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BANWASI VIKAS ASHRAM (BVA)

NEW BARGANDA, GIRIDIH, JHARKH AND, INDIA

CODE OF CONDUCT POLICY

BVA (herein re as izati i i intaini

o f ; ferred to fls the Qrgamz.a!uon”) 1S commilted to maintaining the highest degree of
cthical conduct among all its associates. and expects all associates 10 act in a manner consistent with
the Core Values of the Organization. The Organization’s Code of Conduct (“hereinafter referred
as this Code™) is one of the ways we put Organization's values into practice. It’s built around the
recognition that everything we do in connection with our work at Organization will be, and should
be, measured against the highest possible standards of ethical operations & conduct. We envision for
a world where all children are free, safe. healthy, receive quality education, and have the opportunity
to realize their potential.

Who Must Follow Our Code?

We expect all of our employees and Board members to know and follow the Code. Failure to do so
can result in disciplinary action, including termination of employment. This shall not preclude
Organization from initiating civil and/or criminal action against the concerned associate. Moreover,
while the Code is specifically written for Organization’s employees and Board members, we expect
members of our extended workforce (temporary, interns, volunteers, vendors, and independent
contractors) {collectively referred as “Associates”} and others who may be temporarily assigned to
perform work or services for Organization to follow the Code in connection with their work for us.
We expect all Associates to be guided by; and agree to abide by the letter and the spirit of this Code

of Conduct.

It is imperative that an Associate will not indulge in any activity that is against the core principles of
the Organization, including engagement of the child for any employment, using the services of an

employed child, or trafficked person, etc.

1.  Obey the Law
Organization takes its responsibilities to comply with laws and regulations very seriously and gach of
=]

us is expected to comply with applicable legal requirements and prohibitions. Associates must, at all
times adhere to applicable laws and all policies of Organization, as amended from time to time.
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2. Equal Opportunity Employmen . | R
Organization is an equal employment opportunity employer and strictly prohibits dlSLrlllT:llnaﬂOl'l-t 1
" ' ic origi tionality, marita
i i ace. color, caste, gender, ethnic origin, age, na }
harassment on the basis of religion, race, casle : oF i o
t‘L tus. sexual orientation, mental or physical disability, medical condition, health status, HIV/A
atus. : 1 by law.
status. culture, beliefs and social background or any other characteristics protected by la

Harssueat TTRePRORLS 0 B“"ymg‘ that is free of harassment and exploitation, and to
i i ; ironment tha )
i s to create an environ s _
e work with communities and partners.

ensure the same applies with respect 1o our
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OF Sexui assme
”;c':l.:LJ::Hll;url.::i.::]l:;::liUl:j.\Ll-::acrl;;I:vm:(;"‘“lullmiu'illy. rrcfi;_-,i:m. L-.”.ch' CH.'LtL’.. n;ni‘ulnul “ri.gi”' gender,
pliySicalior menta) disarinr _‘. ‘f.\. pregnancy, political beliefs, cm./unk.lup status or
i Wal disability, Un welcome sexual advances or comments of 1 sexual nature 1o
another stafl member, or any other conduct with sexual over tones will not be tolerated,
|!=Ir‘llf~'r\'|f1cnt o fancy Kind is strictly prohibited. If you believe you've been bullicd, harassed, or
discriminated against by anyone at Organization, we strongly encourage you to immediately
report the incident o your immediate supervisor or the .M.'m;ugcmcnt Committee . Human
Resources will promptly and thoroughly investigate any complaints and take appropriate

action,
Safeguarding Organization’s assets

Intellectual Property

i Organization’s intellectual property rights (our trademarks, logos, copyrights, trade
seerets, “know-how™, and patents) are among our most valuable assets. Unauthorized use
can lead to their loss or serious loss of value. You must respect all copyright and other
intellectual property  laws, including laws governing the fair use of copyrights,

trademarks, and brands.

Only authorized Associates may represent Organization in outside avenues, including

speaking to the media.
Organization’s equipments

Associates shall ensure proper usage of the assets belonging to the Organization. The seinc
ludetangible assets such as equipment, machinery, systems, facilities, materials, physical

assets and Organization’s funds etc.

Confidentiality
Confidentiality and integrity of non-public information shall be maintained at all times.

d.
All information should be maintained in strict confidence, except when disclosure is
authorized by the Organization or, is required by law.

b.  Associates shall not ,except as authorized by the Organization or require dunderhead

employment contract, use for their own benefit or gain or divulge to any persons, firm,
trust, or other entity what sever any confidential information belonging to Organization
correlating to its work/affairs or dealings which may come to their knowledge during the
is employment. This
restrictionshallequallyapplyafiercessationoftheiremploymentwithOrganizationandatallti

mes there after, failing which Organization shall take necessary legal action against

them.

