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1. Scope of this Code of Conduct

HELVETAS Swiss Intercooperation (hereinafter HELVETAS) is a civil society organisation for
development and humanitarian response. We strive to empower people, so they can determine the course
of their lives in dignity and security, using environmental resources in a sustainable manner. Our work is

guided by the following values:
* Our engagement is based on solidarity and partnership.

*  We work towards achieving human rights and upholding the principle of self-determined
development.

* We are committed to social equity and strive for equal opportunities for men and women
regardless of age, origin, language, religion, culture, mental and physical capacity, sexual
orientation, or political convictions.

*  Our collaboration with our partners is based on mutual respect for cultural values and principles

* We stand for development that balances economic viability, environmental appropriateness and
social benefits.

The organisational values are the basis for the attitude, behaviour and high standards that HELVETAS
requests to be respected and adhered to by its employees.

Further, we expect that all individuals and institutions with whom HELVETAS engages, respect these
values and act in accordance with them, as well as with national and international laws. This applies both
to professional contexts and to private matters that have an influence on the professional domain.

This Code of Conduct outlines the attitude and the behaviour that HELVETAS expects from consultants,
services providers of goods and services, implementation partners, system partners and assisted
organisations — in the following called contracted parties — that are responsible for implementing
projects, project components and/or recipients of contributions, etc. in Switzerland as well as abroad.

This Code of Conduct is binding, and an integral part of all contractual
agreements made between HELVETAS and its contracted parties. In
signing their contract, contracted parties take on the commitment to
observe the Code of Conduct, to ensure adherence by their personnel
and their subcontractors, and to behave accordingly. Any action
violating the Code of Conduct may entail an enquiry and the
imposition of measures relating to non- compliance with contractual | Placeé adequate policies and
obligations, or of other measures. regulations and  through
sensitisation, supervision and
training of concerned persons.

Contracted parties are
expected to ensure that their
employees and any person
working for them adhere to this
Code of Conduct by putting in
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2.  The Components of the Code of Conduct

Loyalty and confidentiality
and civic duty

Use of competences, means
and assets

Culturally sensitive
behaviour

Inter-personal relations and
professional conduct

The actions of contracted parties in the frame of the collaboration with
HELVETAS must be consistent with the goals, the values and principles of
HELVETAS as expressed in its mission statement and organisational
strategy. Contracted parties are expected to regularly reflect upon own
actions and behaviour and those of subcontractors.

Contracted parties, their employees and subcontractors commit to abide by
the national laws, as citizen or resident of a specific country or as a short-
term visitor.

Contracted parties, their employees and subcontractors contribute with
their competences and capacities to the objectives of the collaboration.
They commit to make use of available means and assets effectively and
efficiently, according to legal stipulations, internal regulations, contractual
agreements and in conformity with project goals.

Contracted parties, their employees and subcontractors are aware that
even as private persons, they are subject to public interest. They must
consider this in behaviour and statements.

Contracted parties, their employees and subcontractors must respect local
norms and conventions in contacts with authorities, partners and local
people. They must respect the customs and culture of the country of
cooperation in appearance and manner of dress, behaviour and
communication. They must respect the customs and culture of the
country, avoiding indecent or offensive behaviour, insulting or accusing
statements, or spreading rumours.

Contracted parties, their employees and subcontractors must have
respectful, fair and equitable relations with all persons irrespective of their
age, origin, language, religion, culture, social position, physical ability or
sexual orientation.

They are aware of their privileged and often powerful status vis-a-vis other
actors and must refrain from abusing any hierarchical, material, or social
position in any way.

They never request any service or favour from primary stakeholders or
other persons of concern in return for support or protection. They never
engage in any exploitative relationships — sexual, emotional, financial or
employment-related — with primary stakeholders or other persons of
concern.

They must refrain from any form of disrespectful social interaction and

abstain from anything that could be interpreted as degrading or putting
others down.
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Protection of children and
youth

Mobbing and sexual
harassment

Conflict of Interest and duty
of disclosure

Fraud and corruption and
accepting gifts or other
benefits

Safety, Security & Health

Environmental and Social
Safeguarding

Contracted parties, their employees and subcontractors commit to protect
the rights and integrity of children and youth and must refrain from all
forms of abuse towards them in accordance with the universal Convention

on the Rights of the Child.2

Contracted parties, their employees and subcontractors abstain from

mobbings, sexual or sexist harassment# of colleagues, partners or any
other person.

