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CODE OF CONDUCT 
 

Document #: HRP-01 Version #: 3 

Document Owner : Nabad for Development Date of Last Update: June 7, 2019 

Authorized by: Board Of Members Status: Effective March 1, 2015 

 
 

Policy Description & Purpose: 

 
NABAD commits itself to creating and maintaining an environment, which promotes its 

core  values  and  prevents  abuse  and  sexual  exploitation  of  children  and  young  

people. NABAD opposes prostitution and sex trafficking. NABAD employees and 

volunteers are expected to contribute to building a harmonious workplace based on team 

spirit, mutual respect and understanding.  All staff members are expected to uphold the 

dignity of beneficiaries served by NABAD by ensuring that their personal and 

professional conduct is of the highest standard at all times. 

 

Policy Elements: 

 
 Sexual Policy: 

 

1- NABAD  strongly  condemns  all  kinds  of  child  abuse  and  sexual  exploitation, 

especially towards its beneficiaries. Sexual exploitation may include  non-contact 

activities  such  as  showing  pornography  to  children  or  certain  internet-based 

activity. 

 

2- NABAD condemns sexual harassment of any kind. Whether Quid pro quo sexual 

harassment (Sexual harassment directed at employee, beneficiary or volunteer 

individually) or Hostile environment sexual harassment (workplace where the 

victim or group of victims is subjected to any of sexual exploitation or harassment) 

is prohibited like: 

*Sexually suggestive or obscene comments, flirting, offensive joking or gestures. 

*Sexually oriented comments about individual's body. 

*Displaying objects or pictures those are sexual in nature. 

*Sexually oriented verbal abuse. 

*Sending sexually explicit or offensive text messages or other communications. 

 Employees are to refrain from: 
 

1- Willfully misrepresenting or omitting facts on an employment application 

(disciplinary action will be taken when misrepresentation is discovered, regardless 

of when discovered). 

2- Abusing, damaging or stealing NABAD property. 
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3- Using NABAD telephones for personal business of a non-emergency nature. 

4- Soliciting or collecting of any kind among NABAD employees in the workplace. 

5- Lying or making misleading statements. 

6- Employees  are  prohibited  from  bringing  hazardous  materials  or  weapons  on  

to NABAD property. 

7- Smoking is prohibited on Nabad premises except in designated areas. Smoking is 

also  prohibited  in  any  vehicles  used  in  the  course  of  employment  occupied  

by more than one employee. 

8- Security  incidents  must  always  be  reported  to  the  Nabad’sDirectors,  no  

matter  how potentially embarrassing to an individual or Nabad. 

 

 Unacceptable Conduct or Behavior: 

 

1- It is not permitted to use the Nabad’s name, as well as the Nabad’ logo, in private 

and personal letters, documents, contracts, agreements, and leases.  Nabad’ 

letterhead stationery may only be used in connection with official Nabad business. 

Official correspondence on Nabad letterhead must be approved by the Executive 

Director or by a staff member delegated this responsibility within his/her field of 

competence. 

2- Nabad  is  engaged  in  supporting  various  activities  in  line  with  its  mission  

and strategy. This is done without regard for race, caste, creed, or political 

affiliation. For  those  reasons,  Nabad Board members and employees  shall  not  

engage  in  political  activities  that may weaken Nabad ability to respond to the 

needs of the beneficiaries in any way. This  would  include  wearing  political  

insignia  while  on  Nabad  duty,  using  the Nabad    name while engaged in 

activities or movements with political overtones, etc. Moreover, posters or literature 

with political reference shall not be displayed in any of the Nabad offices. 

3- Employees,  contractors  and  visitors  to  Nabad  may  not  consume,  use,  sell, 

purchase or trade alcohol while on NABAD premises . 

 

 Inappropriate Conduct and Behavior: 

 
1- Because  of  the  highly  visible  and  public  nature  of  Nabad'  work,  

employees  are encouraged to maintain a neat, clean and professional 

appearance and to conform to the standards of business attire most common 

to the location of their job and site assignment. 

2- Throughout the year, vendors, associates, partners and others give gifts to 

Nabaddepartments or individuals such as boxes of candy, food, flowers, etc. 

