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[bookmark: _Toc223292514]INTRODUCTION
[bookmark: _Toc139986369][bookmark: _Toc223292515]Purpose
This Code of Conduct (the “Code”) sets out the minimum standards of ethical conduct expected of all those acting in the name of the ICA or on its behalf. 
Adopted voluntarily by the ICA, the Code is intended to serve as a bridge between what the law requires and ethics advise. It provides general guidance while leaving the individual to act responsibly and ethically, in accordance with their best judgement, where the written rules are not conclusive. It is not a substitute for and it does not attempt to capture the obligations of the laws governing the ICA and Members of the ICA Community. 
[bookmark: _Toc223292516]Authority
The Code has been adopted by the Board of Directors of the ICA and may be amended by the Board following consultation with the ICA’s Bodies.
[bookmark: _Toc223292517]Scope
[bookmark: _Ref213858253]Subject to 3.4 below, the Code applies to all ICA staff members, whether employees, independent contractors, interns or secondees; members of the Board of Directors and persons accompanying or substituting for them at ICA meetings; members of the boards or like governing bodies of the Regions, Sectoral Organisations and Thematic Committees; volunteers serving the ICA in any other capacity, whether at the global, regional or sectoral level; and all other persons acting in the name of the ICA (together “members of the ICA Community” or the “ICA Community”).
The Code does not apply to attendees at ICA events who are not members of the ICA Community, as defined above. The ICA will adopt a separate code governing conduct at ICA events.
Some members of the ICA Community may also be bound by a professional code of conduct. Such persons are expected to comply with both codes. Where one code sets out a higher standard than the other, the higher standard applies.
[bookmark: _Ref221797901]Entities that are legally or financially independent of the ICA and that are recognised by the ICA as Sectoral Organisations or Regions in accordance with the Articles of Association are expected 
to adopt the Code or a code of conduct substantially the same in scope and no less stringent than the Code; and
to seek the compliance of their staff members, board members, other volunteers and all other persons acting in their name with the code. 
[bookmark: _Toc207117846][bookmark: _Toc208483268][bookmark: _Toc223292518]Definitions
Except where the context otherwise requires, capitalised words in this Code have the meaning given to them in this Code or in the ICA’s Articles of Association.
For the purposes of this Code, including the appendices, “Immediate Family” means a person’s parents, spouse or common-law partner, children, siblings and, in blended families, stepparents and stepchildren.
[bookmark: _Toc223292519]COMPLIANCE
[bookmark: _Toc223292520]Whistleblower Protocol
The ICA wishes to foster a culture of safety and openness within the ICA Community, with clear channels for reporting and acting on any breach of integrity. These channels are set out in the ICA Whistleblower Protocol attached hereto as Appendix “A”. Members of the ICA Community may use the Protocol to report ethics violations confidentially and without fear of retaliation.
All members of the ICA Community are expected to familiarise themselves with the Whistleblower Protocol and, as may be needed, to take action in accordance with it to uphold the integrity and reputation of the ICA and to protect the dignity of all persons within the ICA and with whom it interacts. 
[bookmark: _Toc223292521]False accusations
It is a breach of the Code to knowingly make a false accusation under the Whistleblower Protocol.
[bookmark: _Toc223292522]Retaliation
[bookmark: _Ref211611779]Reprisals, threats or any other form of retaliation against any person who has in good faith submitted a report or asked a question under the Whistleblower Protocol or co-operated with an investigation under the Protocol, whether or not the concern is ultimately upheld, is strictly prohibited.
[bookmark: _Toc223292523]Advice and interpretation
Members of the ICA Community may consult in confidence with either the Director General, the Global Integrity Officer or their alternate or any of the Persons of Trust identified in the Whistleblower Protocol on the interpretation and application of the Code. 
In cases of dispute or uncertainty, the ICA Board of Directors is vested with the authority to interpret the Code and to rule on any issues it may give rise to. 
Should a dispute or uncertainty involve one or more members of the Board, the board members involved must recuse themselves from all deliberations and decisions on the matter. 