Contracted parties, their employees and subcontractors are aware that
professional interests can conflict with organisational or personal interests.
Therefore, they must make own interests transparent and avoid any
behaviour which could be perceived as biased in favour own interests.

Contracted parties, their employees and subcontractors are must be
honest in all professional activities, avoiding and countering any kind of
corruption. They abstain from abusing financial, material and intellectual
assets to which they have access in relation with the HELVETAS mandate
for personal gains or for third parties.

They do not accept gifts, invitations or other favours that may afford them
or third parties an unfair material or immaterial advantage, or that may
compromise their integrity, freedom of action, or impartial judgement.

Contracted parties must inform HELVETAS if confronted with corrupt
practices or unethical promises by collaborators, partners organization,
consultants, officials or others. The applicable reporting mechanisms are
specified in chapter 3 of this Code of Conduct.

Contracted parties undertake to safeguard the personal safety, health and
integrity of their employees and refrain from putting others in a dangerous
situation.

Contracted parties, their employees and subcontractors must respect the
physical and mental integrity of their colleagues and others.

Contracted parties, their employees and subcontractors are expected to
wherever possible support a precautionary approach to environmental
matters and undertake efforts to safeguard natural resources.

Contracted parties must promote good governance principles, namely
participation, inclusion, integrity, effectiveness, transparency, rule of law,
and accountability.

2 hitps://www.ohchr.org/en/professionalinterest/pages/crc.aspx

3 Mobbing means to pick on, pester or exclude a person or a group systematically at work in verbal or non-verbal attacks which
affect the physical or mental health as well as the self-esteem of the person(s) concerned

4 Sexual or sexist harassment is an action with sexual reference or undertones unwelcome to the person addressed. Sexual or
sexist harassment can be expressed in the following ways: suggestive remarks; remarks about physical advantages or weaknesses
or about sexual orientation; sexist talk and jokes in any form of verbal, written or non-verbal communication; sharing suggestive
material over email or social media; ambiguous invitations; making bodily advances; making advances together with promises or
threats of advantages or disadvantages at work.


http://www.ohchr.org/en/professionalinterest/pages/crc.aspx
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Contracted parties, their employees and subcontractors must ensure that
their professional actions and their motivations are understood and

transparent.
Public appearances and Contracted parties handle all information received in relation with the
use of non-public contract with the necessary discretion, never using it to the detriment of
information HELVETAS or benéeficiaries including after termination of the contract.

Persons working for contracted parties should not provide aforesaid
information to the media, policy makers and donors or the public, without
an explicit assignment to do so.

In public communication they must provide explicit reference to the
sources of the information/experiences.

They must refrain from making accusations, provocative statements or
spreading rumours. They give due consideration to their cooperation with
HELVETAS and to its interests in their communications, particularly

via the internet or social media

3.  Reporting mechanism of a violation of the Code of Conduct and
Whistleblowing

Any person working for a contracted party of HELVETAS who feels under pressure to act in a way that
runs counter to this Code of Conduct, or who witnesses violations of the same, must inform either the
management of the contracted party and/or HELVETAS. The contracted party is obliged to share the
reported cases and action taken with HELVETAS.

The whistleblowing policy (e.g. whistle-blower protection) of HELVETAS applies to all employees
worldwide and to persons working for contracted parties. All concerns will be treated confidentially, and
every effort will be made not to reveal the identity of the whistle-blower. The policy is publicly available on
HELVETAS’ website and the specified contacts are accessible for anyone.

4,  Consequences of a violation of this Code of Conduct

In case of breach of this Code of Conduct by contracted parties, their employees and subcontractors,
HELVETAS expects them to sanction misbehaving persons similar to HELVETAS’ measures. These
sanctions range from requesting apologies, written warnings to dismissal of guilty persons. In serious
cases or if no appropriate sanctions are taken, HELVETAS reserves the right to end the collaboration, ask
for compensation of financial losses or to pursue legal action.
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5. Final Remarks

HELVETAS encourages its contracted parties to create their institutional codes of conducts and related
policies and regulations, including internal reporting procedures that enable their employees and
subcontractors, as well as third parties, to promote professional, respectful, inclusive and secure working
conditions; and safely report instances of wrongdoing to the management or to an independent body.

