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Preventing Sexual Exploitation and Abuse, Non-managers pack


HANDOUT H1

Sexual Conduct Guidelines from Oxfam’s 

Code of Conduct
Oxfam’s Code of Conduct provides guidelines for the way Oxfam intends its staff to behave.  The guidelines are necessarily broad, covering all aspects of behaviour, use of equipment and guidance on relationships with others at many levels and in many situations.

The Code draws on and makes reference to many of Oxfam’s policies; use of computers, harassment etc. but there is no policy on sexual conduct or child protection.  Below you will find a distillation of how Oxfam requires its staff to behave in this regard.  

So, in addition to spending some time really thinking about what the Code means in general to you, your team and the people around you, here is some clarity on one small part of it.

The underlying, non-negotiable principles that we expect to govern your behaviour and that of those around you are:

i. No exploitation or exploitative relationships that are exploitative as a result of your position within Oxfam.

ii. No actions that bring the organisation into disrepute.

Therefore

iii. No sexual contact at all with anybody under the age of 18 (because it is exploitative by nature).

iv. No sexual contact at all with beneficiaries (because it is potentially exploitative by nature).

To clarify

v. There is equally little tolerance to either demanding or accepting sex or sexual contact in return for goods or services from you or Oxfam.

It is really important to stress that

vi. It is your duty and responsibility to report, via the systems that exist, behaviour that you feel is not in accordance with the above edicts.
vii. It is also your responsibility to actively promote and maintain an atmosphere or environment in which staff feel that they can and will live up to the expectations clarified above.

HANDOUT H2

Code of Conduct Oxfam GB
INTRODUCTION
As an Oxfam GB staff member, you are required to abide by the organisation’s policies and procedures, the terms and conditions of your employment (as outlined in your employment contract), and to ensure your conduct is in keeping with the organisation’s beliefs, values and aims. 

The aim of this Code of Conduct is to give you guidance regarding the key issues that you need to be aware of as an Oxfam GB staff member, and the standards by which you may need to behave in certain circumstances.  The Code applies to all Oxfam GB staff, regardless of location, and in accepting appointment, you undertake to discharge your duties and to regulate your conduct in line with the requirements of this Code.  The Code is designed for your guidance and protection, although a breach may result in disciplinary action (including dismissal in some instances) and,  in some cases, may lead to criminal prosecution.   

Whilst recognising that local laws and cultures differ considerably from one country to another, Oxfam GB is a British based International NGO, and therefore the Code of Conduct is based on European and International Legal standards, as well as being written to reflect the organisation’s fundamental beliefs and values (as outlined below), to support its mission to work with others to overcome poverty and suffering and its commitment to ensuring that staff members avoid using possible unequal power relationships for their own benefit.   

OXFAM GB – MISSION, BELIEFS AND VALUES

	Oxfam GB’s purpose
	-
	To work with others to overcome poverty and suffering.

	
	
	

	Oxfam GB’s Beliefs
	-
	The lives of all human beings are of equal value.

	
	
	In a world rich in resources, poverty is an injustice, which must be overcome.



	
	
	Poverty makes people more vulnerable to conflict and natural calamity; much of this suffering can be prevented and must be relieved.



	
	
	People’s vulnerability to poverty and suffering is increased by unequal power relations based on, for example, gender, race, class, caste and disability; women who make up the majority of the world’s poor are especially disadvantaged.



	
	
	Working together we can build a just and safer world, in which people take control over their own lives and enjoy their basic rights.




	
	
	To overcome poverty and suffering involves changing unjust policies and practices, nationally and internationally, as well as working closely with people in poverty.



	Oxfam GB’s Anti-Harassment Policy
	-
	Oxfam GB views all forms of harassment as incompatible with its aims and beliefs in the dignity of all people, and undermining to its vision of equal opportunities.  Consequently, Oxfam GB will not tolerate the harassment of staff, volunteers, contractors, partner organisations, beneficiaries or any others.