[bookmark: _Toc223292524]Certification
[bookmark: _Toc139986422][bookmark: _Toc139986385]All members of the ICA Community will receive a copy of the Code when they begin their association with the ICA and annually thereafter. Each time, they are required to complete the declaration in Appendix “B” acknowledging receipt of the Code and confirming their past and continuing compliance with it.
[bookmark: _Toc223292525]Procedures
As they judge necessary, the ICA Bodies may establish more detailed procedures for investigating and taking corrective action in response to reports of breaches of the Code provided, however, that those procedures are not inconsistent with the provisions of the Whistleblower Protocol.
[bookmark: _Toc223292526]STATEMENT OF ETHICS. EXPECTED CONDUCT
[bookmark: _Toc223292527]Statement of ethics
Responsible conduct is essential to the good governance of the ICA. Two fundamental principles lie at the heart of the Code: 
Without exception, the ICA’s affairs should be conducted fairly, honestly, with integrity and with due respect for the rule of law. 
All persons have the right to be treated with dignity and, accordingly, to be valued and respected for their own sake.
Honesty and integrity are characterized by truthfulness, freedom from deception or fraud, and fairness. There is no exception to this principle.
There is no conflict between attention to the business and operational needs of the ICA and attention to ethics.
[bookmark: _Toc223292528]General standard of conduct
All members of the ICA Community are expected to 
arrange their affairs and carry out their duties in a manner that will preserve and enhance the confidence and trust of the Members and the public in the integrity of the ICA; 
comport themselves in a seemly and responsible way, avoiding any conduct that would bring them or the ICA into disrepute;
without contravening the Code, act in a manner sensitive to, and respectful of, local customs and mores;
avoid any situation that could be perceived as improper or indicate a casual attitude towards compliance;
act in a way that fosters positive, mutually respectful working relationships with others in the ICA Community;
demonstrate respect and courtesy towards the ICA’s elected officials and staff; 
use any authority given to them by the ICA in the ICA’s best interests;
accept responsibility for the professional and personal actions they take.
[bookmark: _Toc223292529]Laws and customs
Members of the ICA Community are expected to comply with the letter and the spirit of all laws and regulations bearing on their individual behaviour and their activities within the ICA. 
Ideas of right and wrong, as found in local laws, cultural practices and customs, vary from one country to another. The standards of behaviour set out in the Code are widely, if not universally, accepted as appropriate and none are known to conflict with local laws. Differing cultural norms and customs do not exempt anyone from the obligation to comply fully with the Code. 
The ICA itself and all its Bodies will comply with the laws and regulations of the countries in which they operate and any other laws that apply to them. They will condone neither violations of the law nor unethical business dealings.
Persons governed by the Code must notify the ICA of past convictions under any criminal laws that apply to them and must notify the ICA without delay if charged with any new criminal offence.
[bookmark: _Toc223292530]ICA statutes
The ICA’s governing statutes include Articles of Association, Internal Rules and Standing Orders. It is every individual’s responsibility to become familiar with the governing statutes that apply to their work within the ICA and to abide by their letter and spirit.
[bookmark: _Toc223292531]Conflict of interest
Under the Belgian Code of Companies and Associations, 2019, a conflict of interest exists when a board member’s direct or indirect financial interest conflicts with the interests of the organisation on whose board they serve. A conflicted director must declare the conflict and recuse themselves from the Board’s deliberations and decision regarding the matter. This rule applies to all members of the ICA’s Board of Directors.
Under this Code, a conflict of interest is also considered to exist when the direct or indirect financial interest of a member of the board or like governing body of a Region, Sectoral Organisation or Thematic Committee conflicts with the ICA’s interests. The same rule applies respecting disclosure of the conflict and recusal from the deliberations and decision regarding the matter. 
Members of the ICA Community and their Immediate Family must not use their position or the knowledge gained through their employment with the ICA for private or personal advantage or in such a manner that a conflict or an appearance of a conflict arises between the ICA's interest and their personal interest. They must always put the ICA’s interest ahead of any personal interest or gain.