HELVETAS is committed to mutual transparency and learning on any aspect of this Code of Conduct.
HELVETAS is therefore available for consultation in cases of doubt or questions relating to the Code of
Conduct.

This Code of Conduct is issued in French, English and Spanish. In case of any doubts, the English version
prevails.

Read and agreed

Signature:
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(Ban dich tham khao)

QUY TAC I'NG XU DANH CHO CAC BEN KY KET HOP BPONG
Phién ban chinh thirc — Thang 02 nam 2020

1. Pham vi ap dung ctia Quy tac 'ng xtr nay

HELVETAS Swiss Intercooperation (sau day goi tat 1a HELVETAS) Ia mot td chirc xa hoi dan sy hoat dong
trong linh virc phat trién va trng phé nhan dao. Chuing t6i nd lwc trao quyén cho con ngudi dé ho cé thé tw
quyét dinh cudc séng clia minh trong sy tdn nghiém va an toan, dong thdi st dung cac nguén tai nguyén moi
trwérng moét cach bén virng. Cong viéc cla chung t6i dwoc dan dét béi cac gia tri cot 16i sau':

e Sy gan két cia ching t6i dwa trén tinh than doan két va hop tac binh dang.

e Chung t6i hwéng tdi viec dat dwoc cac quyén con ngudi va duy tri nguyén tic phat trién tw quyét.

e Chung t6i cam két hwéng téi sw cong béng xa hdi va nd luc vi co hdi binh dng cho ca nam va ni,
khéng phan biét tudi tac, ngudn gbc, ngdn ngir, ton gido, van héa, nang luc thé chét va tinh than, xu
hwéng tinh duc hay quan diém chinh tri.

e Su hop tac cla chung t6i v&i cac doi tac dwa trén sw ton trong 1an nhau dbi véi cac gia tri va nguyén
tac van hoa.

e Chung t6i Ging hd sw phat trién can bang gitra tinh kha thi vé kinh t&, sw phi hop vé mai trudng va loi

ich xa hoi.

Cac gia tri té chirc nay la nén tang cho thai do, hanh vi va cac tiéu chuan cao ma HELVETAS yéu cau nhan

vién cla minh phai tén trong va tuan tha.

Hon niva, chung t6i ky vong tat ca cac ca nhan va té chirc hop tac véi HELVETAS ciing ton trong va hanh déng
phu hop véi cac gia tri ndy, cling nhw tuan tha phap luat quéc gia va quéc té. Piéu nay ap dung cho ca bdi canh
cong viéc chuyén mon |an cac van dé ca nhan c6 anh hudng dén linh viec nghé nghiép.

Quy tc 'ng xtr nay néu rd thai dd va hanh vi ma HELVETAS ky vong tir cac tw van vién, nha cung cip hang
héa va dich vu, dbi tac thwc hién, dbi tac hé théng va cac td chirc nhan hd tro — sau day goi chung |a cac bén
ky két hgp dong — nhirng don vi chiu trach nhiém thuc hién cac dy an, hop phan dy &n va/hodac la bén nhan

tai trg, v.v., tai Thuy ST cling nhw & nwéc ngoai.

Quy tac Ung xt nay ¢ tinh rang budc va la mdt phan khéng thé tach ) .
Cac bén ky ket hgp dong duoc
ky vong sé& bdo ddm rang nhan
va cac bén ky két. Khi ky hop ddng, cac bén ky két cam két tuan tha vién clia ho va bat ky ai lam viéc
Quy tac Ung xtr, bdo dam s tuan tht ctia nhan sy va nha thau phu cho ho tuén thi Quy tac Ung xt
nay bang cach ban hanh cac chinh
sach, quy dinh phu hop, cling nhu
tac Ung xt nay déu co thé dan dén viéc diéu tra va ap dung cac bién thong qua viéc nang cao nhay
cam, giam sat va dao tao cho cac
ca nhan lién quan.

r&i cla tt ca cac thda thuan hop déng duoc ky két gitva HELVETAS

clia ho, déng thei hanh x&r dung mue. Bat ky hanh vi nao vi pham Quy

phap x ly vi pham nghia vu hop ddng hodc céc bién phap khac.