CODE OF CONDUCT - STANDARDS

As a staff member of Oxfam GB, I will:

1. Be responsible for the use of information and resources to which I have access by reason of my employment with Oxfam GB.

· I will ensure that I use Oxfam GB information, funds and resources entrusted to me in a responsible manner and account for all money and property,  following the appropriate  policy and procedural requirements.  Resources and property include 

Oxfam GB vehicles

Telephones, photocopiers, fax machines and stationery

Other office equipment or equipment/resources belonging to Oxfam GB

Computers including the use of email,  internet and intranet

Oxfam GB accommodation (including Oxfam housing in international locations)

2. Ensure the safety, health and welfare of all Oxfam GB staff members,  volunteers and contractors.

· I will adhere to all legal and organisational health and safety requirements in force at the location of my work.

· I will comply with any local security guidelines and be pro-active in informing management of any necessary changes to such guidelines.

· I will behave in such a way as to avoid any unnecessary risk to the safety, health and welfare of myself and others,  including partner organisations and beneficiaries.   

3. Ensure that my personal and professional conduct is,  and is seen to be,  of the highest standards and in keeping with Oxfam GB’s beliefs, values and aims.

· I will treat all people fairly and with respect and dignity.

· When working in an international context or travelling internationally on behalf of Oxfam GB, I will observe all local laws and be sensitive to local customs.

· I will not work under the influence of alcohol or use, or be in possession of, illegal substances on Oxfam GB premises or accommodation.

· I will seek to ensure that my sexual conduct does not bring Oxfam GB into any ill repute and does not impact on or undermine my ability to undertake the role for which I am employed. 

-
I will not enter into commercial sex transactions with beneficiaries.  For the purpose of this Code of Conduct a transaction is classed as any exchange of money,  goods,  services or favours with any other person.

4. Perform my duties and conduct my private life in a manner that avoids possible conflicts of interest with the work of Oxfam GB and my work as a staff member of the organisation.

· I will declare any financial, personal, family (or close intimate relationship) interest in matters of official business which may impact on the work of Oxfam GB– e.g. contract for goods/services,  employment or promotion within Oxfam GB,   partner organisations,  civil authorities,  beneficiary groups.

· I will behave in a manner that does not undermine national or international perceptions of Oxfam GB’s impartiality.  

· I will seek permission before agreeing to being nominated as a prospective candidate or another official role for any political party.

· I will not accept any additional employment or consultancy work outside of Oxfam GB without prior permission from management.  

· I will not accept significant gifts or any remuneration from governments, beneficiaries, donors, suppliers and other persons, which have been offered to me as a result of my employment with Oxfam GB.

· I will not abuse my position as an Oxfam GB staff member by requesting any service or favour from others in return for assistance by Oxfam GB.

5. Avoid involvement in any criminal activities, activities that contravene human rights or those that compromise the work of Oxfam GB.

-
I will contribute to combating all forms of illegal activities.

· I will notify Oxfam GB of any unspent criminal convictions or charges prior to employment.

· I will also notify the organisation if I face any criminal charges during my employment.

· I will not engage in sexual behaviour with children under the age of 18, regardless of local custom.

· I will not abuse or exploit children under the age of 18 in any way and will report any such behaviour of others to my line management.

6. Refrain from any form of harassment, discrimination, physical or verbal abuse, intimidation or exploitation.

· I will fully abide with the requirements of Oxfam GB’s equal opportunities, diversity and anti-harassment policies.

· I will never engage in any exploitative, abusive or corrupt relationships. 

I have read carefully and understand the Oxfam GB Code of Conduct and hereby agree to abide by its requirements and commit to upholding the standards of conduct required to support Oxfam GB’s aims, values and beliefs.

Name

Signature






Date

APPLICATION OF THE CODE OF CONDUCT

The Code of Conduct is intended to serve as a guide for all Oxfam GB staff in making decisions in their professional lives and, at times, in their private lives. By following this Code of Conduct, it is intended that all staff will contribute to strengthening the professionalism and impact of the work of Oxfam GB.

