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CODE OF CONDUCT 
 

The Executive Director, Maboshe Memorial Centre - MMC, Off Mongu-Lusaka Rd, Chisonga Fuel storage Rd, Chisonga Area, 

WhatsApp #: +260975077808 

Airtel Cell #: +260 975 077 808 
MTN Cell #: +260 768 258 443 

Zamtel Cell #: +260 954 707 760 
Email: mmcmonguheadoffice@ymail.com or mmcoffice8@gmail.com 

Website: - https://mmc695.webnode.com 

Facebook page: - http://www.facebook.com/maboshememorialc 

Twitter: -https://twitter.com/mmc_office 

Linkedin: https://www.linkedin.com/company/11503066/admin 
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PURPOSE:  

This policy applies to all Maboshe Memorial Centre - MMC personnel, that is, all employees, or advisory board members, interns and 
volunteers of MMC offices including National offices (whether Support or Field), Project Offices, Regional Offices, International Liaison 
Offices and Partnership Offices. 
 

To state MMC's commitment to conduct that is ethical, legal, and consistent with the organization’s values and mission, and to outline 
and give general guidelines to all MMC personnel for conducting themselves in a manner that upholds and maintains MMC's core values 

and mission statement, as well as the effectiveness and reputation of the organisation. This policy is designed to ensure that 
employees conduct themselves with dignity and respect towards one another, the children we work with and the community we engage 
with, to ensure compliance with child protection measures, to ensure full disclosure and to maintain the professional standing of the 

organisation. 
 

Maboshe Memorial Centre - MMC’s work is based on deeply held values that are embedded in our culture and are the guiding principles 

behind all our decision-making. We frequently work in complex and insecure environments and in situations where we are in positions 
of power and trust (in relation to the children, young people and beneficiary communities we work with, with other organizations and 
one another). We must under no circumstances abuse this power and trust. 
 

SCOPE:  

 This Code of Conduct is binding on all MMC staff and associates. MMC staff and associates will be required to sign an 
acknowledgement to show that they have read and understood the Code of Conduct. 

 MMC staff and associates are individually and collectively responsible for complying with this Code of Conduct. 
 As a MMC member of staff or associate you are an ambassador of the organisation and your actions and behaviour both 

during and outside of working hours (whether inside or outside of the office environment) can enhance or hinder our 
reputation. As such, MMC staff and associates are responsible for managing their behaviour both within and beyond our 
work in accordance with this Code of Conduct and associated Policies and procedures. 

 If you are in a position of management or leadership within MMC you are entrusted by MMC with greater responsibilities 
regarding transparency and accountability, and to create working environments that support our staff and associates so 
that we can uphold these standards of conduct. 

 If you work or travel internationally for us your conduct will also be more visible and subject to scrutiny, as will be that of 

your accompanying household members. 
  This Code should be read in conjunction with local legislation (where possible), however should the Code of Conduct demand 

a higher standard than the local laws then this Code will prevail. 
 This Code should also be read and understood in conjunction with the following associated policies, as may be amended from 

time to time: 
I. Global Policy on Safeguarding Children and Young People 

II. Harassment, Bullying and Discrimination Policy 

III. Anti-Fraud, Anti-Bribery and Corruption Policy 

IV. Grievance Policy 
V. Disciplinary Policy 

VI. Whistleblowing Policy 
 

POLICY STATEMENT 

1. Maboshe Memorial Centre - MMC is committed to conduct as an organisation and by its personnel that is ethical, legal and 
consistent with its values and mission. 

2. Maboshe Memorial Centre - MMC opposes and does not act as a willing party to wrongdoing, corruption, bribery or other 

financial impropriety, or illegal acts in any of its activities. 
3. Maboshe Memorial Centre - MMC takes prompt and firm corrective action whenever and wherever wrongdoing of any kind is 

found among its personnel. 
4. Maboshe Memorial Centre - MMC personnel are expected to conduct themselves in a manner that reflects honesty and 

integrity, and that maintains the effectiveness, values and mission of the organisation. 



