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Code of Ethics

Introduction

There has been increasing concern about ethical behavior in nonprofit — particularly charitable — organizations in recent years. Public scandals in the nonprofit sector have drawn attention to the need for an increased level of board accountability. In response, many organizations have developed codes of ethics. These documents encompass the values of the organization and provide a code of conduct for employees and volunteers. While a values statement, discussed above, guides the organization in a strategic, fundamental way, codes of ethics shape the actions, behaviors, and decision making of an organization in a more explicit way. Although a code of ethics by itself cannot prevent wrongdoing, it conveys a strong message both internally and externally about the culture and work of the organization. 

Key Elements

· A code of ethics serves as an overarching statement for other policies that establish standards of integrity and accountability. 

· A code of ethics should outline the process and/or mechanism for implementing the defined culture and values within the organization from top to bottom.

· A code of ethics is often general in nature. Some issues, such as confidentiality, conflict of interest, and nepotism, may be addressed in separate policies (see list of contents to find samples of these more specific topics).

Practical Tips

· Define what ethical behavior means for your organization, and clarify accepted professional standards.

· Separate staff and board issues. Board members and staff members often get confronted with different situations based on their role vis-à-vis the organization, its constituents, and the community at large.

· When discussing the code with staff and board members, it is often useful to provide examples of unacceptable behavior. 

· As a way to stress the importance of the code, some organizations request a signature from board and staff members as a sign of understanding and acceptance of the standards.

· Once the code is established, it should be reviewed periodically by the staff and board for possible revision. In this way, the language of the code will continue to serve the expectations and needs of the organization.

Sample Codes of Ethics

The seven samples range from very general to exceedingly specific, with each reflecting the organization’s values and culture.

1. This brief statement provides broad ethical guidelines and expectations.

2. This policy establishes a formal statement about promoting ethical conduct.

3. This sample is a short statement affirming that a high level of integrity and caring is expected from the board and staff. 

4. This ethics policy sets an affirmative tone through the introductory phrase of “We will do the following.”

5. This code of conduct sets its standard by stating what the board and key staff will not do. It also includes a signature line and reporting procedures.

6. This comprehensive code of ethics covers many aspects of organizational management and oversight, beginning with a statement of integrity and including a specific section on the board.

7. This code of ethics, because it was developed in the wake of an organizational crisis that generated considerable negative publicity, takes a truly comprehensive approach to ethics. It includes the establishment of an ethics officer and committee. It is the only document in The Nonprofit Policy Sampler that includes the name of the contributing organization because it is best understood in the context of how, when, and why it was developed.

Sample #1

This brief statement provides broad ethical guidelines and expectations.

Ethics Policy

XYZ believes strongly that its members must uphold the highest standards of ethical, professional behavior, and to

· Hold paramount the safety, health, and welfare of the public in the performance of professional duties.

· Act in such a manner as to uphold and enhance personal and professional honor, integrity, and dignity of the profession.

· Treat with respect and consideration all persons, regardless of race, religion, gender, abilities, age, or national origin.

· Engage in carrying out XYZ’s mission in a professional manner.

· Collaborate with and support other professionals in carrying out XYZ’s mission.

· Build professional reputations on the merit of services and refrain from competing unfairly with others.
Sample #2

This policy establishes a formal statement about promoting ethical conduct.

Sample Policy for the Promotion of Ethical Conduct

[Name of organization]

Policy for the Promotion of Ethical Conduct 

As a nonprofit organization at the forefront of [purpose of organization], XYZ’s policy is to uphold the highest legal, ethical, and moral standards. Our donors and volunteers support XYZ because they trust us to be good stewards of their resources, and to uphold rigorous standards of conduct. Our reputation for integrity and excellence requires the careful observance of all applicable laws and regulations, as well as a scrupulous regard for the highest standards of conduct and personal integrity. 

XYZ will comply with all applicable laws and regulations and expects its directors, officers, and employees to conduct business in accordance with the letter and spirit of all relevant laws; to refrain from any illegal, dishonest, or unethical conduct; to act in a professional, businesslike manner; and to treat others with respect. Directors and officers should not use their positions to obtain unreasonable or excessive services or expertise from XYZ’s staff.

In general, the use of good judgment based on high ethical principles will guide directors, officers, and employees with respect to lines of acceptable conduct. However, if a situation arises where it is difficult to determine the proper course of conduct, or where questions arise concerning the propriety of certain conduct by an individual or others, the matter should be brought to the attention of XYZ. Employees should contact their immediate supervisor and, if necessary, the director of human resources. Board members should raise any such concerns with the chair or the treasurer of XYZ’s board. 

