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SKS Code of Conduct

Organizational Identity

1.Background:

Samajik Kallyan Sangstha (SKS) is a non-governmental, humanitarian, non-profit, non-political, non-
sectarian and voluntary development organization cailed NGO based in Thakurgaon district,
Bangladesh established in 1996 with the objectives of improving the lives and livelihoods of the poor
and extreme poor populaces coupled with working class segment by means of a holistic and innovative
development approaches that will have a positive impact on metamorphosing the socio-economically
vulnerable and marginalized targeted populaces into an empowered and resilient communities.

Since its inception, Samajik Kallyan Sangstha (SKS) has relentlessly been implementing a wide range
of projects amid the development collaboration of multilateral donor agencies and government funding
As part of its mandate, Samajik Kallyan Sangstha (SKS) in its own and fervid efforts set up a nursery at
different villages of Thakurgaon Sadar Upazila under Thakurgaon district aiming to protect the
environment from being polluted/degraded.Eventually, SKS undertook a project on tree plantation and
vegetable farming by organizing and mobilizing the womenfolk in relevant areas and effectively
implemented its interventions from one project office. SKS has of late been accomplishing different
development endeavours through its 5 project offices with the spontaneous participation of landless
people, poor adolescents laced with poverty stricken and downtrodden men and womenfolk let alone
implementing Income Generating Activities (IGA). In addition to this, SKS has been executing its
development activities at different upazilas of Thakurgaon, Dinajpur and Panchagarh districts
respectively. The working interventions of these activities inter alia promoting a sustainable environment
and health, organic agriculture, advanced agro technology, fostering women empowerment, adult &
adolescent education, progressive elimination of child labour, ensuring informal primary education,
social forestry, adolescent development and gender equality.

SKS is pledged bond to ameliorate the unfathomable sufferings and miseries of the socio-economically
vulnerable segment of society through improving their lives and livelihoods. As it is widely acknowledge
that the reorganization and inclusion of the women'’s contribution to the lives and livelihoods of a family
and all spectrum of social, political and economic periphery plays a central role in making people and
social less porn to shock. Gender equality is considered as a major penury related factor that gives
substantial scopes for poverty eradication and attainment of non-discriminatory gender society. Against
this backdrop, SKS promotes gender sensitivity approach in its different working interventions

2. Legal status of the organization:
SL Registration authority Registration number | Date
01 | NGO Affairs Bureau [ — 1327 | 27-12-1998
02 | Social Welfare Department Thak-07/96 " 17-11-1996
03 | Women Affairs Department Thak-62/2011 | 18-12-2011
3.Address:

SamajikKallyanSangstha (SKS)

Village: Salandar, Post Office: Salandar

Upazila: Thakurgaon, District: Thakurgaon

Phone: 0561-52641, Email: skstkg08@gmail.com
4.Vision:
SKS envisages a poverty, hunger and exploitation free society where people will enjoy all rights and
entitlement and safeguarding human rights with respect and values amid a peaceful and co-existence
environment.

5.Mission:

Uplifting live and livelihoods of poor and socio-economically vulnerable sections though promoting their
human and institutional capacity, awareness building as well as education and health care services
along with generating employability by means of working together through participatory way.
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SKS Code of Conduct

. Core value:

Mutual understanding

Honesty and discipline

Transparency & accountability

Recognizing good and noble work

Giving priority on participatory decision-making process
Punctuality

Gender sensitivity

Equality and solidarity

Integrated human development

.Goal of the organization:

Improving lives and livelihoods of poor and disempowered men, women and adolescent through
organizing and mobilizing them

8

.Objectives of the organization:

Efforts for ensuring overall wellbeing for people of all strata irrespective of caste, creed, religion and
ethnicity

Economic empowerment of disadvantaged men and women

Ensuring health-sanitation and nutrition through awareness, education and family and community
level practices

Rendering support for Disaster Risk Reduction (DRR)

Poverty alleviation and women empowerment

Ensuring gender equality and establishing human rights and governance

Support for a sustainable development of poverty-stricken, downtrodden and exploited people
Imparting gender equality training

Fostering wider awareness among common people about the necessity for progressive combating of
dowry, divorce, polygamy and early marriage in the society

Providing help for tree plantation and social forestry to keep natural and environmental balance
Taking up different projects for overall development of adolescent boys and girls

Child and adult literacy

Promoting organic agricultural practices to protect land fertility

Launching different informal education programs to make the disadvantaged rural communities self-
reliant

Taking up endeavors for curbing hazardous child labour

Ensuring sources of safe drinking water and sanitation facilities for rural people

Taking up different demand-driven projects through mobilizing local, national and international funds
Ensuring economic development of poor and marginalized rural poor by means of small and cottage
industry and access to micro finance initiatives

Ensuring ecological balance by applying organic fertilizer in agricultural activities

Sustainable rural sanitation
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SKS Code of Conduct

Objective of the Code of Conduct:

To ensure effective and efficient operation of organizational activities as well as discipline, transparency
and accountability for preventing of sexual exploitation, abuse, fraud, ethical, anti-bribery corruption and
abuse of power of employees.