[bookmark: _Toc197127951][bookmark: _Toc223292532]Conflict of loyalty
A conflict of loyalty is present when a person owes a duty of loyalty to two or more parties and cannot reconcile those loyalties by identifying and serving the common interest of the separate parties. Persons governed by this Code must withdraw from participating in any matter or decision that places them in an irreconcilable conflict of loyalty.
When a Director has been instructed by their home organization to vote in a way that may be interpreted as conflicting with the global ICA strategy, they must disclose this "dual loyalty" to the Board before the debate and decision on the question.
[bookmark: _Toc223292533]Discrimination
All members of the ICA Community will refrain from any form of discriminatory conduct against others based on race, ethnicity, national origin, gender, sexual orientation, age, family status, disability, religion, political belief or other arbitrary ground. 
[bookmark: _Toc197127956][bookmark: _Toc199981503][bookmark: _Toc223292534]Harassment. Violence
The ICA seeks to provide an environment that fosters diversity, equality and dignity and is free from harassment or violence in any form.
Harassment is the general term for any behaviour that is likely to offend, insult, torment, intimidate, humiliate or otherwise harm another person and that a reasonable person should know to be unwelcome. It includes but is not limited to sexual harassment. All forms of harassment are prohibited within the ICA Community.
Members of the ICA Community are expected to foster an environment of trust and respect by demonstrating sensitivity around language and comments that others may find offensive or derogatory. 
Any violence committed by or against members of the ICA Community, whether physical or psychological, is unacceptable. 
[bookmark: _Toc199981507][bookmark: _Toc223292535]Abuse of authority
Those in positions of authority in the ICA Community are expected to exercise the power that comes with their office with appropriate restraint. Abuse of authority, whether on the part of volunteer office holders or staff members, will not be tolerated.
The ICA’s board members and other elected office holders should avoid seeking personal favours from or making undue demands on the time of staff members. Requests to staff to perform tasks that lie outside their normal job responsibilities should be directed through the staff member’s line manager or the Director General.
Volunteer office holders may not intervene in decisions respecting the hiring or dismissal of individual ICA staff members whose appointment does not fall within the powers of the Board or another governing body within the ICA.
Using one’s authority or position to undermine, intimidate, threaten, coerce or punish another person when providing a service or information, setting conditions of employment, distributing work assignments or volunteer opportunities, evaluating performance, giving references or performing other like tasks is an abuse of authority. 
Retaliation against a subordinate, as retaliation is defined in 7.1, is an abuse of authority. 
Abuse of authority does not include such standard managerial duties as coaching, conducting performance reviews, issuing reprimands or performing other supervisory tasks, provided these are done fairly and in a civil manner. 
[bookmark: _Toc223292536]Financial conduct 
Responsible stewardship of financial resources goes beyond the prohibition of such illegal practices as fraud, embezzlement, malfeasance and misappropriation of funds. It demands the highest standards of honesty, transparency and accountability. 
Honesty requires that all financial data and reporting be true and accurate. Falsifying any record of transactions is unacceptable.
Transparency requires clear documentation and reporting of transactions and full and open access to financial information for those in oversight roles. 
Accountability requires individuals at all levels to accept responsibility for their financial decisions, actions and reporting.
Members of the ICA Community who have access to ICA funds in any form must follow prescribed procedures for recording, handling and protecting such funds.
No member of the ICA Community may engage in tax abuse on the ICA’s behalf or for their own benefit in relation to their role within the ICA, whether the abuse takes the form of tax evasion or tax avoidance that involves the undue or novel use of measures intended to reduce tax payable.
[bookmark: _Toc223292537]Procurement  
All those in the ICA Community whose positions require them to spend ICA funds must use good judgement to ensure that the ICA receives appropriate value for its expenditures. 
In obtaining the goods and services it needs, the ICA must balance considerations of quality, convenience and price while providing fair opportunities to qualified candidates and suppliers. Accordingly, competitive bids must be obtained for single procurements of goods or services with a total cost exceeding 15,000 euros or such lower threshold as may be required under contracts the ICA enters into with funders. Contract splitting in order to stay within this threshold is prohibited.
