offers money or a gift to influence a procurement/tender process.
· A job applicant offers payment or a gift to increase his/her chances of being hired.
· A gift (e.g., excessive hospitality) offered to a local official in return for approving a proposal.
· A potential or actual beneficiary offers a payment in return for allowing him/her or their family to be given aid to which they are not entitled.
· A government official asks for a payment to secure CSO registration.
· A customs official asks for an unofficial payment or gift to release goods.
Facilitation Payment:  The final two bullets above could be examples of facilitation payments, which are usually a bribe in the form of a small, unofficial payment. It is made to secure or expedite the performance of a routine or necessary action to which the person making the payment has legal or other entitlement, e.g., an unofficial payment made to a border guard/officer in return for a speedier crossing.

Kickbacks: Kickbacks are typically payments made in return for a business favor or advantage.

Payments under Duress: Payments made under duress are in response to demands accompanied by threats to life, limb or liberty.
 
Gifts and Hospitality: These can range from small gifts or promotional materials (such as diaries and pens) to expensive hospitality (such as a holiday). Extravagant gifts and hospitality may be thinly-veiled bribes intended to induce improper behavior.

4.3.  Purpose
The purpose of the {Insert name of your organization here} Anti-Fraud and Anti-Corruption Policy is to provide clear definitions of what we mean by fraud, bribery and corruption. It is also a definitive statement to everyone associated with {Insert name of your organization here}- making clear that we will not tolerate fraudulent or corrupt activities, and the giving or receiving of bribes. This policy summarizes the responsibilities of all {Insert name of your organization here} staff and Board members to adhere to and uphold {Insert name of your organization here}’s position on fraud, bribery and corruption.

More specifically, the purpose of this policy is to:
· set out the responsibilities of our staff, and others working on our behalf in observing and upholding our position on fraud, corruption and bribery, and
· provide information and guidance to our staff and others working on our behalf on how to recognize and deal with fraud, corruption and bribery issues.

4.4. Scope

This policy applies to all the {Insert name of your organization here}’s employees (staff, contract and temporary), casual workers, agency staff, volunteers, consultants, contractors, partners and Trustees and extends to all our dealings and transactions in all countries or regions within a country {Insert name of your organization here} operates.

4.5. Policy Statement
Fraud, bribery or corruption in any form will not be tolerated by {Insert name of your organization here}. Where criminality occurs, the loss is not just to {Insert name of your organization here} but, much more importantly, to {Insert name of your organization here}’s beneficiaries who are some of the poorest and vulnerable people in the world. It may also have a major impact on {Insert name of your organization here}’s reputation and, as a consequence, donor confidence in {Insert name of your organization here}.

This, again, ultimately impacts upon our beneficiaries. {Insert name of your organization here} will conduct, manage, and monitor all aspects of our work in a way that reduces and hopefully eliminates opportunities for fraudulent or corrupt activity, including the giving or accepting of bribes.

4.5.1. High-level commitment
The Board and senior management commit to and oversee the implementation of a policy of zero-tolerance, recognizing that fraud, corruption and bribery is contrary to fundamental values of integrity, transparency and accountability and undermines organizational effectiveness.

4.5.2. Risk Assessment
a) Effective risk assessment is at the very core of the success or failure of this policy. Risk identification pinpoints the specific areas in which fraud, bribery and corruption risks arise and enable better evaluation and mitigation of these risks.
b)  The Executive Director is required to consider fraud, bribery and corruption risk as part of his/her ongoing risk assessment procedures. Where no such risks are identified this must be confirmed in writing to the Board on an annual basis.
c)  Annex 2&3 provides some of the key risk factors to be considered when assessing the corruption and bribery risk faced by {Insert name of your organization here}.

4.5.3. Effective Monitoring and Internal Control
All parts of {Insert name of your organization here} must maintain an effective system of internal control and monitoring of our transactions. Once fraud, bribery and corruption risks have been identified and highlighted via the risk assessment process, procedures must be developed accordingly to mitigate these risks.

4.5.4. Record Keeping
It is imperative that accurate books, records and financial reporting are kept. Overall financial reporting must be maintained and be transparent. False, misleading or inaccurate records of any kind could potentially damage the {Insert name of your organization here}.
4.5.5. Relationship with Partners and Consultants
The Executive Director is responsible for evaluating partner and consultant relationships and informing them of {Insert name of your organization here}’s Anti-Corruption, Fraud and Bribery policy and the need to adhere to it as appropriate.

4.5.6. Facilitation Payments and Kickbacks
In many countries, it is customary business practice to make payments or gifts of small value to government officials in order to speed up or facilitate a routine action or process. Despite this, facilitation payments as defined here are against this policy. {Insert name of your organization here} takes the view that they are illegal. {Insert name of your organization here} makes no distinction between facilitation payments and bribes – regardless of size or local cultural expectations, even if that is “how business is done here”. However, if staff are forced to pay under duress or faced with potential safety issues or harm, such a payment may be made.

