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ln keeping \tith our \ isiirn. mrssioll aDd !a[r.s.,\LO is cor]lnriil.d 10 maintainiDg the highest

dcgrcc of cthical .onducl anong all ol ils emplolccs. liDd c\pccts all stall lo act h a manner

consislenl \!i1h thc rore \alues o1 respecl. inregril)., comnrilmcnl. arld cxcellencc \rh;le carrying

out their orgcrrilelio al re\porsibiLities. -lo help the emplolec Lrndcrslaod thcsc slandards. Al,O
has erlabllsheJ thls alo(le rrl l,1lrl.\ & (tllducL

lhis bookLer rteLaij: Al-0: c\peclalion\ ol enrplo\ees in a number ot imporlant siiualions.

p r:li .: .1. ,.,l- ,, r..

l'or readeN. i1 ()ou) hr\e an] quc\tions or suggejtion xbonl the Code- the Ilunrar Resources

I)i!isiori or Oflicc ofCcncral Counsel can also pro\irlc Inore information or answer of(your)dr,I
qrLc5lio r\. rs nccd.d.

All curplo!ccs arc cxpcclcd to Lrndcrslan.land abide bl the AI-O's alode olElhics &CoDducls thal

c{rnsist\ ofl I Secliorr ir the nranual

Thanking you.

d&,*Q,
Ero6utiYi ErPaf Grhakrna
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A.lssets nrd [unds

A[.O's enrplo)ees irc r'.JponsiLr]c lir the proper nranasemeirr ofall AL.O asseis. liLnds or other
pft)p.11! erllr|r\red Lo rh.nl Al.o c!ulprrrenl nnJ l)ropell] inclLLding files. docuntcnls. anLl sofiware.
ar. provided la wr)rk ird |n] r)ot bc rcrrr()!cLl lionr ,\l-O prenrises. or ilcccsscd. cricepl in thc

rcgular c0urse ol'husiress.

'lhc c ploj'ccs rrc cxpcclcd Lo trcal rhc prope(ies niih respect and are required to rctum lhc
prcperlles ir lood cor)dilior) prior ro their separriion fion the organizirtion. While ordioary wear
xnd rexr ls e\pccied. af,\ big damrgc or loss of ALO propertics should be repofted prorlptl) to thc

B, ComolYins with the Law

'Ihe,\l O enrplo\ccs.rc c\pcrLed to compl) \\'ilh al the laNs and rcgulations applicable 10 therr
rnd * iLlrir th. Jcopc ol lhcir cmf Lo-\ inclrt. Il is lh.ir l esponsibilit) to kno\\, and understand the 1a*

dirccllt rpplicrbLe nr thun rnd lhcir lobr.

C. Conliden1ia1 Inlorm.t1i0n

r\LO h.rs reco s and inibll,lletiorr lllel tre conljdentixl anll rhe employees nlusl lreal \!ith such

llrelcrirls e!cordinsl\. This feftainr ro all \crb0L and/or \!rillcn connnunications;fcluding. bul not
linrile|l 11r. \orI crcalcd as perl ol lheir jobs. li)rancia] dala. conlputcr [i]es. corlrlects, procUrernefl

rrat.rillls (\crdor lisLs. a id purchr\c orte's. clc l. rrarl(clinq rnd donor inlormarion (donor names.

rrrailin! Llsl!. lr d ri)n(ribLrlions. .ic..). IrogriIr Itittcrir lproj.cl rrp.r-ts. glant rpplicalions.
conesl)ondefcc Nllh coLLflr! olfices afd,'or \lO irternl1tronr rnc|tbcra. clc). personne] or stafi
inlormrtion (l)ersonrel lllcs. irni sx arl irlirrrrlltjon, elc). and gclrcral corDorate do.uments
riflcroal policics. procedur.s. nrlrLlrcs olrncclinqs- docUDrents. nores. a|d l]lcs. cic).