It is inappropriate for ICA staff members or other persons in authority to use, or appear to use, their position to advance the interest of friends or family. 
[bookmark: _Toc223292538]Improper payments and gratuities
Neither members of the ICA Community nor their close associates and members of their Immediate Families may:
accept, directly or indirectly, entertainment, gifts, cash, secret commissions, favours or other benefits from suppliers or contractors that create or appear to create a favoured position for doing business with the ICA; 
accept or pay any bribe, kickback or any similarly improper payment, whether direct or indirect, from or to any person or entity to influence a decision, or to obtain or retain a service or benefit; 
seek or accept inappropriate gifts, excessive entertainment or any other benefit that, if made public, could appear intended to buy the recipient’s support or good will.
Outside persons or entities may not be employed for the purpose of circumventing the above policy.
[bookmark: _Ref219294998]In environments where it is customary to exchange gifts, tangible gifts having together a monetary value not exceeding 200 euros on a single occasion may be given or received. Gifts received with a value above this amount should either be returned to the donor or given to the ICA for display in its offices. 
All gifts received and retained, even those below the threshold in 22.3 above, must be reported in the recipient’s annual Ethical Conduct Declaration.
Any member of the ICA Community experiencing or witnessing offers of benefits in contravention of this Article should immediately report the incident to the Director General or their Designated Person of Trust.
[bookmark: _Toc223292539]Conflicting employment relationships
Where a family or close personal relationship exists between two persons employed within the ICA Community there is the potential for a conflicting employment relationship to exist.
The subject of conflicting employment relationships is addressed in the ICA’s human resources manual.
[bookmark: _Toc223292540]ICA property
Members of the ICA Community must use ICA property, including telephones, computers, systems and software properly and for the business use for which it is provided. Theft, misappropriation or misuse of ICA property is prohibited.  
All members of the ICA Community have an obligation to ensure that the ICA’s resources are not misappropriated, embezzled, misdirected, misused, lost, or unaccounted for.
[bookmark: _Toc223292541]Intellectual property
Intellectual property that members of the ICA Community create during the performance of their duties on the ICA’s behalf is an asset of the ICA. The creator of the property has no personal interest in or rights to it.  
Members of the ICA Community are responsible for the proper use and management of the ICA’s intellectual property and for respecting the intellectual property rights of others. 
[bookmark: _Toc223292542]Confidentiality. Privacy. Information security
Members of the ICA Community must ensure that any records they are responsible for creating, verifying or modifying are accurate and reliable, meet the ICA’s legal obligations and are kept in accordance with the ICA’s records-retention policies. Altering any document to make it appear as though the alteration existed on the original document for the purpose of misleading any person, including the ICA’s auditors, is strictly forbidden.
All members of the ICA Community must carry out all collection, transmission, disclosure and use of personal and confidential information in accordance with the ICA’s established practices bearing on privacy and confidentiality and with all applicable privacy laws and regulations. Where local laws and regulations are less strict than the General Data Protection Regulation of the European Union (EU GDPR), the EU GDPR shall apply.
The provisions of this Article apply both during a person’s association with the ICA and after that association ends. 
[bookmark: _Toc223292543]Digital conduct
Members of the ICA Community shall use all information technologies, including artificial intelligence and digital tools, in a responsible and transparent manner, consistent with the ICA’s values, and shall refrain from employing them in ways that undermine the ICA’s integrity or reputation or the trust placed in its communications.
All software used on ICA equipment must be properly purchased or licensed.
Elected officers, senior staff members and other persons having a high profile within the ICA Community should not bring the reputation of the ICA into disrepute through their personal activity on social media. 
To ensure that personal posts on social media respecting cooperative policy are not perceived as the official position of the ICA, such posts should include a disclaimer indicating that the views expressed are those of the person posting them.
[bookmark: _Toc219297949][bookmark: _Toc221725132][bookmark: _Toc197127959][bookmark: _Toc199981510][bookmark: _Toc223292544]Ancillary activity. Political support. Religious activity 
All members of the ICA Community must inform the ICA of functions they fulfil or offices they hold outside the ICA, whether voluntary or paid. They must inform the ICA any time they stand for public office or the leadership of any political party. 