All {Insert name of your organization here} employees and {Insert name of your organization here} Board members must avoid any activity that might lead to a facilitation payment being made or accepted by or on behalf of {Insert name of your organization here}. {Insert name of your organization here} prohibits the making or accepting of facilitation payments and ‘kickbacks’. If someone suspects a payment request to be solely for the purposes of facilitation, they should ask that a detailed receipt be provided. If there appears to be no legitimate reason for a request for payment, it should be explained that {Insert name of your organization here} does not make or accept facilitation payments. If a {Insert name of your organization here} employee feels it is safe and appropriate to do so, they should ask to speak to the supervisor of the person requesting the payment. If a receipt can be provided and the {Insert name of your organization here} employee does not suspect the payment is for the purposes of facilitation, a payment will be allowable.

4.5.7. Payments under Duress
It is permissible for a payment to be made in the rare and exceptional circumstances where it is believed necessary to protect against loss of life, limb or liberty (except in the case of lawful detention). If possible, the circumstances and proposed payment should be discussed in advance with a line manager. In all such cases an incident report must be submitted.

4.5.8. Gifts and Hospitality
The giving or receiving of gifts (other than those deemed to be small promotional items) by or on behalf of {Insert name of your organization here} is not permitted under any circumstances. {Insert name of your organization here} staff and Board members must exercise great caution when offering or accepting hospitality and entertainment.

They must be certain that what is being offered is not designed to gain improper benefit or does not otherwise amount to bribery or corruption.

The providing or accepting of hospitality or entertainment is allowed, as long as:
· It is not done with the intention of influencing the behavior of the recipient;
· It is done openly;
· It complies with local law.

It is not acceptable for you (or someone on your behalf) to:
· give, promise to give, or offer, a payment, gift or hospitality with the expectation that a business advantage will be received, or to reward a business advantage already given
· give, promise to give, or offer, a payment, gift or hospitality to a government official, agent or representative to "facilitate" or expedite a routine procedure
· accept payment from a third party that you know or suspect is offered with the expectation that it will obtain a business advantage for them
· accept a gift or hospitality from a third party if you know or suspect that it is offered or provided with an expectation that a business advantage will be provided by us in return
· threaten or retaliate against another working on our behalf who has refused to commit a bribery offence or who has raised concerns under this policy, or
· engage in any activity that might lead to a breach of this policy.

If a member of {Insert name of your organization here} staff or Board wishes to offer entertainment or hospitality, it must be authorized by a senior manager in advance.

4.6. Roles and Responsibilities

The prevention, detection and reporting of fraud, bribery and other forms of corruption are the responsibility of all those working on {Insert name of your organization here} behalf. All such parties are required to avoid any activity that might lead to, or suggest, a breach of this policy.

{Insert name of your organization here} Board members, Senior Management, Managers and employees at every level are responsible for protecting {Insert name of your organization here} and the communities we serve from the impact of fraud, bribery and corruption by always acting in accordance with this policy.

Board of Directors: The {Insert name of your organization here} Board is responsible for ensuring that the organization has a properly functional internal control and risk management system and expects that all instances of fraud/corruption are brought to its attention by management.

Senior Staff and Managers: It is incumbent upon {Insert name of your organization here} managers and senior staff to set an example by complying fully with {Insert name of your organization here}’s policies, procedures and controls. Managers and senior staff are responsible for ensuring that employees under their charge are trained upon and fully understand the {Insert name of your organization here} Anti-Fraud and Anti-Corruption Policy, and the consequences of non-compliance.

Senior staff and managers must be familiar with and alert to the types of fraud that might occur in their area(s) of responsibility. In particular they must:
· Ensure that this policy and all {Insert name of your organization here}’s systems, financial controls and procedures are fully understood by staff;
· Frequently check that these are being fully observed and implemented;
· Regularly review and, where necessary, update control and procedures.

All Employees: It is the responsibility of every {Insert name of your organization here} employee to carry out their work and conduct themselves at all times in such a way as to prevent fraud, bribery and corruption. All {Insert name of your organization here} employees and Board members must be alert to and report any actual or suspected instances of fraud, bribery and/or corruption.

Responsibility of the Organization: Periodic Risk Assessments: The {Insert name of your organization here} Audit and Risk Committee shall regularly (at minimum, once a year) assess risks, including those covered by this policy; assess, update and record existing and potential risks to the organization’s human and material assets.

4.7. Training and Communication
As part of the induction given to new staff and Board members to any {Insert name of your organization here} entity, {Insert name of your organization here} will effectively communicate and provide training on our Anti-Fraud and Anti-Corruption Policy. Ongoing refresher courses and training on anti-fraud and anti-corruption will also be conducted.
4.8. Reporting and Investigation
If someone connected to {Insert name of your organization here} is offered or asked to pay a bribe, they must refuse and explain that bribery runs totally counter to {Insert name of your organization here} policies. If someone suspects that fraud, bribery or corruption is, has, or is likely to take place, they must at the earliest opportunity report the matter via the line manager and/or the {Insert name of your organization here} Whistleblowing Policy. The interests and well-being of those making a report will be fully protected by {Insert name of your organization here}’s Whistleblowing Policy.