'lhc cnrt)o\cer.rre e\pecred ro prolcct and keef xpplicable inlir alion in sn.icl corllllence and

c\errrsc.r re.Nonrl)le ri!'gr.c 1o pre!ent disrlosrre ol rnr lflbnnation rega ing ALO lf an\
mann.r rd!.rs! 10 rlrc int.rcsl ol. or J.lrinr.ntxl to. ALO. or l rosc u ith whon ALO \\orkr. l'hc
.frplo)ccs $. pr)hitrilcd liofr rcpl\1lrciLrq l|\ co|liderlial intb nrtior lbr urc iIsidc or outside
o1 r\l.O fir ir\ t:iu4rose olher lhaI the pe on aIcc ol'1h.jr dulies.

Thc cmplo\ ees $ ilL bc sublccl 10 appropriate disciplinary acrion. up to and including dismjssal. fbr
krro.tingl] or urkro\\ifg\ rcvexlins inlbl.]nrrion ol a conlidcnlial nalure. Ilthe) are unsure ofthe
corrildcnlial n.rturc ol \peciUc inlbrrnalion. the\ crlected to rsk their supcrvisols for clarification.

D. Conflict of Inlcrest - Actual or P€r&ived

lirc eniplo)ces nrusl scrrpU oUsl\ a\oid an) contlict betwcon th.ir indi\idual interesrs .tnd thc
inlerests ol .\l-Ola conllict ofinleres{"). Il'they. or a nrerrber oflhcir thurilies. have a possihle

conllicl or cven thc appcemncc of I conllict rvjth Al.O inlcrcsis. thcy must lirlly disclose the

circrnrstanres othei|rrirnalcr. liorthcpur'posesofthispolic).thcLrril) includes a spouse. brother
o sisler. pr .rri. clrild or dofr.\rlc pr|trer.
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r\ conllicl oflltcrcsi cir eris. ir) , \,.lriet\ ofsltrations \i_here\er A[.O intclcsts. such as relling on
\lxll Llutics ol lotalt\ ind conlldcnli.rlil\- collrpeLe \ ith thc personal oI othcr profcssional activities
or engrgcnients of \l O \tili'1: \ cl!rr cor)llict ol ir)Ler.s( lrises nh€n the e|rplolccs or t))cmbers of
{rcii lifiilie5 direcll) or ind re.1l\l

. Pr11icilatc ir ,^l-() or rclarcd cfril! c!siurtior). s.icclion. award. or administration ola contracl.
loxn. pur.hasc. sxlc. lf\ciimcnt ordcr. do alioll. or othcr transactiolls drat will dirccily or
indire.tL\ Lreneli l th.'nr

' lh!crlirrirucial or olhcr cornrncrcirl iltcres((c\ccp( owncrship ol lcss than Jlve percenr of the

sbck ol r publicl\ helJ compxn)) or.u€ in a posiliof ol porer. aulhoritl. iirlluence.

so!ernrfc. or coriol as tLr r:rn) part) doirg bUsincss witlr ALo. ils progrrnns or rel:rled enlilies
and the emllolees as /\l.O stalfare enpaged or polentially inilucncc llle tran saction.

. Slxnd lo gdrr pcrsonalll, or inlli\ idu.rll! tiofr arY transact on lf \\hich Al-O, x ALO program or
r Al.O rc nled enlily l.! a px \

Acceft gilis. fh\ors. (rr arllhing oi ollctrr) \,rluc lionr ALO dorors or vendors. includifg
corrlr0clors. (ii\rjcpl lor unsoLiciled gilis ot r norrinrl !aLue. !'elning. travcl. rraterials, or oiher
ileLns lroYidcd [or lllc benelil oI ALO \iith :rLrpen isors apprcval).

. (]!rc liduciar) or o(her dutieJ ol.lqaLr] to l1nother cnth\ ihal is pannering. len.ling. dorrting.
I i!.stlfg. n.rotialirg or olircr \ isc lr rnsacring busiress $,ith Al.O a|d rhc cmployccs as ALO
staif afe.fqa[cd o polcrnixll) inllLcncr rhe uan,iacrion.

llcighlened scnLin! is applied lo procurcrrcnL slall end enrployees \!ho periodicallt requisitiolr
goods or scrviccs lbr ALO.