Background to the Code of Conduct

Establishing the Code of Conduct shall be considered one of the several useful instruments of an
inclusive strategy and holistic policy to fight corruption in the development sector. Our Employee Code
of Conduct has been created to help you understand our core values and the behaviors expected to
support them. It provides guidance and support for every employee within SKS, with minimum
standards of ethical behavior and compliance with government laws and regulations being essential to
protecting the reputation and long term success of development works. We must constantly live up to
our values so our clients, beneficiaries, stakeholders and colleagues are confident they can put their full
trust in SKS. As a development partner we operate in a complex network of law, regulation and policy.
All office of SKS may add to this Code to reflect specific local requirements, customs or best practice
Local laws or policies always prevail when they are stricter than this Code.
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SKS Code of Conduct

Living up to our values

We take great pride in having established a culture that is built upon a unified set of values. Our working
ethos is passionate and highly focused. We work hard but have fun, and everyone shares in the
success of our organization. More than just words, we believe our values are the essence of our fame
and ethics of SKS to the way we work and operate day in, day out.

Our Code of has five principles and those are-

a) Take pride

b) Be passionate
c) Never Give Up
d) Work as Team
e) Make it Fun

Take pride:

To take pride in what we do, of who we are and what we stand for. We are proud of our brand, our
colleagues and our achievements.

Be passionate:

It's our passion to provide the best service for our clients and candidates that drives us to triumph over
our competition.

Never Give Up:

We welcome a challenge; we show strength of character and resilience in our approach. We see
difficulty as an opportunity to demonstrate ability.

Work as Team:

Working as one team makes us stronger, more efficient and adds value to the IGA and our
development work.

Make it Fun:

We recognise that fun is a key factor within our working environment; we’re sociable and enjoy
celebrating our successes.
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SKS Code of Conduct

Our responsibilities

Everyone in our business has particular responsibilities, including:

a) Leading by example

b) Promoting and role-modeling good ethical behavior and business conduct including complying
with all laws and regulations.

c) Ensuring you have access to and receive training on ethical issues and policies relating to this
Code

d) Promoting an environment where your colleagues feel confident and able to raise ethical
concerns and that they are taken seriously and followed-up

Zero tolerance

While this Code gives you guidance for certain situations there are specific areas where we have a zero
tolerance policy:

a) Unsafe, illegal or unethical working practices
b) Violence and aggression

c) Discrimination, bullying and harassment

d) Bribery and corruption

e) Retaliation against anyone who speaks up and does the right thing Contents
f) Gifts & Hospitality

g) Extortion

h) Deception

i)  Collusion

j)  Embezzalement

k) Sexual harassment

Whistleblowing
What is Whistleblowing?

Whistleblowing is the reporting of suspected wrongdoing at work by an employee, the organization or a
development partner or stakeholder. Our whistleblowing policy exists to help you speak up in situations
where you suspect dangerous, illegal, harmful or fraudulent activity is taking place, or when you or your
colleagues are being treated unfairly.

To work out the right thing to do in any situation, ask yourself:

e Isitlegal?

e Isitethical?

e Does it comply with SKS policy?

e Would | be happy telling my family or close friend about it?

If the answer to any of these is ‘no’ then we expect you to speak up.
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SKS Code of Conduct

Who should | speak to?

If you have an issue with a colleague or development partner, you should initially discuss the matter
with them. If this is not possible, you should speak to your line manager or Supervisor. If it is not
possible to talk to any of the above, use our whistleblowing service. Details are on your local internet or
advertised locally.

Our practices are as follows:

Harassment-free workplace

Every employee has the right to a working environment free from harassment and intimidation. We
recognize that being a development organization operating in many donors with differing laws. We are
sensitive to these and to cultural and social differences. However, our principles are universal and are
reflected in the laws of every country in which we operate. We have a zero tolerance approach to
harassment and intimidation.

What constitutes harassment?

Harassment is unwanted conduct which is reasonably considered to have the purpose or effect of:

- Violating the recipient'’s dignity
- Creating an intimidating, hostile, degrading, humiliating or offensive environment for the recipient

At all times every employee has a personal responsibility to behave in a manner that is not offensive to
others. Line managers/Supervisor and Human Resources are responsible for communicating this policy
to employees and for investigating any complaints of harassment against any member of their team.

Smoking, Drugs and alcohol

SKS is a smoking &drug-free workplace. While at work and attending business-related activities in any
location you are strictly prohibited from using or being under the influence of alcohol or illegal drugs.
Any staff of SKS should not take/use any material related to drugs. Also the staff members of the
organization should not involve in supplying drugs or involve gambling. Smoking is also restricted during
office work.Smoking is strictly prohibited in the SKS premises.