The ICA is strictly non-partisan and non-religious in its activities and public stance. While members of the ICA Community are free to hold public office, participate in any other capacity in political activities, and conduct religious pursuits as private persons, they must not act in a way that compromises the ICA’s non-partisan and non-religious stance. The premises of the ICA and its Bodies may not be used for partisan political purposes or to advocate or challenge religious beliefs.
[bookmark: _Toc223292545]Alcohol and prohibited substances
Persons governed by this Code shall not perform their duties for the ICA outside of social events under the influence of alcohol or other intoxicants and, on the ICA’s premises or in venues where ICA activities are taking place, may not use, or be in possession of, psychoactive or other recreational substances that are illegal under local laws.
[bookmark: _Toc223292546]Training on Ethical Conduct
[bookmark: _Toc223292547]Mandatory and voluntary training
All ICA staff members, members of the Board of Directors and persons accompanying or substituting for them at ICA meetings, and members of the boards or like governing bodies of the Regions, Sectoral Organisations and Thematic Committees must participate in the ethics training programme established by the ICA Human Resources Committee.
Other members of the ICA Community are encouraged but not obliged to participate in the ethics training programme.
[bookmark: _Toc223292548]Purpose and scope of training
The purpose of the ethics training programme is to encourage lawful and ethical behaviour throughout the ICA Community by ensuring a clear understanding of the provisions of the Code and of the legal obligations that govern the ICA and those acting in its name or on its behalf. 
The training programme will review how the Code applies to members of the ICA Community, promote an understanding of ethical risks, identify laws and regulations applicable to the ICA, and provide clear guidance in how to recognise and respond to legal and ethical dilemmas or misconduct. Board members and senior leaders in all Bodies of the ICA will receive additional training on fiduciary duty, governance ethics, and accountability in leadership.



[bookmark: _Toc223292549]Appendix “A”: Whistleblower Protocol
ICA Whistleblower Protocol
[bookmark: 1_Scope:]

[bookmark: 2_Purpose:]Why a Whistleblower Protocol?
[bookmark: _Hlk155268531]The Whistleblower Protocol helps support adherence to the ICA’s Code of Conduct (the “Code”) and, in so doing, protects the integrity of the ICA and the dignity of members of the ICA Community.
The Protocol sets out channels through which known or suspected breaches of the Code may be reported and action taken. If you become aware of a breach, we urge you to speak up. You may be the victim, a witness, even a participant in the breach. As a member of the ICA Community, you bear a responsibility to act.
The Protocol explains what will take place after you have spoken up and the protections available to you when you do so.
Who can use the Whistleblower Protocol?
Any member of the ICA Community, as that term is defined in the Code, may have recourse to the Protocol.
What sort of misconduct is reportable under the Protocol?
[bookmark: 3_Definitions:]The Code sets out ethical standards that all members of the ICA Community are expected to meet. A failure to adhere to any of these standards constitutes misconduct. Examples include disrespectful behaviour, failing to follow the ICA’s governing statutes, not disclosing a conflict of interest, abusing one’s authority, tampering with records, sexual harassment, breaking the law and tax abuse. As can be seen, some breaches are more serious than others. None are welcome. 
Any and all breaches of the Code may be reported, regardless of their severity. The list above is not exhaustive. To see all of the ICA’s ethical standards, refer to the Code. If you are unsure whether something is a breach, there are people you can go to for advice, as explained further on. 
What concerns are not reportable under the Protocol?
[bookmark: 4_Policy]The ICA’s Code of Conduct is focused on ethical and lawful behaviour. It does not address matters covered in the ICA’s Human Resources Manual, such as terms of employment of ICA staff, conflicting employment relationships and health and safety. Staff members with concerns in those areas or other matters not addressed in the Code should raise them with their line manager or the ICA Director General.
Who in the ICA oversees the Code of Conduct?