" Chién luoc T6 chirc ciia HELVETAS Swiss Intercooperation
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2. Cac Thanh phan cta Quy tac Ung xuv

Long trung thanh,
tinh bao mat va
nghia vu céng dan

Str dung nang lwc,
phwong tién va tai
san

Hanh vi nhay cam vé
van héa

Quan hé trng xir va
dao dirc nghé nghiép

Bao vé tré em va
thanh thiéu nién

Bat nat va quay roi
tinh duc

Xung dét lgi ich va
nghia vu cong khai

Cac hanh dong ctia bén ky két hop déng trong khudn khd hop tac véi
HELVETAS phai nhat quan véi cac muc tiéu, gia tri va nguyén tic cla
HELVETAS dwoc thé hién trong st ménh va chién lwoc td chirc. Cac bén ky
két phai thworng xuyén tw kiém diém hanh vi ciia minh va cla cac nha thau
phu.

Cac bén ky két hop ddng, nhan vién va nha thiu phu cia ho cam két tuan tha
phap luat qudc gia véi tw cach 1a cong dan, ngudi cw tri tai mot quéc gia cu
thé hoac 1a khach Iwu trd ngan han.

Cac bén ky két hop ddng, nhan vién va nha thau phu ctia ho déng gép nang
lwc dé dat dworc cac muc tiéu hop tac. Ho cam két s&v dung cac phwong tién
va tai s&n ¢ sdn mét cach hiéu qua, tiét kiém, dung theo quy dinh phap luat,
quy ché néi bg, thdéa thuan hop ddng va phu hop véi muc tiéu dy an.

Cac bén ky két hop ddng, nhan vién va nha thau phu ctia ho can nhan thirc
réng ngay ca véi tw cach ca nhan, ho van chiu sw chl y clia céng chung. Ho
phai can nhac diéu nay trong hanh vi va phat ngén.

Ho phai tén trong cac chudn muc va quy wéc dia phwong khi lam viéc voi
chinh quyén, déi tac va ngwdi dan dia phwong; ton trong phong tuc, van héa
clia nwédc ban dia vé dién mao, trang phuc, hanh vi va giao tiép; tranh cac
hanh vi b4t lich sw, xtic pham, cac phat ngén lang ma, budc tdi hoac lan truyén
tin don.

Cac bén ky két hop ddng, nhan vién va nha thau phu phai cé quan hé tén
trong, cong béng va binh déng v&i moi nguwdi, khdng phan biét tudi tac, ngudn
gbc, ngbn ngir, tdn gido, van héa, dia vi xa hoi, nang luc thé chat hay xu
hwdéng tinh duc.

Ho phai nhan thirc dworc vi thé wu ai va thwong co quyén lwe hon cia minh so
véi cac bén lién quan khac, tuyét dbi khdng dwoc lam dung vi tri quyén han,
vat chat hoac xa hoi dudi bat ky hinh thire nao.

Khoéng bao gi¢ yéu ciu bét ky dich vu hay sw d&n on nao tlr cac bén huéng
lgi chinh ho&c nhitng ngudi can gitp d& dé dbi lay sw hd tro hay bao vé.
Khéng tham gia vao bét ky méi quan hé bdéc 16t nao — du 1 tinh duc, tinh cam,
tai chinh hay lao déng.

Ho phai tranh moi hinh thirc twong tac xa hoi thiéu ton trong va khéng lam bét
ct didu gi co thé bi coi la ha thap hay coi thworng ngudi khac.

Cac bén ky két hop ddng, nhan vién va nha thu phu cam két bao vé cac
quyén va sy toan ven cla tré em, thanh thiéu nién; tuyét déi khéng thyc hién
moi hinh thirc lam dung déi véi ho theo Cong wéc Quéc té vé Quyén Tré em.?