The Code of Conduct forms part of the terms and conditions of employment of all staff.  Further information and detail on specific aspects of this Code can also be found in Behaviour at Work in Oxfam GB’s Policies and Procedures.

1. All staff will be given a copy of this Code of Conduct and be required to familiarise themselves with its requirements, by reading and discussing the Code with their manager or colleagues.

2. All staff will be required to confirm this by signing their agreement to the Code of Conduct and by keeping a copy. A further copy of the signed agreement will be kept on the staff member’s personal file.

3. Further information on the provisions within the Code can be found in Oxfam GB’s policies, procedures and guidelines. If needed, staff can also seek further clarification from their manager or a member of the Human Resources team..

4. For staff relocating to another country of work, guidance will also be given in relation to local specific customs and legal requirements, in order to inform the behaviour that they will be expected to adopt.

5. Further guidance and information will also be distributed to each office and work place and may also be found in related documents (e.g. Local Security Guidelines).

6. Managers have a responsibility to ensure that all staff, including newly recruited staff, are provided with a copy of the Code of Conduct, understand its provisions clearly, and sign their agreements to its terms.

7. Managers also have a particular responsibility to uphold the standards of conduct and to set an example.

8. In the recruitment and selection of staff, managers should seek to ensure that candidates selected support the beliefs and values of Oxfam GB and do not have a work history that contravenes the requirements of this Code.

9. Any staff member who has concerns about the behaviour of another staff member should raise these with the appropriate line manager. Any concerns will be treated with urgency, consideration and discretion.

10. Any breaches to the requirements of this Code of Conduct will be subject to investigation and possible disciplinary action in line with Oxfam GB’s Disciplinary procedure.
KEY RELATED DOCUMENTS
Behaviour at Work Policy


Dealing with Problems at Work Policy

Health and Safety Policies


Electronic Mail Usage

Anti-Harassment Policy



Information Systems Security Policy

Vehicles Policy




Internet Usage

Expenses Policy and Financial Procedures
Intranet Usage

Gender and Development Policy

Child Protection Policy

Disclosure of Malpractice in the Workplace

Disciplinary and Grievance Procedures

Security Policy and Local Security guidelines

Employment Practice in the Protection and Prevention of Abuse of Vulnerable Groups


	HANDOUT H3

Disclosure of Malpractice in the Workplace (Worldwide)

Policy

Oxfam GB believes that good communications between staff and volunteers at all levels throughout the organisation promotes better business practice.  Staff and volunteers are encouraged to raise genuine concerns about malpractice in the workplace without fear of reprisals and Oxfam GB will protect them from victimisation and dismissal.  

Scope

 All Oxfam GB staff and volunteers.  

Procedures

 Oxfam GB has introduced these procedures to enable staff and volunteers to raise or disclose concerns at an early stage and in the right way, and they apply in all cases where there are genuine concerns about malpractice in the workplace, regardless of where this may be and whether the information involved is confidential or not.

If an individual raises a genuine concern and is acting in good faith, even if it is later discovered that they are mistaken, under this policy they will not be at risk of losing their job or suffering any form of retribution as a result. This assurance will not be extended to an individual who maliciously raises a matter they know to be untrue or who is involved in any way in the malpractice.  

Raising a concern

 Any member of staff or volunteer who genuinely believes that the actions of someone working for Oxfam GB could lead to, or has resulted in:

·         A criminal offence;

·         A failure to comply with any legal obligations;

·         A miscarriage of justice

·         Danger to the health and safety of any individual;

·         Damage to the environment; or

·         The deliberate concealment of information which may lead to any of the matters listed above,

should raise the matter with their line manager. Where this is not appropriate because the line manager is involved in the alleged malpractice in some way, the matter should be raised with the line manager’s manager and brought to the attention of the Head of the Divisional/Regional HR team. This may be done orally or in writing and should include full details and, if possible, supporting evidence.  