The cnrplo\cc must \ilhdrrw liom xn) l)articipalion in r\LO dccisions relaLed in an actua or
pe'ccivcd co llicl. ani lak! apfrl)ln irre stcls to cll )ini1c thc conilicl. This requirenrem sholrld nol
be constfucLl as prc!c|i;rg tllc crnplo)ee tiom stalinq their posrtiofs rcgardinq the m.rttcr. nor tiorr
rns\\erill! the niafagcr-s pcni|ent question\. il the emplovee's pcrso|al kro\!ledge nav be oi
assisra ce to ALO in reachlng irs dccision.

An impafiial pcrson or conn)i1rcc nra\ bc appo]rled io re\'le\\, a situatior irlvLrlving conflicts of
intcrest il rppropli.rte or necessarr,

[. Disclosure

A[.O ]s connnilled 10 liLll. iiir. acclnatc. ii|1cl] and underst.rndable disclosurc in rcpots and

docunrents includirrg bul ot limited 10 ils reports to donors. IRS form 990 and annual flnancial

ALo Code ofEthics & Conduct Policy-1*July, 2019

q&*[1.

It-
i

l

t-



P. Discriminalion llarassmert nnd Sexurl Harissment

Al-O cxprcssl) prohibilr and \rill rot tolerate any lbIn1 of discrininatioD. hamssmenr. or sexual
har.rs\merl based upor) racc. color. l.eLi-qion. national origir. se\. agc, scxual orientalion. marilal
status..itlTenshif slalui. disrLijlil--- or mililtlrt sl.{us. \11 em|lolees rrc e\pected to sign a

strl.nrcnt ufon hlrlfg thrl lhc\ hrvc rc.Ld . rd I |(leb(.od ,\1-O \ pollc).

(;. Elcctrorir Co munirrtii)ns :tn(l 'l elephone Use

.\l O prc!lds lh..rrrplorees $rLh computer etluipment and online access to internal and extclnal
nrlworks so thrl lhe-\ !rx\ .oLr]nUr cetc nro'e etllclell\ rorcconrpllsh Al-0s mission. T'he use of
the c.ml)utcr m l)la) ganes durlr! their regrrlar uorkirg lr,rrLrrs js prohibilcd. and personal use of
llrc \\i.b should be l(ept tr) x nriniInum.

All lelephones ha!e l)ccn install.d lir llte pLfpose olconducLing ALO blrsiness onl]. Personal calls
musl be Lirnitcd.

,\ll i)l'Al-O s.onnrlLficaliofs s\stcrrs arc o\lned b\ ?\LO and provided lirr olficial busi|css Lrsc

onl) ALi) niLl nr.nilor ,rnil discosc lhc cont.r)ts of r .Irplolcc's clectronic alld telcphonc
cornrunicaLions wher ie.err.u! or dc! rlbLc lir br \i|.is pLfposcs.

H.Ci!!

ll i! lnapfropridlc 10 !i\e a rih (r or recei\e a gih tiorr a pcr\on sirhin Al.O witl \rhom ihcrc is

crthcr e sul)crior or slLborLli1ntc rclrilonsrip. rL css tllc gilt ir ol'nominal value. \o traltagcrs lvili
lnlluence or tr€ inllnen.ed b) gi\ln! ol-tlrc gj11s.

Groul gili givlng to ,i Icllo\ srall persor ih.1t sportaneoLLsll afd lolur'rl.lrily arises liom empLo)ees
is pemiitred.

ALO sulls ar. diseorLr.rged Uom prcscnting 11 gifr to othcr ALO srafl members \lhilc \]isiring a

ALO olfice. lvhfihcr lhc gi\cr is an cmplu\ee or a grolrp ofe|rplor-ecs- Lrnless lherc is a po$ertil
locel cuslom or pra.ti(c 10 thc co|lrdr\. in \hjch case the gili shoLrlcl be e rok.r in niirure.