Cac bén ky két hop ddng, nhan vién va nha thau phu khéng dwoc thuc hién
hanh vi bat nat (mobbing)?, quay réi tinh duc hodc quay réi gidi tinh* dbi véi
ddng nghiép, dbi tac hodc bat ky ai khac.

Cac bén ky két hop ddng, nhan vién va nha thau phu nhan thirc rang loi ich
nghé nghiép cé thé xung ddt véi loi ich ca nhan hodc td chirc. Do dd, ho phai
minh bach cac lgi ich riéng va tranh b4t ky hanh vi nao c6 thé bj coi la thién vi
cho lgi ich ca nhan.
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Cac bén ky két hop ddng, nhan vién va nha thau phu phai trung thwc trong moi
hoat ddng chuyén mén, phong chéng va chdng lai moi hinh thirc tham nhiing.
Tuyét déi khong lam dung tai san tai chinh, vat chat va tri tué ma ho dwoc tiép
can trong qua trinh thyec hién nhiém vu cho HELVETAS dé phuc vu lgi ich ca
nhan hoac bén th ba.

Gian lan, tham
nhiing va nhan qua
tang/lgi ich

Khéng nhan qua ting, 1& moi hodc cac sw wu ai khac c6 thé mang lai cho ho
ho&c bén thr ba lgi ich vat chat/phi vat chat khéng chinh dang, hodc lam anh
hwéng dén liém chinh, tw do hanh déng hay sw danh gia khach quan cta ho.

Phai théng bao cho HELVETAS néu g&p phai cac hanh vi tham nhiing ho&c
htra hen phi dao dirc tir nhan vién, té chirc ddi tac, tw van vién, quan chirc
hoac nhirng nguwoi khac. Co ché bao cao ap dung dugc quy dinh tai Muc 3
ctia Quy téc nay.

Cac bén ky két hop ddng cam két bao vé an toan ca nhan, strc khde va sw
toan ven cla nhan vién minh, dong thdi khéng dwa ngudi khac vao tinh hubng
An toan, An ninh & nguy hiém.
Strc khoe
Cac bén ky két, nhan vién va nha thau phu phai ton trong sw toan ven vé thé
chét va tinh than cta ddng nghiép va nhirng ngu®i xung quanh.

Cac bén ky két hop ddng, nhan vién va nha thiu phu dwoc ky vong sé ting hod
tiép can phong ngtra ddi voi cac van dé méi trwong bat civ khi nao cé thé va
Bio vé Méi trurdng no lyc bao vé tai nguyén thién nhién.

va Xa hoi Phai thiic ddy cac nguyén tac quan tri tét, cu thé 1a: sy tham gia, tinh bao trum,
si liém chinh, hiéu qua, minh bach, thwgng ton phap luat va trach nhiém giai
trinh.

Céc bén ky két hop dong phai ddm bao cac hanh déng chuyén mén va dong
co ctia minh dworc hiéu ré va minh bach.

Quan ly t4t ca théng tin nhan duoc lién quan dén hop ddng véi sw can trong
va bao mat can thiét, khong bao gi¢» str dung théng tin d6 gay bét loi cho
HELVETAS hoéc ngudi hwédng loi, ké ca sau khi chdm dut hop dong.

Sw xuat hién trwéc
cong chung va st

dung thoéng tin noi

bo

Nhan sw lam viéc cho cac bén ky két khong dwoc cung cap thong tin néu trén
cho truy&n théng, cac nha hoach dinh chinh sach, nha tai tro hodc céng ching
khi chwa dwoc giao nhiém vu rd rang.

Khi truyén théng cong khai, phai dan ngudn théng tin/kinh nghiém rd rang.

Tranh dua ra cac cdo budc, phat ngdn khiéu khich ho&c lan truyén tin dén.
Can can nhéc ky lwdng mdi quan hé hop tac véi HELVETAS va loi ich cta td
chtrc trong cac hoat ddng truyén thong, dac biét la qua Internet hodc mang xa
hoi.