In all questions involving ethics and conduct, the board will make relevant determinations, except that any individual whose conduct is at issue will not participate in such decisions.

Sample #3

This sample is a short statement affirming that a high level of integrity and caring is expected from the board and staff. 

Code of Ethics

XYZ’s mission can only be realized through a common code of ethics upheld by our officers, board of directors, and staff.

· We expect integrity, honesty, and trustworthiness in our work; courage in our decisions; and dedication to XYZ’s values and beliefs.

· We expect responsible action on behalf of the organization and are accountable and transparent to our constituents and to one another. We share information when appropriate without sacrificing confidentiality. 

· We expect to be treated and to treat others with respect. We respect the opinions of and the differences among individuals.

· We expect fairness to be evident in our actions internally and externally. We are equitable in our decisions and mindful of their impact on other groups and people.

· We expect our actions to demonstrate our care for others and the community as a whole. We support each other in a humane manner. We care about the well-being of each other, the community, and XYZ organization.

Sample #4

This ethics policy sets an affirmative tone through the introductory phrase of “We will do the following.”

Code of Ethics

We, as XYZ professionals (staff and board members), dedicate ourselves to carrying out the mission of this organization. We will do the following:

1. Recognize that the chief function of XYZ at all times is to serve the best interests of our constituency.

2. Accept as a personal duty the responsibility to keep up-to-date on emerging issues and to conduct ourselves with professional competence, fairness, impartiality, efficiency, and effectiveness.

3. Respect the structure and responsibilities of the board, provide them with facts and advice as a basis for their making policy decisions, and uphold and implement policies adopted by the board.

4. Keep the community informed about issues affecting it.

5. Conduct our organizational and operational duties with positive leadership exemplified by open communication, creativity, dedication, and compassion.

6. Exercise whatever discretionary authority we have under the law to carry out the mission of the organization.

7. Serve with respect, concern, courtesy, and responsiveness in carrying out the organization’s mission.

8. Demonstrate the highest standards of personal integrity, truthfulness, honesty, and fortitude in all our activities in order to inspire confidence and trust in our activities.

9. Avoid any interest or activity that is in conflict with the conduct of our official duties.

10. Respect and protect privileged information to which we have access in the course of our official duties.

11. Strive for personal and professional excellence and encourage the professional developments of others.

Sample #5

This code of conduct sets its standard by stating what the board and key staff will not do. It also includes a signature line and reporting procedures.

Statement of Personal and Professional Standards of Conduct

It is the intent of XYZ to strive for the highest ethical conduct from all board and staff. The leadership is particularly sensitive to individuals who hold management and governance positions of trust and confidence in fulfilling the mission and goals of the organization. These sensitive positions include officers, key senior staff members designated by the chief executive, and members of the board.

In an effort to achieve the highest standards of conduct, each officer, key staff member, and board member is requested to acknowledge (by signing) the following adopted Code of Ethics by [month/day] each year. This acknowledgement will be kept on file in the human resource department.

All officers, key staff members, and members of the board of XYZ are required and expected to exercise the highest ethical standards of conduct and practice fundamental honesty at all times.

In support of XYZ’s standards of high ethical conduct, each officer, key staff member, and board member WILL NOT

· Deceive, defraud, or mislead XYZ board members, officers, staff members, managers, supervisors, or other associates, or those with whom XYZ has business or other relationships.

· Misrepresent XYZ in any negotiations, dealings, contracts, or agreements.

· Divulge or release any information of a proprietary nature relating to XYZ’s plans, mission, or operational databases without appropriate approval.

· Obtain a personal advantage or benefit due to relationships established by any officer, senior staff member, or board member by use of the organization’s name.

· Accept individual gifts of any kind in excess of $[100], in connection with the officer’s, key staff member’s, or board member’s relationship with XYZ. All such gifts are to be reported to the chief financial officer who shall divulge gifts received during the calendar year to the audit committee.

· Withhold their best efforts to perform their duties to acceptable standards.

· Engage in unethical business practices of any type.

· Use XYZ property, financial resources, or services of XYZ personnel for personal benefit.

· Violate any applicable laws or ordinances.

Infractions of this Statement of Personal and Professional Standards of Conduct are to be reported directly to any member of the audit committee who shall, in his or her determination, bring the infraction to the full executive committee.

Signature 

Date  


Name (please print) 


Sample #6

This comprehensive code of ethics covers many aspects of organizational management and oversight, beginning with a statement of integrity and including a specific section on the board.