Failure on the part of a {Insert name of your organization here} employee or Board member to report suspicions may lead to disciplinary procedures being instigated, up to and including dismissal and/or legal proceedings. If an employee knowingly lodges a false report, this will be regarded as a serious disciplinary offence and dealt with in accordance with {Insert name of your organization here}’s disciplinary procedures.

Investigating reports of fraud will be as per {Insert name of your organization here}’s Fraud and Corruption Reporting and Investigation procedures (Annex 4).

4.9. Annual Appraisal
Completion of training on anti-fraud and anti-corruption and ensuring that senior staff (and those under their charge) are compliant with this policy will form part of {Insert name of your organization here}’s annual performance appraisals.

4.10. Monitoring and Review
The {Insert name of your organization here} will review the implementation of this policy in respect of its suitability, adequacy and effectiveness and make improvements as appropriate. It will periodically report the results of this process to the Trustees, who will make an independent assessment of the adequacy of the policy.

4.11. Disciplinary Sanctions
Violations of this policy will be dealt with in accordance with {Insert name of your organization here}’s Disciplinary Procedure and may result in sanctions, up to and including termination of employment.

4.12. Associated Policies and Procedures
This policy should be read in conjunction with our policies and guidelines on Code of Ethics, Whistle Blowing and Conflict of Interest which are all complimentary.


SECTION FIVE: CONFLICT OF INTEREST POLICY

5. Conflict of Interest Policy

5.1. Policy Statement

It is the policy of {Insert name of your organization here} to conduct our work in an honest, open and ethical manner and in compliance with applicable law.

This {Insert name of your organization here} Conflict of Interest Policy is designed to ensure that all potential conflicts of interest are identified and addressed in an appropriate and timely manner in order to:
· Protect the integrity of {Insert name of your organization here}’s decision-making processes;
· Protect the integrity and reputation of members of the {Insert name of your organization here} Board and employees and volunteers;
· Underpin and ensure stakeholder trust and confidence in {Insert name of your organization here} as an organization.

Conflicts of interest will occur. Even the appearance of a conflict of interest has the potential to damage {Insert name of your organization here}’s reputation. For that reason, it is essential that all conflicts of interest and potential conflicts of interest are disclosed and managed correctly in accordance with this policy.

The purpose of this policy is to:

· Set out our responsibilities and the responsibilities of those working for or on behalf of us, in relation to observing and upholding our position on conflicts of interest; and
· Provide information and guidance to those working for or on behalf of us on how to identify and report potential conflicts of interest.

5.2. Approach
The approach adopted in this policy is one of disclosure rather than automatic prohibition of transactions that may give rise to a conflict of interest. Once disclosed, potential conflicts of interest will be considered and appropriate actions to address conflicts of interest will be decided on a case-by-case basis.

5.3. Scope
The policy applies to the {Insert name of your organization here} Board, all {Insert name of your organization here} employees, and to all paid and unpaid consultants, contractors, interns, secondees and volunteers that provide supplies, services or support, to {Insert name of your organization here} or promote its work at any location in or out of Ethiopia. All such parties are referred to as “employee” in this document.

5.4. Conflict of Interest Defined
You have a conflict of interest where your private interests compete or conflict (or appear to an observer to compete or conflict) with the interests of {Insert name of your organization here}. “Private interests” include your own interests or those of your immediate family or an organization in which you are involved. In other words, a conflict of interest arises where your ability to act impartially and objectively is or appears to be compromised for reasons involving family, personal life, financial interests, or other interests outside of {Insert name of your organization here}.

Below is a non-exhaustive list of examples of conflicts of interest:
· A family or household member or an intimate friend is a director or the joint or sole owner of a supplier that {Insert name of your organization here} is considering using.
· A family or household member or an intimate friend directly or indirectly leases, rents, buys or sells property to or from {Insert name of your organization here}.
· An employee, volunteer or board member uses confidential information acquired as a result of their position within {Insert name of your organization here} to further their private interests.
· An employee is a relative or intimate friend of a manager who makes decisions on job responsibilities, pay and promotions relating to that employee.
· An employee involved in deciding on recruitment is related to or in an intimate relationship with a candidate.
· A board member or employee provides advice or is otherwise involved in an organization which competes for donor funding with {Insert name of your organization here}.

When deciding whether a potential conflict of interest should be disclosed, consider the situation from the perspective of an outsider and if in doubt, err on the side of disclosure. Even an unfounded perception of impropriety can potentially be damaging to the reputation of {Insert name of your organization here}. This policy cannot describe all conflicts of interest, and its application may be uncertain at times. You will need to exercise sound judgement and respect the spirit as well as the wording of this policy and to make sure that you avoid any appearance of impropriety.
5.5. Disclosure
Interests will be recorded on the {Insert name of your organization here}’s register of interests, which will be maintained by the {Insert name of your organization here} Secretary. The register will be accessible by the Board.

The information will be processed in accordance with data protection principles as per General Data Protection Regulations. Data will be processed only to ensure that directors and senior staff act in the best interests of {Insert name of your organization here}. The information provided will not be used for any other purpose.