The ICA’s foundational governing document is the Articles of Association. The Articles are adopted and may be amended by the Members. Under the Articles, the Director General is responsible for administering ICA codes governing ethical conduct. He has delegated that duty to the ICA’s Global Integrity Officer and an alternate who may act in the Global Integrity Officer’s absence.
How do I report a concern under the Protocol? 
There are several channels available to you to learn more about the Code or to report a breach. You should choose the channel you judge to be the most appropriate in the circumstances. 
Talk with a Person of Trust
Every member of the ICA Community has been assigned a Person of Trust according to their role and location (see the contact list at the end of the Protocol). You may wish to start by speaking with your designated Person of Trust. If you don’t understand something in the Code, aren’t sure whether something is a breach, are wondering how best to raise your concern, or just want to talk to someone in confidence, without any direct consequence, your Person of Trust is available. The ICA’s Persons of Trust are well versed in the Code. Their role is to advise you and help support the formal reporting process. After talking to yours, you can decide whether to report a matter and, if so, to whom.
Note that the Global Integrity Officer doubles as the Person of Trust in the Global Office.
If you believe someone to be in immediate or imminent danger due to a breach of the Code, do not lose time. Go straight to the Global Integrity Officer.
	Talk to the Person Involved
If the breach has to do with interpersonal conduct or disrespectful behaviour, you may choose to raise it directly with the offending party, perhaps inviting a third person to join you in the conversation. This could be your designated Person of Trust, your line manager, if you are a staff member, or the Chair of the Human Resources Committee or a member of the board of your Region or Sectoral Organisation, if you are a volunteer office holder. It may be that the person whose behaviour is of concern is unaware of it. Sometimes, a good conversation is all it takes to improve a situation.
	Make a Formal Complaint
If you are an ICA staff member, you may raise your concern or make a formal complaint through one of these channels, as applicable:
1. your line manager
2. the senior staff leader in the ICA Region or Sectoral Organisation where you work
3. the Global Integrity Officer or their alternate
4. the Director General
5. the chair or other officer of the board of the ICA Region or Sectoral Organisation for which you work
6. the chair of the Human Resources Committee of the global Board of Directors 
7. the Speak Up Hotline identified below.

If you hold volunteer office within the ICA, you may direct your concern or complaint through one of these channels:
1. the Global Integrity Officer or their alternate
2. the Director General
3. the chair or other officer of the board or like governing body of the appropriate ICA Region, Sectoral Organisation or Thematic Committee
4. the chair of the Human Resources Committee of the global Board of Directors 
5. the Speak Up Hotline identified below.

You are encouraged to try the internal options first but, if you judge these unsuitable in the circumstances, you may start by contacting the Speak Up Hotline. You may also contact the hotline if your other efforts to draw attention to a breach bring no results. 
Who are the people above and how can I reach them?
See the contact list at the end of the Protocol.
If I speak up, will I get into trouble?
[bookmark: 4.2_Protection_for_Individuals_who_Speak]You will not face disciplinary action should you raise a concern or complaint in good faith that, on investigation, proves to be mistaken or unfounded. Retaliation of any kind against a person who reports what they honestly believe or suspect to be a breach is prohibited under the Code itself even if, in the end, no breach is found to have been committed.
If you believe that you are facing retaliation for asking a question, making a report or participating in an investigation under this Protocol, you should contact the Global Integrity Officer, their alternate or the Speak Up Hotline immediately.
Can I raise a concern or report a breach of the Code anonymously?
Yes. There are two ways to do this:
· report your concern to your Person of Trust, requesting anonymity
· contact the Speak Up Hotline, choosing the anonymity option.
In the first case, you will have to reveal your identity to your Person of Trust. This is essential to discourage people from making unjust accusations. The Person of Trust will not share your identity with anyone else unless you say they can. They will handle the formal reporting process on your behalf.
If you choose to make an anonymous report through the Hotline, the Hotline will give you a confidential PIN that will allow for further anonymous communication. The Hotline uses no tracking or tracing mechanisms, such as Caller ID and IP lookup, for anonymous reports. 