While this practice  is  not  encouraged,  these  gifts  can  be  accepted  under  the  

following conditions:  

*Any gift received should always be treated as a gift to NABAD and not to 

individuals.  Nabad  should  find  appropriate  and  just  means  to  share  the  gift 

with all staff. 
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*No gift may be accepted if there is any possibility that it could be perceived 

tohave influence  on  any  type  of  professional,  programmatic,  management  or 

purchasing decisions made by the NABAD. 

*The practice of providing gifts should never be encouraged and only those that 

are modest may be accepted. The cap for all Nabad staff is $25.  Nabad may 

decide to reduce this amount to reflect local economies. 

 

 Conflict of Interest: 

Employees must avoid any personal, financial or other interests that hinder their 

capability or willingness to perform their job. 

1- Employee is refrained from any deliberate act considered detrimental to NABAD 

interest or to the interests of its partners or employees. 

2- No employee may provide services for compensation to any organization engaged 

in similar activities as Nabad, except with prior authorization by the Director. 

3- Job Confidentiality is important. Employee is refrained from discussing NABAD 

issues matters with anyone outside Nabad or with an unauthorized NABAD 

employee. 

 

 Respect & Well Communication Network: 

 
1- All employees should respect their colleagues. In return, all employees should 

show their respect through verbal or written communication. 

2- NABAD Employees have the right to respect their privacy during work time. It's 

not allowed to interfere with any work that an employee is achieving if there is 

not an authority from the department it belongs to. 

3- Every employee should be aware of discussing any action taken with the 

responsible department or officer according to NABAD's organizational structure. 

4- Disorderly conduct, such as  the  use  of  threatening,  abusive  or offensive 

language or fighting is not acceptable as a way of communication at NABAD. 

 

 The Financial Conduct Authority: 

*No employee shall take any action or make any statement intended to influence 

another's action to benefit the private interest of the employee or the employee's 

family members, rather than the interest of NABAD. 

*No employee will use the buying power of Nabad to acquire goods or services for 

the benefit of the employee or his/her family members. 

*No  employee  may  use  the  Nabad  tax-exempt  number  and/or  status  for  any  

private purchases  whatsoever.No employee may solicit or accept, directly or 

indirectly,  any gift, gratuity or favor that has  substantial  economic  value  (higher  

than  $25),  where  either  party  could  infer  any obligation. The cap for all Nabad 

staff is $25. 

*All offers of donations to Nabad must be directed to the Board of Directors, who 

will accept on behalf of NABAD. All honoraria (monetary tokens of appreciation) 
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received should be sent to the Finance Department, and the Executive Director 

should be informed. The Executive Director will informthe  Finance  Department  

of  how  to  account  for  the  money,  which  may  be  treated  as  a donation to a 

specific programming activity or as a contribution to employee activities. 

*No employee shall authorize for use by Nabad any product or service furnished by 

a firm in  which  the  employee  or  the  employee's  immediate  family  members  

have  a  financial interest. Such decisions should be referred to the interested 

employee’s supervisor. 

*Employees  directly  responsible  for  purchasing  should  not  have  any  personal  

or  family interest,  involvement,  or  financial  relationship  with  a  supplier  that  

might  impair objectivity  or  freedom  of  judgment.  If possible, these employees 

should avoid using Nabad suppliers for personal needs. 

*Employee  shall  not  use  Nabad'  name  on  any,  or  for  any,  personal  banking 

accounts. 

*No employee may authorize their own reimbursements for expenses. 

 

 Media Inquiries: 

 
1- Releasing statements to news media is not allowed unless authorized to do so by 

NABAD. 

2- No  Nabad  staff  should  make  public  statements  representing,  or  on  behalf  

of, Nabad  without  authorization  from  the  Board of Directors and  the  

Executive Director  to  do  so.  Nabad have someone responsible.  Nabad should 

designate one staff person to handle media-related issues.  This person will be the 

main contact and will promptly consult the Manager when approached by the 

press.  

 

Scope: 

 This Statement of Policy and Procedure applies to all board members, employees, 

consultancy and volunteers.  

 All employees are expected to be aware of, and comply with this Employee Code 

of Conduct and its related policies. 

Responsibility: 
 All Employees 

 Executive Director  

 Board of members 