Upon commencement of employment or appointment to the Board, each employee or director is required to disclose fully any interests such as relationships or posts held that could potentially result in a conflict of interest by completing the Conflict-of-Interest Disclosure Form at Annex 5. 

Thereafter all employees and directors are required to redeclare annually.
· This disclosure will be kept on file and updated as and when any other potential or actual conflicts of interest arise. It is the responsibility of every {Insert name of your organization here} Board member and employee to report new conflicts of interest as they arise rather than waiting to be asked to update their declaration of interest.
· If you think you have a conflict of interest that you have not disclosed already, promptly update your conflict-of-interest disclosure form and give it to your line manager or supervisor. If the line manager or supervisor believes there is a conflict that warrants further discussion, s/he will share the information with the Executive Director. In all cases, the line manager or supervisor will document the reporting of a possible conflict of interest and his/her decision to discuss with the Executive Director or not, as the case may be.
· In the context of a procurement that is put out to tender, each member of the relevant evaluation committee will complete and sign the Declaration for Members of The Tender Evaluation Committees at Annex 6 prior to commencing the evaluation process.
· All potential or actual conflicts of interest which involve the use of funds received from institutional donors will be communicated to the Focal Person for Compliance at {Insert name of your organization here} Head Office.




5.6. Responsibilities After Disclosure

· If you disclose a conflict, you must remove yourself from consideration of the underlying transaction. This means that you should excuse yourself from staff, Board and other meetings during consideration of the transaction. You should avoid discussing the transaction with colleagues, except your line manager, and then only if you have information relevant to the transaction. While you should not stray into the specific transaction, you may participate in more general deliberations, for example, about a programme field, that have no implications for {Insert name of your organization here}’s relationship with the vendor or beneficiary.
· The Executive Director and/or the Audit and Risk Committee may waive all or part of these requirements, to the extent permitted under donor rules and agreements, if it is believed that your participation will not create actual or apparent impropriety.
· Staff, committee and Board meeting agendas will segregate matters that require a person to absent his/herself on grounds of conflict of interest, and the meeting minutes will describe the conflicts of interest, disclose any related discussions, explain the reasons for allowing a person to excuse themselves, and document compliance with these procedures. Where a quorum is required for any meeting, a person who has a conflict of interest will not be counted towards the quorum.

5.7. Other Steps to Address Conflict of Interest
In most cases it will be sufficient to remove the person affected from any involvement in the matter giving rise to the conflict of interest so that {Insert name of your organization here} can proceed with the matter in an impartial and objective manner. However, in some circumstances, further steps may be required to address a significant or ongoing conflict of interest. These may involve recruiting a third party to assist, removing the individual affected from relevant duties, requiring an individual to relinquish a private interest or, in exceptional cases, resignation.

5.8. Approval in Cases of Material Benefit
If a {Insert name of your organization here} Board member or employee will receive a material benefit as a result of a conflict of interest where there is a material benefit, {Insert name of your organization here} will enter into the transaction only with the approval of the Audit and Risk Committee as well as the approval of the Board.

5.9. Exclusivity of Service
During your employment with {Insert name of your organization here} you shall devote your full time and attention to your duties with {Insert name of your organization here} and shall not (without the prior written consent of {Insert name of your organization here}) directly or indirectly either on your own account or on behalf of any other person, company, business entity or other organization engage in, or be concerned with, or provide services to any other business or accept any other engagement or office.

{Insert name of your organization here} encourages non-profit service outside {Insert name of your organization here}. However, such service as a director, trustee or committee member, whether as a fiduciary or as an advisor, constitutes a potential conflict of interest. Therefore, you may serve another organization in that capacity only if to the best of your knowledge, neither the organization nor any of its affiliates has a current or prospective relationship with or competes with {Insert name of your organization here}.

5.10. Sanctions
Violations of this policy may amount to misconduct and be subject to {Insert name of your organization here}’s disciplinary procedures up to and including dismissal.

5.11. Monitoring
{Insert name of your organization here} shall monitor the implementation of this policy on a regular basis (minimum annually). This policy will be periodically reviewed and updated as appropriate.












[bookmark: _Hlk144770772]SECTION SIX: WHISTLEBLOWING POLICY

6. Whistleblowing Policy

6.1. Introduction

{Insert name of your organization here} is committed to the highest standards of openness, probity and accountability. An important aspect of accountability and transparency is a mechanism to enable staff and other members of {Insert name of your organization here} to voice concerns in a responsible and effective manner. It is a fundamental term of every contract of employment that an employee will faithfully serve his or her employer and not disclose confidential information about the employer’s affairs. Nevertheless, where an individual discovers information which they believe shows serious malpractice or wrongdoing within the organization then this information should be disclosed internally without fear of reprisal, and there should be arrangements to enable this to be done independently of line management (although in relatively minor instances the line manager would be the appropriate person to be told).