        “Improving lives of girls and young women with disabilities in rural/remote communities of western, Zambia.”           3 
 

5. These standards of conduct are maintained despite possible prevailing contrary practices elsewhere. 
 

CLARIFYING NOTES 

The purpose of this policy is to guide MMC personnel in how best to conduct themselves in a manner that positively benefits MMC and 
respects the needs of others. It is intended to gain understanding as to what is commonly acceptable and appropriate behavior within 
MMC corporate culture and not intended to police staff, although it may be the basis for disciplinary action.  
 

Employees in positions of management/leadership are entrusted by the organisation with a greater responsibility regarding authority, 
visibility and accountability. When applicable, National Directors are to invoke the Child Protection Policy and reporting mechanism and 
immediately inform and consult with People and Culture, Legal and the applicable vice president if a potential breach of this policy has 

occurred and corrective action is required. It is of paramount importance that compliance with this policy be monitored to ensure 
adherence to the various government funding requirements. 
 

GUIDELINES 

A. While it is not possible to list all the forms of behavior that are considered acceptable or unacceptable, the following is a 
partial list of the kinds of behavior or conduct that are expected: 

 Treating others with respect, dignity and impartiality 
 Avoid practices which force or infer exclusion 
 Behaving in an honest, trustworthy and ethical manner 

 Maintaining appropriate office etiquette (this includes timeliness and adequate preparation for meetings) 
 Adhering to applicable laws and MMC  policies 
 Adhering to safety, security and health rules 
 Wearing appropriate attire that respects local custom and policy 

 Properly managing MMC assets, funds or other property, etc. 
 

B. Some forms of behavior that are considered unacceptable, such as the partial list indicated below, may result in corrective 

action, up to and including termination of employment: 

 Unlawful or dishonest activities 
 Financial impropriety in any form, including (but not limited to) bribery 
 Sexual or other unlawful harassment. 
 Sexual conduct that is inconsistent with MMC’s values or inappropriate or potentially harmful to MMC’s work and 

reputation in the local contexts in which it operates 
 Threatening violence or engaging in violent behavior in the workplace. 
 Theft, misappropriation or inappropriate removal or possession of any assets, funds or other property belonging to 

MMC, a co worker, or a vendor. 

 Showing favoritism (for example, showing an improper preference or allowing inappropriate factors to influence 
decisions regarding dealings with others, including suppliers, vendors, contractors and employees) 

 Hiring relatives, friends, or members of one's ethnic group to the exclusion of other qualified persons and/or without 
following established MMC policies and processes. 

 Falsification of records. 
 Being on MMC premises or at a MMC project or activity under the influence of substances such as alcohol, drugs, etc., 

such that it impairs one's ability to function, puts the employee or others at risk, and/or has the potential to negatively 

impact MMC as an organisation. 
 Use and/or possession of any illegal substances. 
 Negligence or improper conduct leading to damage of employer owned or customer-owned property. 
 Disrespectful conduct. 

 Possession of dangerous or unauthorized materials such as explosives or firearms in the workplace. 
 Excessive absenteeism or any absence without notice. 
 Unauthorized use of telecommunications, including but not limited to telephones, mobile phones, fax machines, internet, 

video systems, mail system, MMC letterhead stationery or other employer-owned equipment. 
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C. The following principles of sexual behavior outline MMC standards for child protection and are considered an integral part of 

this policy: 
 Sexual exploitation and abuse by any MMC or humanitarian worker of any beneficiaries (adult or child) constitute acts 

of gross misconduct and are therefore grounds for termination of employment. 

 Sexual activity between any MMC or humanitarian worker and a child (person under the age of 18) is strictly prohibited 
regardless of the age of majority or age of consent locally. In such case, mistaken belief by any MMC or humanitarian 
worker regarding the age of a child is not a 
defense against corrective action or termination of employment. 

 Exchange of money, employment, goods, or services for sex (including sexual favors or other forms of humiliating, 
degrading, or exploitative behavior) is strictly prohibited and is grounds for termination of employment. This includes 
exchange of assistance that is already due to beneficiaries. 

 Sexual relationships between any MMC or humanitarian workers and beneficiaries are not acceptable and will not be 
tolerated since they are based on inherently unequal power dynamics. Such relationships undermine the credibility and 
integrity of MMC's humanitarian aid work. 

 Where a MMC or humanitarian worker develops concerns or suspicions regarding sexual abuse or exploitation by a 

fellow worker, whether in the same agency or not, s/he must report such concerns via MMC's established MMC 
reporting mechanisms. 