Whichever of these channels you choose, you will remain anonymous to others who hear about your concern. If you opt for anonymity, you will need to provide enough information to allow your concern to be properly investigated.
Every effort will be made to investigate and follow up anonymous concerns but sometimes anonymity prevents an investigation from coming to a satisfactory conclusion. If that happens, you will have the choice of sharing your identity or abandoning your complaint. 
Will information revealed through an investigation be kept confidential?
[bookmark: 4.3_Reporting_Methods][bookmark: 4.4_Protection_of_Confidentiality_and_An]Yes, to the extent possible. Where we can protect the identities of those involved in the reporting and investigation of an alleged incident of misconduct, we do so. We treat the information we receive from you and throughout the investigation as confidential, sharing it with others, and then on a strictly need-to-know basis, only as needed to conduct a fair investigation and take corrective action, or where disclosure is required by law. We handle all personal information in line with applicable privacy laws and use it only to act on this Protocol or comply with the law.
You can help ensure confidentiality yourself by maintaining personal discretion, including not discussing your report with your colleagues or anyone else.
I’ve made a formal complaint. What happens now?
The next steps depend upon whether you reported your concern or complaint through an internal channel or the Speak Up Hotline.
Concerns Raised through Internal Channels: 
The person with whom you shared your concern or complaint will forward it to your Person of Trust. With the assistance as necessary of the Global Integrity Officer or their alternate, your Person of Trust will determine whether: 
1. the case falls within the scope of the Code; 
2. there are sufficient grounds to warrant an investigation and, if yes, what kind of investigation is called for.
If the case does not fall within the scope of the Code or there are insufficient grounds to warrant an investigation, you will be advised and the matter will end there. You can expect to receive reasons. If the case falls within the Code and an investigation is warranted, the next steps are these:
1. If you are an ICA staff member, your Person of Trust will share your concern or complaint and a proposed investigation plan with the senior leader in the ICA Body where you work (i.e., Region, Sectoral Organisation or Global Office). That person will decide on next steps, in consultation with your Person of Trust. If the two disagree, they will refer the case to the Director General, who will consult with the Global Integrity Officer or their alternate and make a decision.
2. If you are a non-staff member of the ICA Community, then, depending upon the Body of the ICA you hold office in, your Person of Trust will share your concern or complaint and a proposed investigation plan with, as appropriate:
a. the chair of the Human Resources Committee of the global Board of Directors; or 
b. the President or chair, as the case may be, of the board or like governing body of the relevant Region, Sectoral Organisation or Thematic Committee. 
3. That person will decide on next steps, in consultation with the Director General. If the two disagree, they will refer the case to the President of the ICA, who will consult with the Global Integrity Officer or their alternate and make a decision.
4. If any of the people above is themselves implicated in the alleged misconduct, your case will be escalated directly to the Director General or, if that person is implicated, the chair of the Human Resources Committee of the global Board. If that person is implicated, the case will be referred to the President of the ICA for a decision or, if the President is implicated, to the global Board of Directors. The Global Integrity Officer or their alternate will support the Board in the process of reviewing the complaint and deciding on a plan of investigation.
Regardless of who acts on your concern or complaint, the investigation will involve a review of all relevant facts and circumstances. The investigator may privately interview you, the person whose conduct is of concern and anyone else who may have information relevant to the case. As they deem necessary, the investigator may consult internal and external resources on a confidential basis.
Concerns Raised through the Speak Up Hotline: 
When the independent organisation operating the Speak Up Hotline on the ICA’s behalf receives a complaint or concern, it will send a report to the Global Integrity Officer or their alternate. If t that person determines that the matter falls within the scope of the Code, they will work with the Hotline staff to determine how best to investigate it.
What happens after that?
If an investigation concludes that no breach of the Code has occurred, the parties involved will be told so, with reasons given, and the case closed. 
If a breach has occurred, the action taken will depend upon its nature and severity. It could include:
1. mediation among the parties involved;
2. remedial action to address the concerns raised;
3. disciplinary action, up to and including: 
a. in the case of ICA staff members, termination of paid or unpaid employment or service contract with the ICA;
b. in the case of members of the global Board, a recommendation to the Members under the Articles of Association to remove the Director from office;
c. in the case of other members of the ICA Community, removal from office by the authorised governing body.