It is the policy of {Insert name of your organization here} to conduct our work in an honest open and ethical manner and to take actual or alleged wrongdoing very seriously. Where no obvious impediment exists, such as, but not confined to, conflict(s) or potential conflict(s) of interest, responsibility for pursuing a whistleblowing incident, and for taking any necessary remedial or disciplinary action(s), resides with the {Insert name of your organization here}
Executive Director. If an impediment exists to the involvement of the Executive Director, responsibility will revert to the {Insert name of your organization here} Audit and Risk Committee. If for any reason the Audit and Risk Committee is also deemed unsuitable, all aspects and responsibilities will be passed to the Chairperson of the {Insert name of your organization here} Board. 

The {Insert name of your organization here} has endorsed the provisions set out below to ensure that no members of staff should feel at a disadvantage in raising legitimate concerns.

6.2. Purpose
The purpose of the {Insert name of your organization here} Whistleblowing Policy is to give effect to {Insert name of your organization here}’s duty to protect from abuse its funds, assets, employees, security procedures, policies, and the communities with which and for whom it works. To this end, {Insert name of your organization here} encourages all employees to report suspected
or actual instances of wrongdoing involving {Insert name of your organization here}’s operations or the illegal, unethical or inappropriate activities by employee(s). This document sets out {Insert name of your organization here}’s formal whistleblowing policy, which outlines safe and effective procedures for the reporting or disclosure of genuine and reasonable concerns about alleged wrongdoing, in order that appropriate remedial action can be taken by the organization.

6.3. Scope

The {Insert name of your organization here} Whistleblowing Policy applies to the {Insert name of your organization here} Board, all {Insert name of your organization here} employees and to all paid and unpaid consultants, contractors, interns, secondees and volunteers that provide supplies, services or support, to {Insert name of your organization here} or promote its work at any location in or out of Ethiopia. All such parties are referred to as “employee” in this document.

However, external actors cannot be entirely legally bound by {Insert name of your organization here} policies. Responses to activities on the part of such actors which may be detrimental to {Insert name of your organization here} will ultimately be determined by the terms of contract.
Redress may be sought through robust legal action in appropriate cases.

6.4. Objectives

This policy is designed to enable employees of {Insert name of your organization here} to raise concerns internally and at a high level and to disclose information which the individual believes shows malpractice or impropriety. This policy is intended to cover concerns which are in the public interest and may at least initially be investigated separately but might then lead to the invocation of other procedures e.g., disciplinary. These concerns could include:

· Financial malpractice or impropriety or fraud 
· Failure to comply with a legal obligation or Statutes 
· Dangers to Health & Safety or the environment 
· Criminal activity 
· Improper conduct or unethical behavior 
· Attempts to conceal any of these

It should be emphasized that this policy is intended to assist individuals who believe they have discovered malpractice or impropriety. It is not designed to question financial or business decisions taken by {Insert name of your organization here} nor should it be used to reconsider any matters which have already been addressed under harassment, conflict of interest, complaint, disciplinary or other procedures.

6.5. Questionable Conduct

This policy is designed to address situations in which an employee suspects another employee has engaged in illegal acts or questionable conduct involving {Insert name of your organization here} assets. This conduct might include outright theft (of equipment or cash), fraudulent expense reports, miss-statements of any accounts to any manager or to {Insert name of your organization here} auditors, or even an employee's conflict of interest that results in financial harm to {Insert name of your organization here} but also extends to acts of corruption. {Insert name of your organization here} encourages staff to report such questionable conduct and has established a system that allows them to do so anonymously if necessary.

6.6. Making A Report
If an employee suspects illegal conduct or conduct involving misuse of {Insert name of your organization here} assets or in violation of the law, he or she may report it, anonymously if the employee wishes, and will be protected against any form of harassment, intimidation, discrimination or retaliation for making such a report in good faith.

Employees can make a report to any of the following at any time: Executive Director, Admin and Finance Director, or Audit and Risk Committee chairperson. Reports can be made by telephone or in writing. {Insert name of your organization here} will promptly conduct an investigation into matters reported, keeping the informant's identity as confidential as possible, consistent with our obligation to conduct a full and fair investigation.

6.6.1. Protection of Employees Who Report
Any person who, in good faith, makes a genuine and reasonable report of alleged wrongdoing under this policy can be assured that their concerns will be taken seriously and investigated in accordance with this policy and that he or she will not be penalized in any way as a result of making such a report. 

No Retaliation. An employee who has made a report of suspicious conduct and who subsequently believes he or she has been subjected to retaliation of any kind by any {Insert name of your organization here} employee is directed to immediately report it to the Executive Director. An employee who threatens or in any way victimizes a whistleblower or who seeks to deter a person from raising valid concerns under this policy will be subject to {Insert name of your organization here}’s disciplinary procedures, up to and including dismissal from employment.

6.6.2. Reporting alleged wrongdoing
It is the responsibility of all {Insert name of your organization here} employees to report any suspicions of wrongdoing without delay in accordance with the procedure set out at the end of this document. Great care must be taken in dealing with suspected wrongdoing to avoid:
· Levelling unsubstantiated accusations;
· alerting suspected individuals that an investigation is underway;
· treating employees unfairly.