Physical Security
If you are not careful, pcople may steal your belongings. Always secure your laptop,

a.
important equipment, and your personal belongings, even while on Organization’s

premises. Organization strictly prohibits the following:

. Possessing firearms or other we aprons and exhibiting retaining behaviors on
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Organization’s premises;

Involving in
g In verbal or physic

al abuses, three a teni intimidat .
AcO-W T . ening, intimidating or as
aco-worker or non-staff member: g ssaulting

Using abusiv izati
g ve language at Organization’s premises or on other areas of work/any

activities;
. En ing i imi - .
defga?:?:!ggorn ‘_:r"’"fmﬂl!terroust activities, not limiting to stealing. destroying
misusing Organization’s - . :
. roperty or the / —
visitor. propert property of a coworker or

Drugs and Alcohol

Our p(?5|t|0n on substance abuse is simple: It is incompatible with the health and safety of our
Associates, and we 5_10"‘1 permit it. Consumption of alcohol and illegal drugs in C;LIT o?fﬁccf. or
at SPU“SOI'?d events is strictly prohibited. 1f a manager has reasonable suspic.inn to believe ﬂw.l
an Associate’s use of drugs and/or alcohol may adversely affect the Associate’s job
performance, safety or others in the workplace, the manager may request an alcohol '\njl .
drug screening. & andior

Integrity

Associates are expected to conduct themselves with integrity and complying with all applicable
laws. The Organization is fully committed to the principle of honesty, integrity and fair play.
All Associates should ensure that the operations, hiring, procurement ctc, are dealt with in an

open. fair and impartial manner.

Respect for Individual
Associates must treat each other equally and with respect The underlying principle is that each

the Organization is expected to work and
uedasindividualsandtreatedwithrespect, dignity,
thus leaving no room for dis play of any

person in
creatcanenvironmentwherepeopiearcval
fairness, equality and without bias of any nature,

kind of favoritism.

Conflict of Interest
Associates dealing wi
doing or seeking to do business wit
the Organization and exclude considerations of direct,
preference or advantage.

Associates should steer clear of any situation. which in valves or may involve a con flit
between their personal interest and the interest of the Organization.

th customers, suppliers .contractors _vendors, competitors or any person
h Organization a respected to acting the bassinet rests of
indirect or perceived personal

Financial Reporting

Financial integrity and fiscal responsibility are core aspects of professionalism. Al
transactions of the Organization must be duly recorded so as to permit preparation of clear
financial statements inconformity with the applicable accounting principles and laws. No false
or misleading entries shall be made in the books &records of the Organizatim.w for any reason,
and no Associate shall engage in any arrangement that results in such a prohibited act.

r gifts be received on behalf of the

d/asset is established, 0
ganization (including those by

No undisclosed or unrecorded fun :
yment on behalf of the Or

Organization for any purpose. No pa
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cash) shall be done wi ade i
o ) ne without adequate supporting documentation or made with the intention or
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; lil. i gl wat any part of such payment is to be used for any purpose other thanes
escribed by the documents s ‘ . .
Yy the documents supporting the payment,

Ensure financi rudence Fanspar i intai i
! nancial pu.uduu.-. and transparency is maintained in the Organization in all financial
transactions, reporting and audits,

l-f'om time to time, the Organization shall publish or inform of policies on linancial reporting
disclosure and compliance o reinforee the financial reporting expectations in this Code. All
Associates at any level are expected to implement and strictly follow these policies. Any

violation, actual or suspected should be reported 1o the Seeretary

Accepting Gifts, Entertainment, and Other Courtesies
Associatesshallneithersecknoraceeptiorthemselvesorothersanygils, favors business/work-related
court
“-“"35‘“9'“"”“”‘”“‘““"“_l"m““l'*'l:‘Jl“““"—'hl‘ﬁi'1055lilll'|1l1m:.mrscckm'ucccpllnuns;(_nlhcrthanconvcmi
onalloansatmarketratesfromlendinginstitutions)from any person or Organization that does, or
seeks to work with Lor is a competitor ol the Organization.

The key determining factor for appropriateness of the gift or hospitality and/or its value would
be based on:

(a) facts and circumstances under which such gift or hospitality is provided:

(b) gift should have a notional/nominal value:

(¢) giving of the gift must not be perceived as connected with receiving some favor or a
favorable decision in near of distance future (quid pro quo);

(d) any past. pending or future work or administrative matters that are within the recipient’s
realm of influence; and

(e) timing and context of such gifting must be considered in order to assess whether any

particular gifting could objectively be perceived as bribery.

Maintain highest standards of personal and professional conduct
Associates should be truthful and accurate in all communications, records and reporting

etc.
Falsification or unauthorized use or alteration of any document, whict

e to the interests of or detrimental to the Organization is strictly prohibited.

(the act of willfully disobeying your superior/scope of work) is not
sing to perform an action that is unethicalorillegalisnotinsubordination;
rform an action that is not within these cope of authority of the

1 in any manner is

advers
Insubordination
entertained. Refu
neitherisrefusing to pe

person issuing the in saturations.
Associates should ensure adherence 1o all legal, Organizational health and safety

requirements in force at the location of work. Immediately upon its knowledge, they shall
bring to the HR’s attention any workplace safety or health hazard.
Wearing in appropriate attire given local policies and customs at Organization’s premises

or it so the rare so work/any activities is strictly prohibited.

Non-Retaliation
Organization prohibits retaliation against

any Associate here at Organization who reports or




participates in an investigation of a possible violation of our Code, policies, or the law

What If I Have a Code-Related Question or Concern?

ECL ION

I have fully read and understood the Organization’s Code of Conduct and hereby agree to abide by
all its provisions, both in letter and spirit

Name: Suresh Kumar Shakti

Designation:Secretary

This policy was unanimously confirmed in the BVA Executive Committee meeling on dated
24/04/2023. And this policy was adopted.

v

; b .
Suresh Kuniar Shakti

Secretary

Banwasi Vikas Ashram
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