 All MMC workers are obliged to create and maintain an environment that prevents sexual exploitation and abuse and 
promotes the implementation of MMC's Code of Conduct.  

 MMC officers at all levels have particular responsibilities to support and develop systems that maintain this 
environment. 

 

D. Maboshe Memorial Centre - MMC personnel shall be free (and in fact are encouraged) to report evidence of conduct which 

violates or is inconsistent with the standards described in these guidelines, and all MMC offices shall adopt and adhere to 
policies and practices to guide their investigation of reported conduct and any resulting corrective action. Such policies and 
procedures shall assure that this reporting can be done confidentially and without retaliation to the reporting person. 

 

E. These standards of conduct are provided for your information. MMC (management or board, as appropriate) reserves the 

right to determine, at its sole discretion, whether an employee, volunteer, intern, or board or advisory board member has 
engaged in inappropriate conduct or behavior that may warrant corrective and disciplinary action up to, and including 
termination. 

 

CLARIFYING NOTES 

With regards to personal relationships between staff members, in particular between employees who have a direct or indirect 
business reporting relationship; it is strongly advised that officers take into careful consideration the effects that such involvements 
could have. MMC generally refrains from any involvement in the private lives of individuals. However, there may be some 

circumstances in which it becomes necessary for MMC to counsel or caution where there is a conflict of interest or a negative impact 
on job performance. 
 

Furthermore, personal relationships of an intimate nature in the workplace can be potentially disruptive to job performance, may 
negatively impact others, may damage business relationships, and may have an adverse effect on careers and MMC's reputation as a 
harmonious workplace. Some behavior could be construed as harassment and thereby subject to the Harassment Prevention Policy. 

Therefore, it is important that employees exercise discretion and good conscience at all times when it comes to behavior and actions. 
 

When working alongside other NGOs (e.g., Distribution Centers, etc.), it would be to MMC's interest to influence local management to 

adopt MMC's principles as specified in this Code in order to reduce MMC's risk. 
 

I WILL RESPECT OTHERS:  

 
I will: 

 Respect the rights of all people without discrimination. 
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 Always act fairly and honestly and will treat people with dignity and respect. 
 Maintain MMC’s professional reputation, upholding and complying with MMC and international, regional, national, provincial 

district and local policies and standards. 
 

I will not: 

 Take part in any form of discrimination, harassment, or abuse (physical, sexual or verbal), intimidation or exploitation, or in 
any other way infringe the rights of others. 
 

I WILL WORK ACTIVELY TO SAFEGUARD THE RIGHTS OF CHILDREN AND YOUNG PEOPLE: 
 

I will: 
 Adhere to the MMC policy on safeguarding children and young people and be open an honest in my dealings with children and 

young people, their families, and communities participating in programmes, projects, processes, events and activities. 
 

I will not: 
 Engage in any form of sexual activity or develop physical/sexual relationships with anyone under the age of 18 regardless of 

the age of consent locally. Mistaken belief in the age of a child is not a defence/excuse based on the unintended harm. 
 Engage in sexual relationships with MMC beneficiaries, regardless of the age of majority or age of consent locally, as these 

undermine the credibility and integrity of MMC’s work and are based on inherently unequal power dynamics.  

 Withhold information about any criminal convictions, charges or civil proceedings relating to child abuse, either prior to or 
during the course of my employment with Maboshe Memorial Centre (MMC). 

 

I WILL MAINTAIN HIGH STANDARDS OF PERSONAL AND PROFESSIONAL CONDUCT WHILE WORKING FOR MABOSHE MEMORIAL 
CENTRE - MMC: 
 

I will: 
 Ensure that my behaviour does not jeopardise MMC political and religious neutrality.  
 Be open and honest in dealings with MMC. 

 Declare any criminal convictions or any criminal charges against me. 
 Adhere to any professional code of conduct applicable to my role and profession. 
 Ensure the proper use of MMC’s resources and prevent them from theft, fraud or other damage. 
 Seek to ensure that my conduct does not bring MMC into disrepute. 

 

I will not: 
 Pursue personal or family gain or advantage in my dealings with or on behalf of MMC. 

 Accept bribes, significant gifts, and favours of financial value or other services offered as a result of my employment with 
MMC or in respect of our help, goods, or services of any kind. 