On no account should any matter relating to a suspicion, active investigation or proven case of wrongdoing be discussed inside or outside {Insert name of your organization here}, except at the direction of the Executive Director.
· The whistle-blower should not attempt to confront or interview the person(s) about whom they have suspicions. This is a specialized area and will have implications in any subsequent legal proceedings.
· Nor should they contact the police, as this is a matter for senior managers to report.

Note: External parties (Auditors, consultants, beneficiaries and members of the public) are free to report suspected wrongdoing on the part of a {Insert name of your organization here} related individual or organization.

6.7. Timescales and Feedback
Due to the varied nature of these sorts of complaints, which may involve internal/external investigators and/or the police, it is not possible to lay down precise timescales for such investigations. The investigating officer should ensure that the investigations are undertaken as quickly as possible without affecting the quality and depth of those investigations.

The investigating officer, should as soon as practically possible, send a written acknowledgement of the concern to the complainant. The investigating officer will be unable to provide any more than very limited feedback to a whistle blower on what action, if any, has been taken on foot of their report under this policy. Care should be taken since the sharing of such information could breach the legal rights of a person who is alleged to have committed wrongdoing or compromise the investigation of the case in some way.



6.8. Untrue Allegations
If an individual makes an allegation in good faith, which is not confirmed by subsequent investigation, no action will be taken against that individual. In making a disclosure the individual should exercise due care to ensure the accuracy of the information.

If, however, an employee is found to have knowingly lodged a false report(s) against a colleague(s), this will be regarded and treated as a serious disciplinary offence, to be dealt with in accordance with {Insert name of your organization here}’s disciplinary procedures.

6.9. Confidentiality 
{Insert name of your organization here} will treat all such disclosures in a confidential and sensitive manner. The identity of the individual making the allegation may be kept confidential so long as it does not hinder or frustrate any investigation.

{Insert name of your organization here} will respect and protect the confidentiality of a whistle-blower provided however that his/her identity and the allegations made will be shared with the persons investigating the alleged wrongdoing and, where relevant, the Audit and Risk Committee. In addition, {Insert name of your organization here} may be required to reveal the identity or provide information that would indicate the identity of a whistleblower if the matter is referred to local law enforcement or if so legally required. Confidentiality can only be effective if a whistle-blower does not make his or her identity known to a third party.

6.10. Anonymous Allegations
This policy encourages individuals to put their name to any disclosures they make. Concerns expressed anonymously are much less credible, but they may be considered at the discretion of {Insert name of your organization here}. In exercising this discretion, the factors to be taken into account will include:
· The seriousness of the issues raised 
· The credibility of the concern 
· The likelihood of confirming the allegation from attributable sources

However, a whistle-blower may still choose to communicate his or her concerns to {Insert name of your organization here} anonymously: For example, in an unsigned letter. {Insert name of your organization here} respect the choice of anyone who wishes to remain anonymous. However, allegations are often more difficult to investigate when a complainant remains anonymous, and the outcome of an investigation can be affected.
6.11. Procedures for Investigating Possible Wrongdoing
{Insert name of your organization here} will promptly conduct an investigation into matters reported, keeping the informant's identity as confidential as possible, consistent with our obligation to conduct a full and fair investigation. {Insert name of your organization here} is committed to investigating and addressing all reported cases of alleged wrongdoing thoroughly and with due process. The Executive Director will oversee {Insert name of your organization here}'s response to any allegations of wrongdoing. It is the responsibility of the Executive Director to inform the Board and the Audit and Risk Committee of incidences of reported wrongdoing, and to provide status reports where investigations are ongoing. 

If the complainant is not satisfied that their concern is being properly dealt with by the investigating officer, they have the right to raise it in confidence with the Executive Director, Board Chairperson, or one of the designated persons described below under the procedures for making a disclosure.

6.12. Notification of Third Parties
The Executive Director will, where appropriate, report to interested third parties (such as donors and regulatory bodies) on a confirmed fraud and indicate what steps have been taken to address any identified weaknesses in {Insert name of your organization here}’s systems of internal control. Any decision to refer incidences of fraud to local law enforcement agencies will be taken by the Executive Director having considered the local context and the consequences in human rights terms of initiating criminal prosecution against the individual involved.

6.13. Disciplinary Procedures & References
Any employee who is suspected of or found to have committed wrongdoing will be subject to {Insert name of your organization here}’s disciplinary procedures, up to and including dismissal from employment. {Insert name of your organization here} may also initiate legal proceedings to recover loss suffered by it as a result of the wrongdoing from any such employee. Where a reference is requested for a member of employees who has been disciplined or prosecuted for wrongdoing, the Head of Human Resources shall prepare a response in line with {Insert name of your organization here}’s policies and employment law.