Confidentiality

 It is recognised that the individual may want to raise a concern in confidence under this policy.  If the individual asks for their identity to be kept confidential, it will not be disclosed without their consent.  However, if it is not possible to resolve the concern without revealing the individual's identity, the manager will discuss the implications with the individual and a decision not to proceed with the investigation may need to be made.

In order to avoid hindering an investigation into malpractice, anonymous disclosures are strongly discouraged.

… this is just a small part of the ‘Disclosure of Malpractice in the Workplace’ doc.  Request the full document from the facilitator if you are interested.
	


HANDOUT H4

Case Studies

Case Study 1 – Girls as Gifts

During field visits at a particular location, it was customary for chiefs to offer young girls in the village as gifts to NGO X staff as a thank you for the partnership with the NGO.  This happened for many years before any staff objected or raised the issue.  One day this happened to an honest staff member who then reported to senior management.  It turns out this was a regular occurrence.  The case was even more serious as nearly all the girls offered were under 18.

What is wrong with this?  Who is in the wrong?  What should the ‘honest’ staff member say to the chief?  What should the NGO do next?  Should the police be involved?

Case Study 2 – Extra food for a relationship

Josie is an adolescent girl in one of the camps.  Samuel, one of the food distribution staff, who works for Oxfam GB has offered to give her a little extra food in her food basket during distributions if she will be his ‘special friend’.  She agrees willingly.  Both of them agree that they should start a sexual relationship and neither of them thinks there is anything wrong.  Josie hopes that the relationship will be a passport to a new life out of the camp Samuel does nothing to discourage these hopes.

Who is in the right?  Who is in the wrong?  As Samuel’s manager what actions would you take?  What are the broader actions that you could take to decrease the likelihood of this happening again?

Case Study 3 – Car rides for sex

Joey is a locally hired driver for Oxfam GB who transports relief items from the warehouse to camps where they are distributed.  On one of his trips he recognises a 15-year-old girl walking along the side of the road and gives her a lift back to the camp.  Since then, to impress her and win her over, he frequently offers to drive her wherever she is going and sometimes gives her small items from the relief packages in his truck, which he thinks she and her family could use.  The last time he drove her home she invited him inside the house to meet her family afterwards they had sex.  The family is pleased she has a relationship with an NGO worker.

Who is in the right?  Who is in the wrong?  What would you do if you were Joey’s colleague?  What messages would you want to be passing to the rest of your team?  How would you do this?

Case Study 4 – Living in the camps

Staff working on a fast-paced, first-phase emergency response programme are travelling at least 4hrs a day to reach the camps in which they are delivering an integrated water and sanitation programme.  The travelling, they feel, is reducing their effectiveness to an unacceptable level.  Their programme coordinator is based several hundred Kms away in the provincial capital and receives a formal request, from the team, that their living quarters move from the small and inhospitable town where they currently live to the largest, and most central, of the refugee camps.  This, they feel, will make them safer, less tired and far more effective in their jobs.

If you were the programme coordinator what would your response and your actions be?

Case study 5 – Misuse of Oxfam material

1a
First Scenario
A local staff member has been proved and admitted to have been accessing pornographic websites via an Oxfam laptop.  The staff member is known to have received a full and correct induction that included a good briefing on the Code of Conduct where illegal/illicit use of Oxfam’s equipment had been explained and discussed in detail.

1b
Second Scenario
A local staff member has been proved and admitted to have been accessing pornographic websites via an Oxfam laptop.  The staff member has not had a briefing by either the line manager or HR.  

1c
Third Scenario
A local staff member has admitted accessing pornographic websites on an Oxfam computer.  His defence (which he doesn’t really think he needs) is that it is culturally acceptable in his country (and the country in which he is based) to do this and he doesn’t really understand why Oxfam finds fault with this.  You cannot be sure that he has received a full and useful briefing on Oxfam’s Code of Conduct.

What would be your response in each of the cases outlined above?
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