Competing Activities
The employee of SKS-

- Should not involve with other organization with same interest during employment period with
organization.

- Should not involve with activities which relates with negative impact

- Should not use organizational name and fame for personal interest.
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SKS Code of Conduct

Criminal Offence

Should not involve with and kind of criminal offence such as loss damage of public property, smuggling
and trafficking.

Pornography

Should not bear any pornography materials in workplace, should not display any pictures, video or
music related porn in office computer of within office premise.

Security of the Organization:

- Staff members of the organization should maintain organizational security during his/her working
hours and ensure proper precaution for any security hazards.

- Staff members of the organization should not carry any fire arms or explosive materials.

- High confidentially should be maintained for sensitive issue reports and authoritative signatures
have to be taken for any kinds of reports.

Violation of mentioned above code of conduct will be treated with “Zero Tolerance”.

o(egn—

2o (0a(2055 _ 0| 9057
WITRATER SRS ottt
I spfErs T ;“\!
STUS S RY (LS. wAa, SFAe

HEAAR . STFENS |



SKS Code of Conduct

General Corruption and punishment:

1. Leading life not in compliance with income and expenditure
Involving with other job or business directly or indirectly without prior permission of

concerned authority

Violating appointment and service rules

3
4. Damaging organizational records
5

Taking organizational records and register from the organization without prior permission of

the concerned authority

Taking bribe and loan from the beneficiaries

6.
7. Breaching organizational secrecy
8

Misappropriation of project or office assets

In wake of the aforementioned issues, the accused staff will be served show cause notice by
concerned authority of the organization and the concerned individual will have to give written
reply within 3 working days. If the reply is not satisfactory, the concerned management of the
organization will take organizational disciplinary action against the staff by forming charge

sheet.

Provisions for punishment:

The following issues can be applied for bringing about organizational dynamism and
addressing criminal activities by any staff.

service and appointment rules

SL Crime Punishment
1 Violation official order of high officials Suspension of increment
2 Propensity to attend office in late Issuing warning letter and later curtailment of one
day salary for consecutive 3 months
3 Breaching any conditions of the | Issuing show cause/warning notice

4 Misbehavior with staff, particularly with
female one

Issuing show cause/warning notice

5 Negligence to duty

Issuing notice and

suspension

warning temporary

6 Raising futile, false and baseless
allegation against any staff

At first one month leave without one month |
salary, then the same with warning notice and |
finally dismissal from job

7 Involving with anti-organizational and
subversive activities

Issuing warning notice/termination

8 Work absence without prior information
to the authority or in leave

At first one month leave without one month
salary, then the same with warning notice and
finally dismissal from job

9 Leading life lavishly

Taking decision based on findings of the
investigation

organizations without approval of the
concerned authority

10 | Engaging with other job or business | Issuing show cause notice, temporary
directly or indirectly without prior | suspension and termination based on findings of
information to the authority investigation report

11 | Becoming member of other | Taking decision based on findings of the

investigation

12 | Damaging organizational records or

At first financial penalties and later one month

permission of the concerned authority

registers leave without salary
13 | Taking organizational records or | Issuing show cause notice, temporary
registers without taking prior | suspension and termination based on findings of

investigation report
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SKS Code of Conduct

14 | Taking bribe or illegal advantages or Issuing show cause notice and temporary
loan from group members suspension

15 | Not maintaining secrecy about group | Issuing show cause notice/leave without one
record and divulging organization’s | month salary and suspension based on findings
secret information of investigation report

16 | Misappropriation of project assets and | Financial penalization of tk. 500, three month
grabbing property of others leave without salary and termination

17 | Involving anti-social activities, | Suspension
particularly with illicit affaires with
women

18 | Error in group formation Issuing show cause and cautionary notices

19 | Hiding any issues that harm the | Financial penalties and issuing warning notice
organizational interest L.

20 | Work absence on holidays without | Issuing warning notice and finally financial
prior permission of concerned authority | penalties B S

21 | Conducting group meeting not to | At first issuing show cause notice and then
following the organizational rules issuing warning notice

22 | Uttering derogatory comments about | At first issuing warning notice and suspending
the organizational rules and | increment, secondly, leave without salary and
regulations finally, investigation

23 | Wearing unexpected cloths during | Issuing warning notice
duties

24 Leaving station without prior | Issuing warning notice
permission

25 | Travel allowance Tk. 300 fine if submit fake bill

27 | Involvement with any kind of crimes Issuing warning notice and disciplinary action as

per the gravity of the crime

N.B: It is mandatory to know about this Code of Conduct for every staff member of the
organization and sign this Code of Conduct during appointment with SKS.

The End
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