 Enter into any business relationship on behalf of MMC without authorization from my line officer. 
 Behave in a way which creates unnecessary risk to my security or the security of others. 

 Drink alcohol or use any substances in a way that adversely affects your ability to do your job or affects MMC’s reputation. 
 Possess or profit from the sale of illegal goods or substances. 
 Use MMC’s computer equipment, mobile phones, video and digital cameras or other equipment to view, download, create or 

distribute inappropriate material, including but not limited to material which is pornographic, defamatory, abusive, sexist, 
racist or otherwise exploitative. 

 Exchange money, employment, goods or services for sex, including sexual favours or any other forms of humiliating, 
degrading, or exploitative behaviour. 

 Release any private or confidential information relating to MMC or its staff, associates or beneficiaries to others unless it is 
a requirement of my job or I am legally required to do so. 

 

I WILL REPORT ANY CONCERN OR INCIDENT RELATING TO THIS CODE OF CONDUCT WHERE I DEVELOP CONCERNS OR 

SUSPICIONS REGARDING BREACHES OF THIS CODE. 
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I will: 
 Report any matter which appears to break the standards contained in the Code of Conduct or associated policies that I 

witness or I am made aware of to the appropriate management, using the relevant and/or country specific procedures. 
 Support any investigation into suspected, alleged or known breaches of this Code or MMC’s associated policies, including as 

a witness. 
 

I will not: 
 Withhold any relevant information. 
 Undertake any action on my own that is not in line with local policies and procedures and/or, without guidance from 

relevant focal points and managers. 
 

The Executive Director is responsible for ensuring the implementation and monitoring of the Code of Conduct. Failure to adhere to 

MMC’s Code of Conduct and the standards of behaviour it promotes and requires could result in disciplinary action (including, 
potentially, your dismissal or termination of all relations with MMC including contractual and partnership agreements). In some cases 
the matter may be so serious that it will lead to criminal prosecution or we may choose (and in some cases be obliged) to report to 
any relevant professional or government authorities. 
 

Maboshe Memorial Centre (MMC) will: 
 Take all concerns and reports seriously at all levels. 

 Investigate and act on reports immediately.  
 Take appropriate legal or other action against anyone making a false and/or malicious accusation. 
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VALUES WE STRIVE FOR LASTING IMPACT WE ARE OPEN AND ACCOUNTABLE WE WORK WELL TOGETHER WE ARE INCLUSIVE & EMPOWERING 

DEFINITIONS 

 We strive to achieve 
significant and 

lasting impact on the 
lives of children and 
young people, and to 
secure equality for 

girls. 
 We challenge 

ourselves to be bold, 
courageous, 

responsive, focused 
and innovative. 
 

 

 
 

 
 
 

 
 

 We create a climate of 
trust inside and 
outside the 
organisation by being 

open, honest and 
transparent. 

 We hold ourselves and 
others to account for 

the decisions we make 
and for our impact on 
others, while doing 

what we say we will 
do. 
 
 

 
 
 
 

 
 
 

 

 We succeed by 
working effectively 
with others, inside 

and outside the 
organization, 
including our 
sponsors and 

donors.  
 We actively support 

our colleagues, 

helping them to 
achieve their goals.  

 We come together 
to create and 

implement solutions 
in our teams, 
across MMC, with 
children, girls, 

young people, 
communities and 
our partners. 

 We respect all people, 
appreciate differences 
and challenge inequality 

in our programmes and 
our workplace.  

 We support children, 
girls and young people 

to increase their 
confidence and to 
change their own lives.  

 We empower our staff 

to give their best and 
develop their potential. 
 

 
 
 

 
 

 
 
 

LEADERSHIP 

BEHAVIOURS 

 I articulate a clear 
purpose for staff and 
set high expectations 

for our work and its 
impact. 

 I create a climate of 
continuous 

improvement, open to 
challenge and new 
ideas. 

 I focus resources to 

drive change in 
practice and policy at 
local, national and 

global levels, to 
maximise our long-
term impact, 
responding quickly to 

changing needs, new 
priorities or crises. 

 I use evidence from 
inside and outside the 

organisation to 
understand the root 
causes of issues, 
inform decisions and 

evaluate 
effectiveness. 

 I practice and promote 
a culture of openness 
and transparency 

within my team and 
beyond, including with 
our sponsors and 
donors. 