I. Opcmtior ofAI-OYehicles xnd/or llarhin€r\

ll plo)c€\ nrust not drivc ALO lchicl.s or thei| own vehicles rvhile on ALO business. or operarc
mllchincr\ .ir olhcr equiprnenr. $hile undcr lhe irllLterice olalcohol or prcscriplion drLrgs lhat ,nav
c:rrrse drorr-sirrcss. or olhrr\\,isc iirpair thclr abi il) tu dd!c sal'el!. To do so ma! be grounds lirr
.lis rn iss o i .

.I. Ortsid€ Actirities

Whilc cor)ducting ALO s business and olhcr relalionships oLrrside ALO. the emplovccs are
erpcclcd toi

. Corpl) \!ilh allla\s

. Bc lair \!i1h resfecl l() the rlghr!. lflcrcsls. ard restonsibililies ol other\

AL0 Code of Ethics & Conducl Policy-1* July, 2019
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' Prolect ALO'S repulation at all times throlrgh responsible conduct, and
. Appropriately address aclual or potenlial cont'licts of inlerest

K.Outside Emplovment

Regulsr enlflofees nrr) nor assurrc anolhcr posilion outsidc the organization if thc;r rranaper

ludges tha! it \r lll lirlerlcre\\ithlicl dutiesaI ALO.

L. Pro{urenlent

lheenplo)ee\nia)nor\clcclLr!cridorofguxlsorser\iceslbran\rcasonotherdrani$abillilto
lirLlill lhe orgrni^liolr s fccds rnd mi1) not personai Y accept an] goods or services or other lbnns
ofcompensarion or la\,(n\ liorn a vcnJor. o(her rhan as a usual corllributioll to ALO.

lces. cornmissions. klckbecks- or .ln) tbl]n of bribes intcnded to induce or re$ard l'avorable

decisions afd go!ernnrental actioirs. rrc unacceptable and prohibited. No stafl pc ' n r.'. in

violalionol rr) Lr\\.paloroller topel.orgi\e&1]lhingoa!0luetoidonor.governnrerLal er11il).

or polirical pirl).

'1he provision is not intended rc prohibh routine. modesi business gifts ofminor value. customar]
in local bfsines\ rela{ionshit)s. provide.l lhat no applicable law. regulalion, or ALO polic) is

vio aled and lill dis.losure is made to lhe enrpl.lee'i imnredlate nianager.

1le1brc rirJ tlrring the t)mcrrenrefr rro.tss ol i\siriir ttn.1.N. \eaLed bids. rcquc!t lbr prcposals

nnd irrl ollrcr soli.ilaliorr prucc:s. no.Irplo)cc or procur.]r.r1 commillee membels shall accept

rn\ giliJ. rnofc\ or !crvlccs llor) sLLch \cndor(s). lhc procLLrcnrcrl process ust be lrxnsparenl

rnd ha\e ro act al o. pcrcci\,cd appcarafcc ol irlrpropricl!.

ll. Sul)starcc Abusc in the Worknhcr

Lmplolees arc prohibilcrl liom rorkirg uhile into\icatcd. or !\hile LrnLler the iniluence ol illegal

drugs.

Ar celtain A].O sponso|cd socirl c!cnls- alcohol I)ay bc serlcd \!hh the consent ()1'lhe division or

Courlr] Olllce senior slaff mcrrhc. in charge olthc cvcnr. ALO enrplo)ees are expected 10 act

responsibl) al such gathclings lf thc scnior slaff mcnrbcr deternrincs that an individual is

irnr\i.ale.]. th.'lrdlvi.l!al \\ill be lcfie.l liL11rer alcohol and a ride home \!ill be arrarged An\
eniplo)ec rho be ieves thrt rnolh€r lersoi.rt \urh en e\€nt it inlo\lcated \honld Ntod rhir rc th!'
ilill ri)c bcr lrl c rargc so 1l)rl rpprcpri|l. slcps rn.t) bc tale]l

lr ih. coursc o1'lhcir.iobs. thc €mplo)ees may be rcqlrired to attend functions whcre alcohol is

ser\ed. Al.O crrplo\..r rre erpected m rcl rcsfonsibl),.rt such g.ttherings. and should not ddvc
1!hilc un.lcr {lrc nJlu.nce olelcohol

AL0 Code ol Ethics & Conduct Poljcy-1n luly, 2019
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N. \:isiturs in the \\'orkplacr

Frorn tinr. lo 1i c. rhc cmplorccs rn.! rcccilc pelsorl.rl visiLors ir the oflce or a! thc \loltstalion.
Ihcenrplo)eesarerespolsibletbr-trecofdUctoftl)cir\isilorsr!hilehe(nshcisonAl.Oprenljscs,
an(l nr ensure thri their !lsilof,, rra\ fot dislrL r llrc work irl olhc$.

Lfdcr so[]c cirrLLnrslar..J. ALO nr.r] deci.le rhrl ccnrin ncrsors rrc |ot p.Ililtcd on AL[)

ALO.rlso recognlTcs thar thc enp o)cc rr.-\ sor)cllfies ne.d to bring their childreD ro the 01lice.

Or l ol rr'st.ct lor thcir colleegu.s. Ihis \hould bc kcpr 11) 1r. rrinirum. ( hildrcn sl)ould be in rrc

t)rcs.ruc ol 1 rcir guardian aI oll tinlcs

O.$ix-k Preprr€rl b\ l.lnl)lor ees

All r!ork prepared b) the enplolees \\rlhif tlrc scope ol'lheir jobs including without limiration.
reporis. data. phoiographr- vidcos. brcchures. soft\\,are '- belongs to ALO and corslilutes 'work-

rli-.'\.,1.'\ il ri..r r,l,r-. 1

l-rnles\ obvioLrsl) inlcndcd Jirr e\1eflial publication. ALO \!orL mrt not be relcased or plrblished

\\ilhout Al.Os prlor ippro!sl. All .\lcri].ll publierLliirrr sill be subject to Ie\ic\\ prLor To

distrihrLtion. l_he emplo)ee \horLld discrLSs ou\iac rcqucns 1or inlb ratjon \}ilh thc nranager and

ollrer apDropriale ALO srall Lo ensure thar 
^l 

O s riuhls irr. or lo. such \\ork are protected.

,\l.O encorLrilcs llrc rr)rp o)ee\ n) \\r'ite ard puhllsh arlic es aboul ALO programs and projects

r\ilh trhlcr llrct rr. l.Lrriliar. \\hcrher il] 1l.O frclnrcr cLrrLntries. countries of,,per,tiull. u

. s.$ r!re. llo\\e\er. \!h.r rhe emflo)..s |rcpNrc l short prr,lication or tllrnshtion aboul r ALO
progr.rrr or froje.l. \rlLlcr.oisenr {)a1hc nrefelcr nrLsl tre obl.rined An} major fublicl11ion. sLrch

ri r book or Ulnr. requires L r. xpprofriate ic rior \ ice preside|1s frior \\riltcn consent. Il'dre article
or {rl1rslation \ill bc puhllshed ir . ,\L() intenialional member country, the rclcvanl nirtional

dir'cctor's wrirten consenr nust also bc obtained

P.,. Codc of Conduct ind Atl:ouptrbilit\ to I,roerarn l,articiprnt Conmuniries Rcgarding
Hnrassm€n(. ti\ploitrtion and Chikl I,rotection

Consist.nt with Al.O's vlsion. rrissron iMd corc ralues olrespect. integrhv and accountabilill. as

\1c I as r\LO's commilrnenl ro dlveriit_l. Nc scck to create rnd m.iinrain an organizational
en\ir)nmenttr:rl isticc lior)r tarassnenl !nll e\ploitalion. a rd to ensurc thc serne in all olour lvork
\\lth conirruiltie\ arrd pa11]rcrs. Ihis is crili!.rl to our ef]ictivcncss as an organiT.ttion. [-]ach

nierrber ol'rhc conrrrtLnllles $ ilh n hich ?\LO $ork\ or pro!l(lcs 0sslnence rrusl have ALOrs uilnost
r\rrLrance thrtth.\ \\l lnolbc\Lrbicc(tornllirrnolh,lristLfcnlor.iploitltion.Equ.rll).crclALL)
errplo)cc mLrst ha\e thc oppol]uriit\ to eontributc lir]lt io,\l.Os rrissior) in a \ork en\irullnenr
thal is li.c llollr r I li|rs ol soci.rl hlrassrncft.nd exploilalion.

To tiLltill thcsc eir)rs. ALO.\pressl) prolibits and \\ill no1 tolcrate an\ lorn of harassnlenl o[
crploll.ttion- bc i1 ph\sical, se\ua or pslchologic.l. Al.O errrplolees rre obliged to creale and

m0rnuin r rnvironrrcnt thai prc\cnts crploiution and abu\e and prcmoles thc itrplcmcntarion of
our (lodc ol (londucr.

ALo Code ofEthics & Conduct Policy-1sjuly,2019



b. Child I'rotection

r\l O has e Tero rcierer.c lpprorc r 1o cltild abu!,c. lhe prirnrr) goal ofthis Code ofConduct o|
child proleclion is to prolcct the \\el -being ol childrcn liorn afr lbnn ol harm. pa icularl) arising
tionr chlld abuse or regLcct.

.^lihough ,\l.O i\ foi primaril\ .t child-ticurcd orgariratlon. children are nrembers of the

co]nnirLniries in rhich t \!orkr. rfd ar such- childrcf erc op!1] 10 c\ploitarion and abuse. ALO
aclino\!l.dgcs ils rcsponsibi ir) lo lccp childrcll sili duri g ils i L.r!.Ilior)s. Ilnplo]c€s \!ho $,ork

r\ilh ,\l.O (in.ludifg ,^l.O's l'\OO nati!) shoud consider chiid prcrectro0 $ e slrired
rcs|onsibillt). ,\l.O is corrLnilteJ to do rg e\ery1hl1!r rcasonabl) possible !o rrinimizc thc risk ol'
ibLrscrochildrcn(prnicularl\\lhcnlhcrcispossibilir)olgcllirgirlocontacl\!ilhohildren).Al.O
slrongll discourager rf) erd rlL cofducts drat rlra) rcasonebL) bc inlcqreled as child abuse (as

All eLrrpLo\c.- *l I br nr.r!1. r*xrc oi rhilLi xhusc rhrru.ch orlcflrtion. ,{ r\ vlohlior oflhii (bdc o1'

ConLlu.l will hr consirlrr.d er act olrriscondlcl rnd \rill bc sulrjcct to prornpt Lrnd appmfriaie
di5ciplilluN ncLiof.

Q.ALO \ime. Loso. and Tradrmxrk

Thc AI-O nanie. logo. and lradenrerk r r) onlv he useli in rcLir,ities and circurnstanccs sanctioned

h\ ALO end irr ihc approprielc l'onrr ll_lh. .nrplolce\ ha\e an\ questions the) mal contact ALO s

Ot]ltie of Ccferal C ounrei

ll. Conlmunicrtior Rcqardios ALO

AIL prejs rnd media I iquirles mLrst bc lbrrvarrled 10 ALO r ('RNi Unir or the appropr .11( cuu rtr,\

direclor'- rhether Ihe nredir irlcrc!r is Locrl. nrlional. or irtemltioral. linder ro circuutstalrces an

crrplo)dc r!) li.1.1 .rn) qn.stio ri or rLrppl\ in\ irllirlrrllilnr to rlre lnedia. eilh1rr verbl1l or \vrilicn-
Lirrlcs\ c\pliu 1l) Jesigfaleil t(r.1oio lhc l:\lcnrirl llcllliorl\ I)cfnrnncnt ii a]\o ava labLe 10 \!orl
rillr afd rclp l)rcl]ar c llroie sll1ll desrgnrred ro co nniunicrllr \ ilh thc news nre(lia.

An Al-O emflo\ee shouLd rcliii liom cornmunicating \\,ith .r la\,ler not representing ALO_ ifthe
communication irvol\e! AI-O busincss. ll an\ AI-O em o)ee receives an unsolicilcd lclcphone
c.rll liorr a lanler nol reprcs.nlirrg ,\LO (o 1a$),er iri p !ate praclice or e\en a govcrnincnl

la\v)cr). (lrcn thar lau).r should b. polllcL) but inutcdialcl) rcLlTrd to the Assisranr CoLrrtr)
t)irect(n (lr&A). II ll)i5 $a). the ACD 1F&,^) caf confiml lhe propricl) ol the ctlll in lighr ofthe
rule\ qovemlfu \ hcr sLLch r l.r\\t er conimLLnic.rLes \\ ith ,\l.O rrd iis cmplo_\ees.

S. I,lnployee [,ikercls 0r \Y(x ds

li rhc scope ollhe enrl)lo\ees r,,ork. hc/sh! r11r) haye hiJrher likeness or rords recorded b! ALO
throrLgh photugraphs. rudios or vldcotipcs. or othcr$is.. B) permittiIg sLrch documrnrrtror.
e\prcssll o lrrill\. tlrel rgr€e to l)ernir ,\1.0\ usc o1_lhcir likeness or l!otuls in an\ rllaffcr thrl
Al-0 lr.il dc.nr apfropri,rtc.

T. Request for Employec InlirInntion or Referen.€s Offirirl l{equest lon behalfof ALO)
lf ant employee receives a request Jbr inlorrarior aborLl ar) ernploycc. or is asked to turnish an

olllclr cfiplo\rrcr1 reiirence. the requ€st urusr be rcterred 1() the Iluntaf ResoLrrces Developnenl
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& Mrnagenr. rr Dct)lr1 lef1. the coiccl1r olllci.ls oi_AL0 \1ill conlinn orly d.r1es ol elnplot|rent.
lisr sxlar) or \!agc raic alxl ldsl pirsition hcld. t.!o othcr cmplolmenr data is rclcased without
approprillc prior rrjtlen authoriTlr1lon i'rorn the indi!jdual \!ho is the subjecl olthe inquiry. Under
no circLrrr\lance should xr)one other th.n thc desisnateLl Ilunrai Resolrrces s1all'menibers providc
otllciaL AL0 rcfir.rrcc inlinrn.rtion

Pcrsonal ltcq est (on beh.tlt ol thc cmplo] cc)

Al.O docs fLrl cocourege irs elnplo]€es to give pcllsonal refirenccs. If6er decide to provide. the\,
must.nsure thai the pefson rcqucsting lhc rcfcrcnce undcrstands thal it is not an officiel ALO
rclircr.c. t lndcr no circtLrnstancc sllould !i,ritlcl persLnral rel'erenccs be on ALO lctcrhced or jio|l
a r AL(l cnlxil x.idrcs\. 

_the 
emILorce l! personall) rcsponsible lir an\ irersonal reitrcncc hcrshe

pro\idcs ll ll)cc plo\!cshn\c xr\ qrLCstiofs about rclcrcncc cllccks, the) |ray contact llltD&Nl-
At_o Q.

U.Rcporting Losscs & frrud lent Acts. Illosrl -{ct. xnd Violations ofthe Code ofEthics and
Conducl

l:acr arl c\cr\ crnplolec 01 Al.O hx! thc ob ilallorr tL, refofl to hisr'hcr supeNjsor tboul an\
losses. llcgrl icls. ilril olh.r \iolaLionilthe!b.Ljc\congoodjailhriralLosres&FraudujcntActs.
{llegal Ac1. ard Violtlions ol tlrc Code of Frhics nlld Conducl irtr!e occurred. Violations mlrst be

reported to a supervlsor. rrirnegc rent at a hjgher level. ar llJl rcprcsentirtive. or the Ofl'ice of
(leneral C'ounscl. 1-hc rcpo|t may be \erbal or in $ritirs. and should provldc derails of whal
hippened. including detc. locdion and the names ol an\ \!ihcsses.