6.14. Procedures for Making A Disclosure

On receipt of a complaint of malpractice, the member of staff who receives and takes note of the complaint, must pass this information as soon as is reasonably possible, to the appropriate designated investigating officer as follows:
· Complaints of malpractice will be investigated by the appropriate Executive Director unless the complaint is against the Executive Director or is in any way related to the actions of the Executive Director. In such cases, the complaint should be passed to the Audit and Risk Committee Focal Person for referral. 
· In the case of a complaint, which is any way connected with but not against the Executive Director, the Audit and Risk Committee Focal Person will nominate a Senior Manager or external party to act as the alternative investigating officer. 
· Complaints against the Audit and Risk Committee Focal Person should be passed to the Board Chairperson who will nominate an appropriate internal/external investigating officer. 
· The complainant has the right to bypass the line management structure and take their complaint direct to the Board Chairperson. The Chairperson has the right to refer the complaint back to management if he/she feels that the management without any conflict of interest can more appropriately investigate the complaint.

Should none of the above routes be suitable or acceptable to the complainant, then the complainant may approach one of the following individuals who have been designated and trained as independent points of contact under this procedure. They can advise the complainant on the implications of the legislation and the possible internal and external avenues of complaint open to them:
1 _______________________________________________
2________________________________________________

If there is evidence of criminal activity then the investigating officer should inform the police. {Insert name of your organization here} will ensure that any internal investigation does not hinder a formal police investigation.

Reporting: Employees can make a report to any of the following {Insert name of your organization here} at any time: Executive Director, Audit & Risk Committee Focal Person, or Board Chairperson. Their names and contact information are available on the {Insert name of your organization here} Intranet site and at the end of this policy statement.
Report Internally: to {Insert name of your organization here}: confidential. Reporting @ {Insert name of your organization here}.org, Board @ {Insert name of your organization here}.org, Audit & Risk @ {Insert name of your organization here}.org 


	Most of these organizations have their own reporting format, but the below gives an idea of the information you will need to provide (please remember to keep a copy of all your correspondence):
· Give a detailed description of the suspected wrongdoing, including date(s) and location;
· If possible, provide copies of information that tend to support your suspicions;
· Include any information relating to your raising (or not raising) the concern under {Insert name of your organization here}’s internal procedure;
· Date the disclosure;
· Give your preferred contact details;
· Make it clear that either (i) you expect confidentiality or (ii) you want your name associated with the disclosure.
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Annex 1: Staff Acknowledgement of Receipt of Anti-Corruption and Ethics Policy Manual
	LOGO



{Insert Name of your organization}

Staff Acknowledgement of Receipt of Anti-Corruption and Ethics Policy Manual

	
I acknowledge that I have received a copy of the {Insert Name of your organization} Anti-Corruption and Ethics Policies and Procedures Manual. I understand that I am responsible for reading and abiding by all policies and procedures in this manual, as well as all other policies and procedures of the organization.  

I also understand that the purpose of this manual is to inform me of the organization’s policies and procedures, and that it is not a contract of employment. Nothing in this manual provides any entitlement to me or to any organization’s employee, nor is it intended to create contractual obligations of any kind. I understand that the organization has the right to change any provision of this manual at any time and that I will be bound by any such changes.



__________________________________		_______________
Signature						Date

__________________________________
Full Name (please print)

Please sign and date one copy of this acknowledgement and return it to Human Resources. Retain a second copy for your reference.











Annex 2: Corruption and Bribery Risk Factors
	
[bookmark: _Hlk144771182]Corruption and Bribery Risk Factors

The following is a list of risk factors that should be considered when assessing corruption and bribery risk within the organization. The list is not intended to be exhaustive.

a) Geographical 
Risks may be higher in certain countries or regions within countries. Activities in urban areas may pose different risks to activities in rural areas.
b) Cultural 
In certain cultures, and work environments, bribes may be seen as “business as usual”.
c) Sector 
The nature of the sector in which an organization works may pose specific risks.
d) Partners
Factors that may impact bribery risk include: size/structure/governance of partners; adequacy of partners’ control systems; partner selection processes; partnership contracts and agreements; and partners’ monitoring and support processes; political involvement or connections of partners.
e) Procurement
Increased risk where processes are not fair or transparent. Procurement is a high-risk area for bribery.
f) Transactions 
Certain transactions may carry higher risk; for example, payments to government officials, major contracts and payments through third parties.
g) Recruitment 
Bribes can be offered or sought as part of recruitment processes.
h) New Activities 
There may be increased risk when organizations start new activities in which they have limited experience such as commercial operations.










Annex 3: Red Flags
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1. The following is a list of possible red flags that may arise during the course of you working for the {Insert name of your organization here} and which may raise concerns under various anti-bribery and anti-corruption laws. The list is not intended to be exhaustive and is for illustrative purposes only.