Code of Ethical Conduct

I. Personal and Professional Integrity

All staff, board members, and volunteers of XYZ act with honesty, integrity, and openness in all their dealings as representatives of the organization. The organization promotes a working environment that values respect, fairness, and integrity.

II. Mission

XYZ has a clearly stated mission and purpose, approved by the board, in pursuit of the public good. All of its programs support that mission and all who work for or on behalf of the organization understand and are loyal to that mission and purpose. 

III. Governance

XYZ has an active governing body, the board, which is responsible for setting the mission and strategic direction of the organization and oversight of the finances, operations, and policies of XYZ. The board

· Ensures that its members have the requisite skills and experience to carry out their duties and that all members understand and fulfill their governance duties acting for the benefit of XYZ and its public purpose

· Has a conflict-of-interest policy that ensures that any conflicts of interest or the appearance thereof are avoided or appropriately managed through disclosure, recusal, or other means

· Has a statement of personal commitment that provides attestation to the commitment to XYZ’s goals and values

· Is responsible for the hiring, firing, and regular review of the performance of its chief executive, and ensures that the compensation of the chief executive, the chief financial officer, and other senior management positions as the board deems appropriate is reasonable
· Ensures that the chief executive and appropriate staff provide the board with timely and comprehensive information so that the board can effectively carry out its duties

· Ensures that XYZ conducts all transactions and dealings with integrity and honesty

· Ensures that XYZ promotes working relationships with board members, staff, volunteers, and program beneficiaries that are based on mutual respect, fairness, and openness

· Ensures that the organization is fair and inclusive in its hiring and promotion policies and practices for all board, staff, and volunteer positions

· Ensures that policies of XYZ are in writing, clearly articulated, and officially adopted

· Is responsible for engaging independent auditors to perform an annual audit of XYZ’s financial statements, and has an audit committee that is responsible for overseeing the reliability of financial reporting (usually the responsibility of the finance committee), including the effectiveness of internal control over financial reporting, reviewing, and discussing the annual audited financial statements to determine whether they are complete and consistent with operational and other information known to the committee members, understanding significant risks and exposures and management’s response to minimize the risks, and understanding the audit scope and approving audit and non–audit services
· Ensures that the resources of XYZ are responsibly and prudently managed 

· Ensures that XYZ has the capacity to carry out its programs effectively

IV. Responsible Stewardship

XYZ manages its funds responsibly and prudently. This should include the following considerations:

· Spends an adequate amount on administrative expenses to ensure effective accounting systems, internal controls, competent staff, and other expenditures critical to professional management

· Compensates staff, and any others who may receive compensation, reasonably and appropriately

· Knows that solicitation of funds has reasonable fundraising costs, recognizing the variety of factors that affect fundraising costs

· Does not accumulate operating funds excessively

· Draws prudently from endowment funds consistent with donor intent and to support the public purpose of XYZ

· Ensures that all spending practices and policies are fair, reasonable, and appropriate to fulfill the mission of XYZ

· Ensures that all financial reports are factually accurate and complete in all material respects

V. Openness and Disclosure

XYZ provides comprehensive and timely information to the public, the media, and all stakeholders and is responsive in a timely manner to reasonable requests for information. All information about XYZ will fully and honestly reflect the policies and practices of the organization. Basic informational data about XYZ, such as the Form 990, will be posted online or otherwise made available to the public. All solicitation materials accurately represent XYZ’s policies and practices and will reflect the dignity of program beneficiaries. All financial, organizational, and program reports will be complete and accurate in all material respects. 

VI. Legal Compliance 

XYZ is knowledgeable of, and complies with, laws and regulations.

VII. Program Evaluation

XYZ regularly reviews program effectiveness and has mechanisms to incorporate lessons learned into future programs. The organization is committed to improving program and organizational effectiveness and develops mechanisms to promote learning from its activities and the field. XYZ is responsive to changes in its field of activity and is responsive to the needs of its constituencies.

VIII. Inclusiveness and Diversity

XYZ has a policy of promoting inclusiveness and its staff, board, and volunteers reflect diversity in order to enrich its programmatic effectiveness. XYZ takes meaningful steps to promote inclusiveness in its hiring, retention, promotion, board recruitment, and constituencies served. 

IX. Fundraising

XYZ solicitation of funds from the public or from donor institutions uses material that is truthful about the organization. XYZ respects the privacy concerns of individual donors and expends funds consistent with donor intent. XYZ discloses important and relevant information to potential donors. 

In raising funds from the public, XYZ will respect the rights of donors, as follows:

Donors will be informed of the mission of XYZ, the way the resources will be used, and their capacity to use donations effectively for their intended purpose. Further, they will

· Be informed of the identity of those serving on XYZ’s governing board and to expect the board to exercise prudent judgment in its stewardship responsibilities

· Have access to XYZ’s most recent financial reports

· Be assured their gifts will be used for purposes for which they are given

· Receive appropriate acknowledgment and recognition

· Be assured that information about their donations is handled with respect and with confidentiality to the extent provided by law

· Be approached in a professional manner

· Be informed whether those seeking donations are volunteers, employees of XYZ, or hired solicitors

· Have the opportunity for their names to be deleted from mailing lists that XYZ may intend to share

· Be encouraged to ask questions when making a donation and to receive prompt, truthful, and forthright answers.

Reporting Responsibility

It is the responsibility of all directors, officers, and employees to comply with the code of ethical conduct and to report violations or suspected violations to the compliance officer ([secretary/treasurer]) in accordance with the whistleblower policy. The compliance officer will notify the sender and acknowledge receipt of the reported violation or suspected violation within five business days, unless the submission of the violation is anonymous. All reports will be promptly investigated and appropriate corrective action will be taken if warranted by the investigation. 

Sample #7

This code of ethics, because it was developed in the wake of an organizational crisis that generated considerable negative publicity, takes a truly comprehensive approach to ethics. It includes the establishment of an ethics officer and committee. It is the only document in The Nonprofit Policy Sampler that includes the name of the contributing organization because it is best understood in the context of how, when, and why it was developed.

A Covenant of Trust

Our Code of Conduct

Section I: A Message from the United Way of the National Capital Area Board

We are proud to be affiliated with the United Way of the National Capital Area (UWNCA). It is a vital organization with a crucial and caring vision. It has helped so many in our area — and will assist so many more in the decades to come. 

The UWNCA is entrusted with an important and worthy mission. It is a mission that demands that we achieve — and sustain — the very highest level of public trust. 

We must, at all times, be worthy of the trust placed in us.

We have developed “A Covenant of Trust: Our Code of Conduct” to assist all of us in fulfilling our ethical obligations. The standards in this Code of Conduct (Code) call upon us to reach deep within ourselves and act with integrity, to put service before self, to achieve excellence in all we do. It provides a strong and disciplined set of standards and guidelines to help us do the right thing. The Code applies to all of us.

We are committed to ensuring that these standards reflect and define the operating culture of UWNCA. Please embrace the letter and spirit of the Code. 

This Code was developed through a collaborative process with the generous help and input of many volunteers, donors, community leaders, employees, and others too numerous to mention. We thank you.

Of course, no document or set of standards can answer all questions. As such, we have appointed a UWNCA ethics officer and established a UWNCA ethics committee. They will help ensure that all of our efforts exemplify the very highest professional and ethical standards. If you have a question as to whether something is ethical or proper, talk to your manager or contact the ethics officer.

The UWNCA Code, ethics officer, and ethics committee will work together to fortify our covenant of trust that makes it possible for us to serve the National Capital Area. 

Section II: Introduction

The mission of the United Way of the National Capital Area (UWNCA) is to serve the needs of our community through a single, efficient, annual campaign for all eligible and interested not-for-profit organizations providing services that enhance quality of life and community well-being. 

We are committed to fulfilling that mission through the highest ethical standards. We are faithful to the key principles of integrity, service above self, and excellence in all we do. Simply put — we are devoted to doing the right thing in the right way and being an organization worthy of the utmost trust.

Because of the unique level of trust placed in the UWNCA to serve the public good, we have a special obligation to act ethically.

“A Covenant of Trust: Our Code of Conduct” (‘A Covenant of Trust’ or ‘Code’) is a way of expressing and memorializing our ethical obligations to ourselves, our volunteers, and our donors as well as to the individuals, communities, and society we serve. The Code is a pact calling all of us to embrace the highest ethical standards possible — a promise that will benefit us personally and professionally as well as help to advance the vital mission of the UWNCA.

A Covenant of Trust is divided into central sections:

· Letter from the UWNCA Board of Directors

· Introduction 

· Key Principles

· Statement of Core Standards

· Standards

· Ethics Officer & Ethics Committee

The “Letter from the UWNCA Board of Directors” expresses the organization’s absolute commitment to the principles, standards, and guidelines articulated in the Code.

This “Introduction” is designed to introduce the Code to you, outline its basic sections, and clarify our responsibilities, as well as illuminate the vital importance of the Code to each of us individually — and collectively — in helping to fulfill the promise of the UWNCA mission. 

The “Key Principles” outline the overarching principles that everyone affiliated with the UWNCA is asked to keep in mind at all times. Where a situation is not covered by a Core Standard or Standard, the Key Principles should be applied to determine the appropriate course of conduct.

The “UWNCA Core Standards” apply to every UWNCA board member, employee, and volunteer. Each core standard is an imperative with more explicit rules under each. The Core Standards are independent and reinforce or clarify each other.

The “Standards” section provides more detailed rules to govern your actions and decisions. Collectively, the Code has the force of the official policy of the UWNCA, and breaches of the Code, appropriately determined, can serve as a basis for disciplinary sanctions up to and including the termination of an individual’s relationship with the UWNCA.

The “Ethics Officer & Ethics Committee” section is vital to understanding the management system implementing the provisions of the Code and how to get help concerning the Code’s applicability to any given situation. The ethics officer is a critical resource in aiding all employees and volunteers to fully understand, interpret, and implement the Code.

It is the responsibility of all UWNCA employees and volunteers to comply with the Code of Conduct. If there is any doubt concerning the applicability of a Core Standard to a particular situation, individuals must make contact with their manager or the ethics officer to seek guidance.

It is the personal responsibility of each employee and volunteer to bring violations or suspected violations of the Code to the attention of the proper UWNCA leadership, his or her manager, or the ethics officer. Direct or indirect retribution for the making of any such communication is an independent violation of the Code subject to discipline up to and including dismissal or removal.

If you have any questions, please discuss them with your manager or feel free to contact the UWNCA ethics officer. Working together — and fostering integrity, service before self, and excellence in all we do — we will not only succeed but also reinforce the vital bonds of trust that make us the United Way of the National Capital Area.

Section III: Key Principles

Three overarching principles help to define our conduct in everything that we do on behalf of the UWNCA and its mission. When a specific core standard does not address a particular circumstance or question you may have, or when you may be unable to seek guidance from your manager or the UWNCA ethics officer, you are asked to view the issue through the lens of the following three key principles:

A Commitment to Integrity

Integrity is a central value for any person or entity that means to act ethically. It is an inner compass that helps to steer each of us in the appropriate and ethical direction. It is a matter of character that helps us personally and professionally make use of such core values as honesty and applies the morals we learned when we were young. It is an organizing force that organizes and helps to regulate our impulses and appetites. It is an inner voice that urges us to act with conviction and courage even in the face of adversity.

A Commitment to Service

Service before self is about how professional duties take precedence over our personal desires. It embodies the very spirit of the entire United Way mission and the “calling” that many of us feel and express. It is about ensuring that we always act in a manner consistent with the idea that the very reason we are here is to serve the community and those in need. Indeed, it is an honor to so serve.

A Commitment to Excellence

Excellence is about maintaining high standards and a passion for constantly seeking to improve everything we do on behalf of the UWNCA. It is about personal, professional, organizational, operational, and service excellence on behalf of the communities we serve. It is about a process of improving our efforts — both individual and collective — on an ongoing basis.

Section IV: Statement of UWNCA Core Standards

1. Integrity: We will act with personal and professional integrity.

2. Respect: We will respect others and support and protect diversity. 

3. Loyalty: We will be loyal to the UWNCA and its mission.

4. Confidentiality: We will protect confidential information.

5. Responsibility: We will manage our resources in a responsible manner maximizing our ability to advance the mission of the organization.

6. Fundraising: We will promote voluntary giving.
7. Transparency: We will be open and candid about our activities and operations.

8. Governance: We will govern carefully and honestly to advance the mission of the UWNCA.

9. Compliance: We will comply with our Code, the rules, and regulations of the UWNCA, as well as federal, state, and local laws.
10. Duty: We will seek guidance concerning, and report breaches of, our Code.

Section V: Standards

1. Integrity

1.1 We will communicate candidly, honestly, and openly in the statement of any material facts related to our official duties and activities.

1.2 We will treat each other — as well as others — fairly.

1.3 We will strive to achieve the highest standards of performance, service, and excellence.

1.4 We will have the courage to suggest improvements when circumstances warrant it.

1.5 We will keep our promises.

1.6 We will be accurate, fair, and timely in our communications.

2. Respect

2.1 We will treat others equitably and respectfully in all aspects of our activities without regard to race, color, religion, creed, age, sex, national origin or ancestry, marital status, veteran status, sexual orientation, or status as a qualified disabled or handicapped individual.

2.2 We will support equal opportunity throughout all our efforts.

2.3 We will, in the furtherance of our UWNCA responsibilities, refuse to engage in any form of discrimination or harassment.

2.4 We will listen carefully and recognize that healthy diversity means diverse points of view.

3. Loyalty

3.1 Loyalty  

3.1.1 We will be loyal to the UWNCA organization and its mission — not to any particular individual or group of individuals. 

3.1.2 We will not engage in any conduct that would undermine the public’s trust or would tarnish the reputation of the UWNCA. 

3.1.3 We will not engage in any activity or relationship that would create a potential or actual conflict of interest that would adversely affect our ability to faithfully and loyally perform our service to the UWNCA.

3.2 Gifts 

3.2.1 We will not solicit or accept gifts unless the item is excluded from the definition of a gift or falls within a defined exception. 

3.2.2 We will not solicit or coerce the offering of a gift, accept a gift in return for being influenced in the performance of an official act, or accept frequent gifts (even of a small value) such that a reasonable person is likely to conclude the individual is using his or her position for private gain. 

3.3 Nepotism 

3.3.1 UWNCA generally will not employ family members of existing employees or volunteers in leadership positions. Exceptions may be made only if there are special circumstances that are in the best interests of the UWNCA. 

3.3.2 We will not have management or supervisory authority over a family member. 

3.4 Outside Employment  

3.4.1 We will ensure that any outside employment does not interfere with our responsibilities to the UWNCA and does not adversely affect the organization or its mission. 

3.4.2 We will inform our manager of any significant outside activities that might impact our UWNCA responsibilities.

3.5 Seeking Other Employment  

3.5.1 We will disqualify ourselves from a particular matter that, to our knowledge, has an impact on the financial interests of a prospective employer.

3.5.2 We will inform our manager and take whatever steps are necessary to ensure that we are not personally and substantially participating in the matter related to a prospective employer. Disqualification is, therefore, accomplished in most cases by 1) not participating in the particular matter, 2) notification to one’s manager, and 3) communications to the employee’s coworkers regarding the disqualification.

3.6 Misuse of Position  

3.6.1 We will not use our position for private gain, for the endorsement of any product, or for the private gain of any service or enterprise, friends, family members, or persons with whom the employee or volunteer is affiliated.

3.6.2 We will not endorse a particular candidate or political party on behalf of the UWNCA.

3.7 Restrictions on Former Employees and Volunteers  

3.7.1 We are aware that the duty of loyalty to the organization continues even after the formal employment or volunteer relationship has ended. 

3.7.2 We are aware that our duty to not disclose confidential information continues even after our employment ends.

3.7.3 We will not use confidential information gained in the course of our employment or volunteer efforts for our personal gain either during or after our relationship with the organization ends. 

3.7.4 We are aware that a good-faith exception exists for communications made to improve the operations and management of the UWNCA.

3.8 Vendor Relationships  

3.8.1 We will treat vendors fairly and avoid favoritism. 

3.8.2 We will offer vendors the opportunity to offer or qualify their products or services on a fair and competitive basis. 

3.8.3 We will refrain from influencing the selection of vendors who are family members or personal friends or are affiliated with, employ, or are employed by a person with whom they have a relationship that would create a potential or real conflict of interest.

3.9 Full Disclosure 

3.9.1 We will make full disclosure of all potential and actual conflicts of interest.

3.9.2 We will abide by the operative rule of thumb: “when in doubt — disclose.” 

4. Confidentiality

4.1 We will not disclose to an unauthorized individual or organization without the consent of the UWNCA general counsel or his or her explicit designee any confidential, privileged, or nonpublic information entrusted to us.

4.2 We will respect the privacy of others and private information.

4.3 We will recognize that all information, whether hard copy or electronic, is the property of the UWNCA and may not be copied or removed without express permission of a manager or, if appropriate, the UWNCA general counsel or his or her explicit designee.

4.4 We will require that all employees, volunteers, and relevant vendors sign a “confidentiality statement” as a condition of their employment or service with the UWNCA.

4.5 We will prohibit all employees and volunteers from engaging in any financial transaction using nonpublic or confidential information to further their own private interests. 

4.6 We will justify the reliance that donors, corporations, and our partner and member agencies have in our ability to utilize and manage information with the highest degree of confidentiality by ensuring that our computer and management information systems are protected from unauthorized use.

4.7 We will respect the privacy of donors and safeguard the confidentiality of information that a donor reasonably would expect to be private.

4.8 We will respect the wishes of donors that may prefer to remain anonymous. We will not publicly release the names, addresses, or amounts of their gifts, unless required to do so by law.

4.9 We will make the annual IRS Form 990 tax return and exempt application of the UWNCA available for public inspection, as required by law. In doing so, we will ensure that the portions of the Form 990 tax return, that are not available for public inspection, are so designated.

4.10 When providing information to the media, we have an obligation to report accurately and completely all relevant material facts. In order to ensure that we comply with this obligation, employees or volunteers receiving requests for information from the news media shall not respond to the request personally but will refer the request to the UWNCA department of public affairs.

5. Responsibility

5.1 We will maintain accurate financial records and report our financial results in an accurate and timely manner.

5.2 We will be honest and faithful fiduciaries and protect the public funds entrusted to us.

5.3 We will use the resources, equipment, and material of UWNCA only for the necessary performance of our duties.

5.4 We will comply with all limitations on incurring expenses in the course of authorized activities for the UWNCA and will not seek or receive reimbursement for expenses not incurred. 

5.5 We will adopt a procedure for the selection of outside vendors that ensures a fair price and avoids any conflict of interest.

5.6 In providing services to partners or member agencies, we will establish clear, publicly stated criteria concerning how these services are charged. The principles of fairness and good stewardship require that services such as overhead charges and pledge loss costs be accurately and fairly assessed.

5.7 We will provide employees and volunteers with a confidential means to report suspected financial impropriety or misuse of UWNCA’s resources.

5.8 We will establish a UWNCA ethics committee, comprised of two members of the board of directors and three members of the public-at-large and a nonvoting staff liaison, all of whom are approved by the board. The ethics committee will oversee the work of a UWNCA ethics officer and serve as a review, coordinating, and appeals body for ethics issues concerning the organization and its work. In a situation where action or decision by management or the ethics officer would involve a conflict of interest, the ethics committee will review and decide the matter in the first instance.

6. Fundraising

6.1 We will promote voluntary, noncoerced giving.

6.2 We will make our fundraising costs a matter of public record. 

6.3 We will use accurate, truthful solicitation and promotional materials.

6.4 We will honor all statements made by the organization in its fundraising appeals and the use of a contribution.

6.5 We will, mindful of necessary and transparent administrative overhead costs, honor the known intentions of a donor regarding the use of donated funds. 
7. Transparency

7.1 We will openly, candidly, and transparently report its activities and operations.

7.2 We will publish and widely disseminate an annual report that will convey information to the public in at least seven critical areas: 1) the UWNCA’s board members and staff leadership; 2) the mission, goals, and core standards of the organization; 3) the central governance structure and mechanisms of the organization; 4) the organization’s programmatic activities and achievements; 5) audited financial statements; 6) a list of major donors and donees with appropriate anonymous citations when so requested; and 7) a fundraising section, which includes campaign revenues, overhead costs — including how costs are recovered, fee arrangements, and special grants.

7.3 We will provide members of the public who express an interest in the affairs of the organization with a meaningful opportunity to communicate with an appropriate representative of the UWNCA.

7.4 We will make available for public inspection a copy of its annual report and its most recent IRS Form 990 filings, as well as a copy of its exempt status application. 

8. Governance

8.1 We will strive for excellence and professionalism in all UWNCA-related activities.

8.2 We will commit ourselves to the mission of the UWNCA, and competently, efficiently, and professionally perform the duties and tasks we agreed to assume.

8.3 We will work cooperatively with each other, always striving to be — or become — genuinely united in our actions and decisions.

8.4 We will honor the democratic process and support the final decisions of the board — even if we may disagree with them.

8.5 We will fully and candidly discuss issues entrusted to us and respect others’ viewpoint.

8.6 We will invest in the education and training of our board, employees, and volunteers as a means of ensuring excellence in operations, service, and programs.

8.7 We will ensure that we are competent to accomplish the tasks assigned to us and, if not sufficiently competent, will ask for assistance and become competent.

8.8 We will personally and professionally endeavor to be active listeners and learners, embracing opportunities for others to express their ideas.

8.9 We will provide a genuine opportunity to all qualified applicants for board, staff, or volunteer positions. Position announcements will be communicated in advance and all qualified applicants will be given an opportunity to apply and be considered. 