As appropriate, the misconduct may be reported to local law enforcement. 
How long will it take to address my concern?
We act promptly as soon as any concern is raised or complaint made through a formal channel. How long it takes to investigate varies depending upon the nature of the alleged misconduct and the surrounding circumstances. In the normal course, it should not take longer than six weeks to complete the investigation and, if a breach of the Code is confirmed, determine what action should follow, but there will be exceptions in more complex cases or where evidence cannot be gathered quickly. 
Will I be kept in the picture?
If you use a formal channel to raise a concern or make a complaint, you will receive an acknowledgement of receipt within three working days. Where we can, we will keep you up to date on the progress we are making in following up your report. You can expect to hear something no less often than once every two weeks.
To safeguard the integrity of a continuing investigation or for such legal reasons as the obligation to respect the privacy of individuals, we will not always be able to share the full details our investigation with you or tell you what actions we have taken in response. However, we promise not to withhold information arbitrarily or unnecessarily.
[bookmark: _Toc199664393]What if this Protocol is misused?
[bookmark: Enterprise_Legal]A person raising a concern or complaint under this Protocol is presumed to be acting in good faith. “Good faith” does not mean that you must be right or have all the facts when you report a breach. It means instead that, to the best of your knowledge, you are giving truthful information. You must not raise a concern with malicious intent or knowingly share false or misleading information. It is a violation of the Code to make a false claim against another member of the ICA Community. Doing so may result in disciplinary action. 
[bookmark: _Toc199664394]What is my recourse if I’m not happy with how a reported breach is handled?
If you believe that a concern you raised, or one raised against you, has not been handled fairly or properly, you may take the matter up with Global Integrity Officer or their alternate or with the chair of the global board’s Human Resources Committee, at your discretion. 
Where can I learn more about the ICA’s Code of Conduct?
The ICA conducts periodic training events on ethics and the Code. As a member of the ICA Community, you are encouraged to attend a session.

[bookmark: _Toc223292550]Appendix “B”: Ethical Conduct Declaration
A. I, ________________________________________ (NAME), serve the International Cooperative Alliance as a (cross out all those that do not apply) staff member / member of the Board of Directors (“Director”) / Director substitute, personal interpreter or other person accompanying Director at meetings / member of the board or like governing body of an ICA Region, Sectoral Organisation or Thematic Committee / other member of the ICA Community.
B. I hereby certify that: 
1. I have read the ICA’s Code of Conduct (the “Code”) and understand it as it applies to me.
2. I am aware of who is my designated Person of Trust and have read the Whistleblower Protocol.
3. If I have given a similar disclosure to the ICA in the past, I have re-read the Code since making my last disclosure.
4. To the best of my knowledge and belief, since my last disclosure made following the first adoption of the Code and to the date of this statement, I have conducted myself in accordance with the Code, with the following exceptions (list breaches not reported on a previous disclosure):
	Code Article and Paragraph Breached
	Date
	Circumstances

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



5. Since my last disclosure made following the first adoption of the Code, I have not, in my capacity as a member of the ICA Community, accepted any gifts, favours, benefits or contracts from anyone, other than the following gifts or benefits having an estimated value below the threshold set out in Article 22.3 of the Code: 
	Item
	Received from
	Estimated Value (in Euros)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



C. I disclose that I currently hold the following functions or offices outside of the ICA (list all current employers, boards of directors or like bodies on which you serve, public offices held, and offices held in political parties):
	Position / Office
	Organisation
	Since (Date)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



D. I disclose that I, a member of my Immediate Family, or I and a member of my Immediate Family together hold more than a 25% interest in the following companies:
	Company
	Country
	% Interest Held

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



E. I commit to complying fully with the Code in the future.


______________________________________
Name (PLEASE PRINT)

______________________________________		______________________________
Signature						Date

______________________________________
Witness
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