 I hold myself and 
others accountable to 
achieve the highest 
standards of integrity, 

especially in our use of 
resources. 

 I am accountable for 

ensuring we are a safe 
organisation for all 
children, girls and 
young people. 

 I am consistent and 
fair in the way I treat 
other people. 

 I expect myself and 

others to be open 
about mistakes and to 
learn from them 

 

 
 

 I seek constructive 
outcomes in 
discussions.  

 I challenge 
assumptions but 
listen to others. 

 I am willing to 

compromise when it 
is beneficial to 
progress. 

 I build constructive 

relationships 
across MMC to 
support our shared 

goals, even if this 
requires me to 
adjust my own 
team’s priorities. 

 I develop trusting 
and ‘win-win’ 
relationships with 
funders, partners 

and communities, 
creating solutions 
together to meet 
our goals and to 

support others in 
achieving theirs. 

 I actively promote 
diversity, gender 
equality and inclusion, 

inside and outside of 
MMC. 

 I listen with humility to 
others and support 

those I work with to 
participate in decisions, 
to take more 
responsibility and to 

develop their potential. 
 I encourage a climate 

that empowers children 

and young people as 
agents of change in 
their own lives. 

 I will not tolerate any 

form of bullying, 
harassment or 
discrimination in the 
workplace. 
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My signature below confirms that I have read this Code of Conduct and that as an employee or volunteer, I agree to follow these 
standards. I understand that any action inconsistent with this Code of Conduct or failure to take action mandated by the Code of 

Conduct may result in my removal as an employee or volunteer with Maboshe Memorial Centre - MMC. 
 

____________________________________________________________________________________________ 

PRINTED NAME 
 

_________________________________________                    ________________________________________ 

SIGNATURE                                                                              DATE 

 
 

 
 
 
 

 
 

 
 

 I engage and work 
with others outside 

the organisation to 
build a better world 
for girls and all 
children. 

 
 

STAFF 
BEHAVIOURS 

 I have the courage to 
challenge the way we 
and others work, to 

make sure we all 
achieve the best 
results. 

 I take the initiative to 

find new and better 
ways of doing my 
work. 

 I focus my effort 

where it will make 
the best contribution 
to MMC’s purpose 

and strategic goals. 
 I am flexible and 

change my ways of 
working when 

needed. 
 I seek and use 

information on the 
efficiency and 

effectiveness of my 
work to improve my 
contribution. 

 I persevere and 
encourage others to 
maintain a positive 
outlook in the face of 

setbacks and 
adversity 
 
 

 

 I hold myself and 
others (inside and 
outside the 

organisation) to 
account for what we 
have agreed to do and 
the impact of our 

actions on others. 
 I am open, honest and 

transparent about my 
work. 

 I am not afraid to 
admit mistakes; I try 
to put them right and 

do better next time. 
 I willingly share 

information to support 
effective decision 

making in my team and 
beyond. 

 I stand up and 
challenge others when 

I see wrong doing. 
 I am honest in how I 

use resources and do 

not waste them. 
 
 
 

 
 
 
 

 

 I offer information, 
experience and 
support to 

colleagues across 
MMC and others to 
help us meet our 
shared goals. 

 I abide by agreed 
codes of conduct in 
my work with my 
team and others. 

 I develop 
improvements and 
solutions by 

working 
collaboratively with 
colleagues and 
others. 

 I help colleagues in 
my team and others 
to tackle challenges 
and celebrate 

successes. 
 I ask for help when I 

need it, seeking and 

listening to 
feedback from 
others in order to 
learn and improve. 

 I value 
contributions from 
colleagues across 
MMC. 

 

 I help to create an 
environment where 
children, young people, 

communities, partners 
and colleagues are 
supported and feel safe. 

 I respect and pay 

attention to each 
person’s rights and 
needs. 

 I listen to others with 

humility and value their 
opinions, beliefs and 
perspectives, 

challenging my own 
point of view. 

 I confront and challenge 
both direct and indirect 

forms of discrimination, 
gender inequality, 
bullying and 
harassment. 

 I encourage those I 
work with to influence 
decisions and develop 

themselves. 
 Where appropriate I 

involve children and 
young people in the 

decisions that affect 
them 

 
 

 