2 https.//www.ohchr.org/en/professionalinterest/pages/crc.aspx

3 Bat nat (Mobbing) nghia la hanh vi xam xoi, qudy rdy hodc cé Idp mot cé nhdn/nhém mot cach cé hé thong tai noi lam viéc bang céc cudc
tén céng béng 167 ni hodc phi ngén ngi¥, dnh hudng dén strc khde thé chét, tinh than ciing nhuw long tu trong cda (nhiing) ngudi bi anh
huéng.

4 Quay réi tinh duc hodc quéy réi gi6i tinh la hanh vi c6 dé cép hodc ham y tinh duc ma ngudi nhén khéng mong muén. Hanh vi nay cé thé
biéu hién qua: nhan xét goi y; nhén xét vé uu/nhuoc diém co thé hodc xu hudng tinh duc; trd chuyén/tiéu Idm mang tinh phan biét gi6i tinh
dwéi moi hinh thire; chia sé tai liéu goi y qua email/mang xa héi; 10i moi mdp mo; dung cham thén thé; ga gam di kém hira hen hodc de doa
vé loi ich/bét loi trong cong viéc.




HELVETAS Swiss Intercooperation 9

3. Co’ ché Bao cao Vi pham Quy tac 'ng xir va T6 giac (Whistleblowing)

Bat ky ai lam viéc cho bén ky két hop ddng clia HELVETAS néu cdm thay bi ap lwc phai hanh dong trai véi Quy
tac ng x& nay, hodc chirng kién cac hanh vi vi pham Quy tic, phai théng bao cho Ban quan ly ctia bén ky két
hop déng va/hodc HELVETAS. Bén ky két hop ddng cé nghia vu chia sé cac trwéng hop dwoc bao cao va bién
phap da x& Iy v&i HELVETAS.

Chinh sach tb giac (vi du: bdo vé ngudi td giac) cia HELVETAS ap dung cho toan thé nhan vién trén toan thé
gi¢i va nhirng ngudi lam viéc cho cac bén ky két hop ddng. Moi quan ngai sé dwoc xi ly bdo mat va chang toi
sé né luc hét strc dé khong tiét 16 danh tinh ctia ngudi td giac. Chinh sach nay dwoc cdng khai trén trang web
clia HELVETAS va céc théng tin lién hé chi tiét ludn sén sang cho béat ky ai.

4. Hau qua cua viéc Vi pham Quy tic 'ng xtr

Trong treéng hop cac bén ky két hop ddng, nhan vién hodc nha thau phu clia ho vi pham Quy tic 'ng x& nay,
HELVETAS ky vong ho sé x( ly ky luat ca nhan vi pham twong tw nhw cac bién phap ctia HELVETAS. Céac
hinh thirc ky luat nay kéo dai tr yéu cau xin 16i, cdnh céo bang van ban dén sa thai ngudi co 16i.

Trong cac trwéng hop nghiém trong hodc néu khong cé bién phap xt ly thich hop nao dwoc thwe hién,
HELVETAS bao luu quyén chdm dirt hop tac, yéu cau bdi thudng thiét hai vé tai chinh hodc truy ciru trach
nhiém phap ly.

5. Lovi két

HELVETAS khuyén khich cac bén ky két hop dong xay dwng bd quy tc trng x(&r va cac chinh sach, quy dinh
ndi bd riéng clia té chire minh (bao gdm ca quy trinh bao cao ndi bod), gitip nhan vién, nha thau phu va bén the
ba thic ddy méi trweérng 1am viéc chuyén nghiép, tén trong, bao trim va an toan; déng thoi bao céo an toan cac
sai pham t&¢i ban quan ly hodc mét co quan doc lap.

HELVETAS cam két minh bach va hoc héi Ian nhau vé moi khia canh ctia Quy tdc 'ng x& nay. Do d6,
HELVETAS ludn sén sang tham véan trong trudng hop cé thdc mac hodc nghi van lién quan dén Quy tac.
Quy tac Ung xt nay dwoc ban hanh béng tiéng Phép, tiéng Anh va tiéng Tay Ban Nha. Trong trwérng hop c6
nghi van hodc mau thuan, ban tiéng Anh sé dwoc wu tién ap dung.

D3 doc va dong y

Tén clabén Ky KEt hop AONG: ..o
Ho tén nguwdi dai dién Ky teNn: ... ...
Dia diém vangay thang: ...

Chiv ky:



