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PREFACE

In keeping with our vision, mission and values, ALO is committed fo maintaining the highest
degree of ethical conduct among all of its employees, and expects all staff to act in a manner
consistent with the core values of respect, integrity, commitment, and excellence while carrying
out their organizational responsibilities. To help the employee understand these standards, ALO
has established this Code of Ethics & Conduct.

This booklet details ALO’s expectations of employees in a number of important situations,
providing general descriptions of each key point.

For readers, if (you) have any questions or suggestion about the Code, the Human Resources
Division or Office of General Counsel can also provide more information or answer of (your)any
questions, as needed.

All employees are expected to understand and abide by the ALO's Code of Ethics &Conducts that
consists of 21 Sections in the manual.

Thanking you.
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Exeéurtive Director - 1o
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A. Assets and Funds

ALQO’s employees are responsible for the proper management of all ALO assets, funds or other
property entrusted to them. ALO equipment and property, including files, documents, and software,
are provided for work and may not be removed from ALO premises, or accessed, except in the
regular course of business.

The employees are expected to treat the properties with respect and are required to return the
propetties in good condition prior to their separation from the organization. While ordinary wear
and tear is expected, any big damage or loss of ALO properties should be reported promptly to the
manager.

B. Complying with the Law

The ALO employees are expected to comply with all the laws and regulations applicable to them
and within the scope of their employment. It is their responsibility to know and understand the law
directly applicable to them and their jobs.

C. Confidential Information

ALO has records and information that are confidential and the employees must treat with such
materials accordingly. This pertains to all verbal and/or written communications including, but not
limited to, work created as part of their jobs, financial data, computer files, contracts, procurement
materials (vendor lists, and purchase orders, etc.). marketing and donor information (donor names,
mailing lists. and contributions, etc.), program material (project reports, grant applications,
correspondence with country offices and/or ALO international members, etc), personnel or staff
information (personnel files, and salary information, etc), and general corporate documents
(internal policies, procedures, minutes of meetings, documents, notes, and files, etc).

The employees are expected to protect and keep applicable information in strict confidence and
exercise a reasonable degree to prevent disclosure of any information regarding ALO in any
manner adverse to the interest of, or detrimental to, ALO, or those with whom ALO works. The
employees are prohibited from reproducing any confidential information for use inside or outside
of ALO for any purpose other than the performance of their duties.

The employees will be subject to appropriate disciplinary action, up to and including dismissal, for

knowingly or unknowingly revealing information of a confidential nature. If they are unsure of the
confidential nature of specific information, they expected to ask their supervisors for clarification.

D. Conflict of Interest - Actual or Perceived

The employees must scrupulously avoid any conflict between their individual interests and the
interests of ALO (a “conflict of interest"). If they, or a member of their families, have a possible
conflict or even the appearance of a conflict with ALO interests, they must fully disclose the
circumstances to their manager. For the purposes of this policy. the family includes a spouse, brother
or sister, parent, child or domestic partner.
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A conflict of interest can arise in a variety of situations wherever ALO interests, such as relying on
staff duties of loyalty and confidentiality, compete with the personal or other professional activities
or engagements of ALO staff. A clear conflict of interest arises when the employees or members of
their families directly or indirectly:

« Participate in ALO or related entity evaluation, selection, award, or administration of a contract,
loan, purchase, sale, investment order, donation, or other transactions that will directly or
indirectly benefit them.

* Have a financial or other commercial interest (except ownership of less than five percent of the
stock of a publicly held company) or are in a position of power, authority, influence,
governance or control as to any party doing business with ALO, its programs or related entities
and the employees as ALO staff are engaged or potentially influence the transaction.

« Stand to gain personally or individually from any transaction in which ALO, a ALO program or
a ALO related entity is a party.

*  Accept gifts, favors, or anything of monetary value from ALO donors or vendors, including
contractors, (except for unsolicited gifts of a nominal value, training, travel, materials, or other
items provided for the benefit of ALO with supervisors” approval).

*  Owe fiduciary or other duties of loyalty to another entity that is partnering, lending, donating,
investing, negotiating or otherwise transacting business with ALO and the employees as ALO
staff are engaged or potentially influence the transaction.

Heightened scrutiny is applied to procurement staff, and employees who periodically requisition
goods or services for ALO.

The employee must withdraw from any participation in ALO decisions related in an actual or
perceived conflict, and take appropriate steps to eliminate the conflict. This requirement should not
be construed as preventing the employee from stating their positions regarding the matter, nor from
answering the manager’s pertinent questions, if the employee’s personal knowledge may be of
assistance to ALO in reaching its decision.

An impartial person or commiltee may be appointed to review a situation involving conflicts of
interest if appropriate or necessary.

Disclosure

ALO is committed to full, fair, accurate, timely and understandable disclosure in reports and
documents including but not limited to its reports to donors, IRS form 990 and annual financial
statements.




F. Discrimination Harassment and Sexual Harassment

ALO expressly prohibits and will not tolerate any form of discrimination, harassment, or sexual
harassment based upon race, color, religion, national origin, sex, age, sexual orientation, marital
status, citizenship status, disability. or military status. All employees are expected to sign a
statement upon hiring that they have read and understood ALO's policy.

G. Electronic Communications and Telephone Use

ALO provides the employees with computer equipment and online access to internal and external
networks so that they may communicate more efficiently to accomplish ALO's mission. The use of
the computer to play games during their regular working hours is prohibited, and personal use of
the Web should be kept to a minimum.

All telephones have been installed for the purpose of conducting ALO business only. Personal calls
must be limited.

All of ALO’s communications systems are owned by ALO and provided for official business use
only. ALO will monitor and disclose the contents of an employee's electronic and telephone
communications when necessary or desirable for business purposes.

H. Gifts
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It is inappropriate to give a gift to or receive a gift from a person within ALO with whom there is
either a superior or subordinate relationship, unless the gift is of nominal value. No managers will
influence or be influenced by giving of the gifts.

Group gift giving to a fellow staff person that spontaneously and voluntarily arises from employees
is permitted.

ALO staffs are discouraged from presenting a gift to other ALO staff members while visiting a
ALO office, whether the giver is an employee or a group of employees. unless there is a powerful

local custom or practice to the contrary, in which case the gift should be a token in nature.

Operation of ALOVehicles and/or Machinery

Employees must not drive ALO vehicles or their own vehicles while on ALO business, or operate
machinery or other equipment, while under the influence of alcohol or prescription drugs that may
cause drowsiness, or otherwise impair their ability to drive safely. To do so may be grounds for
dismissal.

Qutside Activities

While conducting ALO’s business and other relationships outside ALQ, the employees are
expected to:

+  Comply with all laws
*  Be fair with respect to the rights, interests, and responsibilities of others




+  Protect ALO's reputation at all times through responsible conduct, and
*  Appropriately address actual or potential conflicts of interest

K.Qutside Employment

Regular employees may not assume another position outside the organization if their manager
judges that it will interfere with their duties at ALO.

L. Procurement

The employees may not select a vendor of goods or services for any reason other than its ability to
fulfill the organization's needs and may not personally accept any goods or services or other forms
of compensation or favors from a vendor, other than as a usual contribution to ALO.

Fees, commissions, kickbacks, or any form of bribes intended to induce or reward favorable
decisions and governmental actions, are unacceptable and prohibited. No staff person may, in
violation of any law, pay or offer to pay, or give anything of value to a donor, governmental entity,
or political party.

The provision is not intended to prohibit routine, modest business gifts of minor value, customary
in local business relationships, provided that no applicable law, regulation, or ALO policy is
violated and full disclosure is made to the employee’s immediate manager.

Before and during the procurement process of issuing tenders, sealed bids. request for proposals
and any other solicitation process, no employee or procurement committee members shall accept
any gifts, money or services from such vendor(s). The procurement process must be transparent
and have no actual or perceived appearance of impropriety.

M.  Substance Abuse in the Workplace

Employees are prohibited from working while intoxicated, or while under the influence of illegal
drugs.

At certain ALO-sponsored social events, alcohol may be served with the consent of the division or
Country Office senior staff member in charge of the event. ALO employees are expected to act
responsibly at such gatherings. If the senior staff member determines that an individual is
intoxicated, the individual will be denied further alcohol and a ride home will be arranged. Any
employee who believes that another person at such an event is intoxicated should report this to the
staff member in charge so that appropriate steps may be taken.

In the course of their jobs, the employees may be required to attend functions where alcohol is
served. ALO employees are expected to act responsibly at such gatherings, and should not drive
while under the influence of alcohol.
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Visitors in the Workplace

From time to time, the employees may receive personal visitors in the office or at the workstation.
The employees are responsible for the conduct of their visitors while he or she is on ALO premises,
and to ensure that their visitors may not disturb the work of others.

Under some circumstances, ALO may decide that certain persons are not permitted on ALO
premises.

ALO also recognizes that the employee may sometimes need to bring their children to the office.
Out of respect for their colleagues, this should be kept to the minimum. Children should be in the

presence of their guardian at all times,

Work Prepared by Emplovees

All work prepared by the employees within the scope of their jobs including without limitation,
reports, data, photographs, videos, brochures, software -- belongs to ALO and constitutes "work-
for-hire." ALO owns all rights to these works.

Unless obviously intended for external publication. ALO work may not be released or published
without ALO's prior approval. All external publications will be subject to review prior-to
distribution. The employee should discuss outside requests for information with the manager and
other appropriate ALO statT to ensure that ALO's rights in, or to, such work are protected.

ALO encourages the employees to write and publish articles about ALO programs and projects
with which they are familiar, whether in ALO-member countries, countries of operation, or
elsewhere. However, when the employees prepare a short publication or translation about a ALO
program or project, written consent of the manager must be obtained. Any major publication, such
as a book or film, requires the appropriate senior vice president's prior written consent. If the article
or translation will be published in a ALO international member country, the relevant national
director’s written consent must also be obtained

a. Code of Conduct and Accountability to Program Participant Communities Regarding
Harassment, Exploitation and Child Protection

Consistent with ALO’s vision, mission and core values of respect, integrity and accountability, as
well as ALO’s commitment to diversity, we seek to create and maintain an organizational
environment that is free from harassment and exploitation, and to ensure the same in all of our work
with communities and partners. This is critical to our effectiveness as an organization. Each
member of the communities with which ALO works or provides assistance must have ALO's utmost
assurance that they will not be subject to any form of harassment or exploitation. Equally, each ALO
employee must have the opportunity to contribute fully to ALO's mission in a work environment
that is free from all forms of social harassment and exploitation.

To fulfill these aims, ALO expressly prohibits and will not tolerate any form of harassment or
exploitation, be it physical, sexual or psychological. ALO employees are obliged to create and
maintain an environment that prevents exploitation and abuse and promotes the implementation of
our Code of Conduct.
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b. Child Protection

ALO has a zero tolerance approach to child abuse. The primary goal of this Code of Conduct on
child protection is to protect the well-being of children from any form of harm, particularly arising
from child abuse or neglect.

Although ALO is not primarily a child-focused organization, children are members of the
communities in which it works, and as such, children are open to exploitation and abuse. ALO
acknowledges its responsibility to keep children safe during its interventions. Employees who work
with ALO (including ALO’s PNGO staffs) should consider child protection as a shared
responsibility. ALO is committed to doing everything reasonably possible to minimize the risk of
abuse to children (particularly when there is possibility of getting into contact with children). ALO
— strongly discourages any and all conducts that may reasonably be interpreted as child abuse (as
defined above).

- All employees will be made aware of child abuse through orientation. Any violation of this Code of
Conduct will be considered an act of misconduct and will be subject to prompt and appropriate
disciplinary action.

Q.ALO Name, Logo, and Trademark

= The ALO name, logo, and trademark may only be used in activities and circumstances sanctioned
by ALO and in the appropriate form. If the employees have any questions they may contact ALO's
Office of General Counsel.

R. Communication Recarding ALQ

All press and media inquiries must be forwarded to ALO’s CRM Unit or the appropriate country
director, whether the media interest is local, national, or international. Under no circumstances an
employee to field any questions or supply any information to the media, either verbal or written,
unless explicitly designated to do so. The External Relations Department is also available to work
with and help prepare those staff designated to communicate with the news media.

An ALO employee should refrain from communicating with a lawyer not representing ALO, if the

communication involves ALO business. If any ALO employee receives an unsolicited telephone

call from a lawyer not representing ALO (a lawyer in private practice or even a government

lawyer), then that lawyer should be politely but immediately referred to the Assistant Country

Director (F&A). In this way, the ACD (F&A) can confirm the propriety of the call in light of the
= rules governing when such a lawyer communicates with ALO and its employees.

w

Emplovee Likeness or Words

o In the scope of the employees work, he/she may have his/her likeness or words recorded by ALO
through photographs, audios or videotapes. or otherwise. By permitting such documentation,
expressly or tacitly, they agree to permit ALO's use of their likeness or words in any manner that

- ALO may deem appropriate.

T. Request for Emplovee Information or References Official Request (on behalf of ALQO)

If any employee receives a request for information about an employee, or is asked to furnish an
official employment reference, the request must be referred to the Human Resources Development
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& Management Department, the concern officials of ALO will confirm only dates of employment,
last salary or wage rate and last position held. No other employment data is released without
appropriate prior written authorization from the individual who is the subject of the inquiry. Under
no circumstance should anyone other than the designated Human Resources staff members provide
official ALO reference information.

Personal Request (on behalf of the employee)

ALO does not encourage its employees to give personal references. If they decide to provide, they
must ensure that the person requesting the reference understands that it is not an official ALO
reference. Under no circumstance should written personal references be on ALO letterhead or from
an ALO email address. The employee is personally responsible for any personal reference he/she
provides. If the employees have any questions about reference checks, they may contact HRD&M,
ALOHQ.

U. Reporting Losses & Fraudulent Acts, Illesal Act, and Violations of the Code of Ethics and
Conduct

Each and every employee of ALO has the obligation to report to his/her supervisor about any
losses, illegal acts, and other violation if they believe on good faith that Losses & Fraudulent Acts,
[llegal Act, and Violations of the Code of Ethics and Conduct have occurred. Violations must be
reported to a supervisor, management at a higher level, an HR representative, or the Office of
General Counsel. The report may be verbal or in writing, and should provide details of what
happened, including date, location and the names of any witnesses.

Losses & raudulent Acts

ALQO's reputation is an enormously valuable asset. We must all work to maintain the highest degree
of accountability to our donors, and avoid or prevent situations that may compromise our position.
This policy applies to any irregularity, or suspected irregularity, involving not only employees, but
also vendors and other outside parties. Investigations will be conducted without regard to length of
service, position, title, or relationship.

Actions that may be deemed as fabrication, misappropriation, or are fiscal irregularities included,
but are not limited to:

* Any dishonest or fraudulent act

+ Forgery or alteration of any document or account belonging to ALO (including, but not limited
to timesheets, payroll and associated leave records and accounts, travel and expense reports,
advance records and accounts, procurement documents, agricultural commeodity records, spare parts
or project materials and equipment inventory records, food commodity management, and
monitoring reports, etc)

* Forgery or alteration of a check, bank draft, or any other financial documents

*  Misappropriation or misuse of funds, commodities, securities. supplies, spare parts, project
materials and equipment, or other assets
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« Impropriety inthe handling or reporting of money, financial transactions, or bidding procedures
+ Accepting or seeking anything of material value from vendors or persons providing

services/materials to ALO (exceptions: perishable gifts intended for a group of employees,
such as candy or flowers)

«  Destruction or misappropriation of records, furniture, fixtures, or equipment

+  Diversion, alteration, or mismanagement of documents or information, and/or any similar or
related irregularity.

ALO has established an additional reporting mechanism for employees who become aware of
wrongful conduct by ALO staff in violation of the following policies:

+ Policy on losses and fraudulent acts
«  Policies on discrimination and sexual harassment

+  Code of Conduct and accountability to program participant communities regarding harassment
and exploitation

»  Policies on conflict of interest

If any employee feels unable to report violations of listed policies to anyone within ALO, he/she
may report the conduct through the Whistle Blower hotline, anonymously if desires. The reporting
hotline allows them to make reports via the Internet or phone (with interpreters available in 150
languages) to an external vendor.

ALO will not tolerate any form of coercion, intimidation, reprisal or retaliation against anyone who
reports losses, illegal acts or violations of the Code, or provides any information or other assistance
in an investigation.

Making frivolous claims will not be tolerated and may lead to corrective action up to and including
immediate termination of employment.
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