2. If you encounter any of these red flags while working for the {Insert name of your organization here}, you must report them promptly in accordance with the Whistle-blowing policy of {Insert name of your organization here}.
a) You become aware that a third party engages in, or has been accused of engaging in, improper business practices
b) You learn that a third party has a reputation for paying bribes, or requiring that bribes are paid to them, or has a reputation for having a "special relationship" with foreign government officials
c) A third party insists on receiving a commission or fee payment before committing to sign up to a contract with us, or carrying out a government function or process for us
d) A third-party requests payment in cash and/or refuses to sign a formal commission or fee agreement, or to provide an invoice or receipt for a payment made
e) A third-party request that payment is made to a country or geographic location different from where the third party resides or conducts business
f) A third party requests an unexpected additional fee or commission to "facilitate" a service
g) A third party demands lavish entertainment or gifts before commencing or continuing contractual negotiations or provision of services
h) A third-party request that a payment is made to "overlook" potential legal violations
i) A third-party request that you provide employment or some other advantage to a friend or relative
j) You receive an invoice from a third party that appears to be non-standard or customized
k) A third party insists on the use of side letters or refuses to put terms agreed in writing
l) You notice that we have been invoiced for a commission or fee payment that appears large given the service stated to have been provided
m) A third party requests or requires the use of an agent, intermediary, consultant, distributor or supplier that is not typically used by or known to us
n) You are offered an unusually generous gift or offered lavish hospitality by a third party.




Annex 4:  Fraud and Corruption Reporting Form      
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{Insert name of your organization here}

Fraud and Corruption Reporting Form
ALL INFORMATION IN THIS FORM WILL BE TREATED CONFIDENTIALLY

This form should be completed by the relevant Director or ED in all cases in which it is concluded that there is a reasonable suspicion of fraud, corruption, money laundering or terrorist financing. The Form should be sent to the Board Chair.
The form should be completed at the earliest opportunity, even though investigations may
be ongoing. As new information becomes available, the form should be updated and re- sent to the above recipients.

	Details

	Date of Discovery
	

	Method of Discovery
	

	Highlight the nature of the suspicion e.g., fraud, corruption etc.
	

	Amount of Loss Discovered/Suspected
	

	Details any projects/funds involved
	

	Control weakness/failure identified
	

	Action taken in Response to Fraud
	

	Comment on potential for further losses
	

	Form completed by
	Name:

	
	Position:

	
	Signature:

	
	Date:

	Form Reported to:
	

	Reported Date:
	

	For Office Use Only

	Summary Assessment
	

	Action Taken
	

	Any additional information
	





Annex 5: Conflict of Interest Disclosure Form
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{Insert name of your organization here}

Conflict of Interest Disclosure Form
Date: ____________

Name: ______________________________________________________

Position (employee/volunteer/board member): _____________________

Please describe below any relationships, transactions, positions you hold (volunteer or otherwise), or circumstances that you believe could contribute to a conflict of interest between {Insert name of your organization here} and your personal interests, financial or otherwise:

_____ I have no conflict of interest to report
_____ I have the following conflict of interest to report (please provide details and insert additional pages where necessary)

1. __________________________________________________________________
2. __________________________________________________________________
3. __________________________________________________________________
I hereby certify that the information set forth above is true and complete to the best of my knowledge (having made reasonable enquiries).

I have reviewed, and agree to abide by, the {Insert name of your organization here} Conflict of Interest Policy.

Signature: ________________________ Date: __________________________







Annex 6: Declaration for Members of The Tender Evaluation CommitteeLOGO


	


{Insert name of your organization here}

Declaration for Members of The Tender Evaluation Committee

I, the undersigned, hereby declare that I agree to participate in the evaluation of the abovementioned [procurement procedure].

By making this declaration, I confirm that I shall execute my responsibilities impartially and objectively.

I hereby also declare that I am independent of all parties who stand to gain from the outcome of the evaluation process.

To the best of my knowledge and belief, there are no facts or circumstances, past or present, or that could arise in the foreseeable future, which might place me in a situation of conflict of interest or otherwise call into question my independence in the eyes of any party; and, if I discover or should it become apparent during the course of the evaluation process that such a relationship exists or has been established, I will declare it immediately and cease to participate in the evaluation process.

I declare that I have not been employed by any of the [Candidates/Tenderers] within the past 3 years.

I agree to hold in trust and confidence any information or documents disclosed to me, discovered by me or prepared by me in the course of or as a result of the above-mentioned evaluation exercise and agree that it shall be used only for the purposes of this evaluation and shall not be disclosed to any third party. I also agree not to retain copies of any written information or prototypes supplied.
	NAME
	SIGNAURE
	DATE

	NAME
	SIGNAURE
	DATE

	NAME
	SIGNAURE
	DATE

	NAME
	SIGNAURE
	DATE







Annex 7: Recruitment Conflict of Interest Disclosure Form
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{Insert name of your organization here}

Recruitment Conflict of Interest Disclosure Form

Vacancy ________________________________
Date: ____________
Name: ______________________________________________________
Position (employee/volunteer/board member): _____________________________

Please describe below any relationships, transactions, positions you hold (volunteer or otherwise), or circumstances that you believe could contribute to a conflict of interest in relation to the recruitment of the above vacancy.
_____ I have no conflict of interest to report
_____ I have the following conflict of interest to report (please provide details and insert additional pages where necessary)

1.__________________________________________________________________
2.__________________________________________________________________
3.__________________________________________________________________

I hereby certify that the information set forth above is true and complete to the best of my knowledge (having made reasonable enquiries).

I have reviewed, and agree to abide by, the {Insert name of your organization here} Conflict of Interest Policy.

Signature: ________________________ Date: __________________________
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