8.10 We will provide new employees and volunteers with a clear and meaningful orientation to the mission of the UWNCA, its policies and procedures, Code of Conduct, job description, equipment, and overall performance expectations.
9. Compliance

9.1 We will establish and implement systems to ensure that we comply with all applicable federal, state, and local laws. 

9.2 We will specifically designate the general counsel as our compliance officer with the specific responsibility for assisting, educating, or training everyone to comply with all federal, state, and local laws and regulations.

9.3 We will periodically conduct an internal review of our compliance with known existing legal, regulatory, and financial reporting requirements and provide a report of the results to the board of directors.

9.4 We will consider noncompliance with applicable laws to be a disciplinary offense subject to disciplinary measures.

10. Duty

10.1 We will seek guidance concerning the Code, its implications, and its application to our actions and decisions.

10.2 We will report potential or actual breaches of the Code.

10.3 We will treat reports of potential or actual breaches of the Code or laws as confidentially as the law will allow. If absolute confidentiality cannot be maintained, the individual disclosing the potential or actual breach will be notified.

10.4 Retaliation against an individual or group who reports a potential or actual breach of the Code is an independent violation of this Code and will not be tolerated.

10.5 We will make all reasonable efforts to fairly, and in a timely manner, investigate and resolve all reports concerning potential or actual breaches of the Code. 

Section VI: Ethics Officer & Ethics Committee

To implement and serve as a central resource concerning our ethical standards and the Code of Conduct, the board has created the position of the UWNCA ethics officer. The ethics officer reports directly to the UWNCA ethics committee. The ethics committee reports directly to the UWNCA board and consists of two board members nominated by the chairman of the board, three members of the public nominated by the board, and a nonvoting staff liaison, all of whom are approved by the board.

The central role of the ethics officer is to

· Serve as senior staff to the ethics committee.

· Serve as a source of guidance regarding ethics and Code of Conduct issues.

· Serve as a central and confidential place to report potential and actual breaches of the Code of Conduct.

· Investigate — or assign a matter for investigation — and report the results to the ethics committee.

· Enforce the UWNCA Code of Conduct.

· Serve as a catalyst to communicate the Code of Conduct to UWNCA employees and volunteers as well as to other relevant parties such as donors, vendors, partners, donees, and the public.

· Administer the Code of Conduct Certification process.

· Issue an annual report to the employees, volunteers, and public concerning the activities of the ethics officer and the board ethics committee. 

· Coordinate with the chief executive, board, and various departments of the UWNCA to ensure the integration and implementation of the standards embedded within the Code throughout all aspects of the UWNCA’s activities. 

· Educate appropriate individuals as to UWNCA ethics-related policies and procedures. 

· Manage and oversee all aspects of the Code of Conduct, including its dissemination, amendment, and interpretation, as well as training concerning its contents and implications.

The central role of the UWNCA ethics committee is to

· Report to the board on at least an annual basis concerning the ethics activities and issues of the UWNCA.

· Have the power, as an instrument of the board, to enforce the UWNCA Code of Conduct.

· Oversee and evaluate the work of the UWNCA ethics officer.

· Recommend to the board candidates for the position of UWNCA ethics officer should the position become vacant.

· In conjunction with UWNCA leadership, establish appropriate policies and procedures for the management of the UWNCA ethics effort and the activities of the ethics officer and the ethics committee itself.

· Conduct an evaluation of — and recommend modifications, amendments, or examples to — the Code of Conduct on at least a biannual basis.

· Serve as an appeals body for employees, volunteers, or others who wish to have a review of an action or decision by management or the ethics officer as it pertains to the UWNCA Code of Conduct. In a situation where action or decision by management or the ethics officer would involve a conflict of interest, the ethics committee will review and decide the matter in the first instance.

How to communicate with the interim UWNCA interim ethics officer:

[Name, contact information]

How to communicate directly with the chair of the UWNCA ethics committee: 

[Name, contact information]
Suggested Resources

· American Bar Association Coordinating Committee. Guide to Nonprofit Corporate Governance in the Wake of Sarbanes-Oxley. Chicago, IL: American Bar Association, 2005.

· “Compendium of Standards, Codes, and Principles of Nonprofit and Philanthropic Organizations.” www.independentsector.org/issues/accountability/standards2.html  
· Ethics Resource Center: www.ethics.org
· Kurtz, Daniel L. and Sarah E. Paul. Managing Conflicts of Interest: A Primer for Nonprofit Boards. Washington, DC: BoardSource, 2006.

· Ober|Kaler, attorneys at law. The Nonprofit Legal Landscape. Washington, DC: BoardSource, 2005.
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