Losses & l:ra ud u le Lr,1-.1!l!

ALO'sreputatioiisarcforfroUSl)\aluable.rii\.1.\\cmrLilalNorktomainLaiI1hehigl)endegree
ot accoriflabilil\ llr orLr Jonors. ind r\oid or pre\eni situations $al nra\' compromise,,ur nos rion
Ihis pol;c\ rppli.r ro.rn\ i -egularil\. or suspccl.d iregularjll. involving nol onl-- employees, bul
rlso !€ndors ,nd ol tcr outside p:riles. lIv.stigaiio|s \\ill be conduoted !Lithout rcgard to length of
sen ire. positiol]. title- or €lalionrhip.

r\ctions that frr\ bc d.e|red as libric.Ilor. mlsN!froprilLion. or llre Uscal irreguleritiei inrlude.l.
bol urc nl]l linrited tol

. An\ dishoncit or lidullLLlent acl

Forgcr\oralterationolirn\documentoraccolrnrbclongingloAl-O(incllrding,burnotlimited
Lo tirrcshccrs. pilroll rrld associ.Ltcd lcrrc |eco|ds an.l a..ouD1s- lrrvel and expc|sc repots.
adva.cc rrcords n!.1 a.counlr, f[,cUr.ircnl Jocurncnt.,. risrjcu lura] comrrodit) rccordr_ \pare pa s

or projccl rnaterirLs and equifrrrcnr invenlor) recor.ls. taod commodiry managenorr. and
nrori1([irg rrpons. .1cl

liorgel\ or xlrerallon ola check. bank drali. or arrr- o1lte. llnancirl docunrents

. 1\4isapproprialio or rnisuse oI fiurds- corr0lodilies. securities. supplies. spare pams, prcject
rrirlcr als rnd cquiprrcnl. or oth!'t ass.(s
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v
.lmprop[ietyinthehandlingorreporlingofmoney.llnancia]transactions,orbiddingprocedures

' Accepling or seeking an)lhing of matcrial value from vendors or pemons providing

services/materials to ALO (exceplions: perishable gifts intended lor a group of employees,

such as candy or flowers)

. D.slrucrioir or n!isapproprirrior) olrccords. fufliturc. ll\tur'es. or equipnrenl

. Diversion, alteration, or nlisnranagenlenl oI documenis or infolmation, and/or any similar
relaled inegularity.

ALO hos cslaL,lishcd ar add;lion.rl reporting nrechanisn iir emplo)ees \!ho beco e aware of
\\ro1g1ul condu.t b) Al.O slatlin viohlion ol'1he lollorving policics:

. Pol c! or Loiscr and liaudulcnr .r.rs

. krlici.s on (liserirnin.rrion rna sc\LLal lurrssrnurl

'ao.leof('onducrrnLlaccounlrbililyloprirgremplrticipentcomnruniticsrcgardingharassmcnl
a id .\plollerion

. ltLicies of conlllct ol i ne'cn

Il'ar)) .frplolcc licli LLnrblc to repor'1 \iolallo]rs ollirtcd poLiclcs io irr,r' onc $,ithin ALO. hclshc

mrl repon Lhe conducl thrcugh the \\hislle Blo\\er hotline. anonlmousl) ildesires. The reportirg
hoiline allou,s them to meke reports via the Intemct or phore (with interprelers available in 150

languagcs) to iln e\terral \,c lclor.

r\LOr!i1l n!Llolrru(eaf) lirmol .oerion inlimldatioi. reprisal orrelaliationagainstan-\onewho
r.polls lo5scs. illc!.rl r.ls or \ iohlio]rs o1 Lhd Codc. or provi(los an) inlirnntion or other xssr"rnncc

in ir irvcnigalior).

\.1aking lii\'oloLLr cLalrrr! Nill r)or be Lolcrllrd ,rLl nr!'', lcal to corrccri\e action up to nd including
inrircdlatc lcrlrrif illon L-rl_cr))f lol f1en1.

ql O.ode o'l.rric. & Cond,r, r Polr, ) - j luy l01r
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