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Introduction

This guide is a comprehensive tool specifically tailored for Civil Society Organizations
(CSOs or Organizations) operating in the unique context of Afghanistan. This guide is
designed to assist you in understanding and implementing practical ethical standards
that directly address the challenges you face in your day-to-day operations. It provides
tools and insights to help navigate the ethical complexities that are inherent to your work.

In a complex context like Afghanistan, where social dynamics are intricate and
humanitarian needs are pressing, maintaining ethical integrity is not just important, it's
necessary. It's the key to not only meeting legal and cultural expectations but also to
building trust within the communities you serve. This trust is the bedrock of achieving
lasting impact and effective humanitarian assistance.

This guide is not just a theoretical exploration of ethical principles. It's a practical resource
that introduces you to fundamental ethical principles relevant to your work in
Afghanistan. It includes real-life resources to illustrate how these principles can be
applied on the ground. You'll find practical tools like checklists and forms designed to
streamline the process of ethical decision-making within your organization.

Please note that this guide offers only some introductory concepts and resources on
ethics. Organizations are encouraged to adapt and adjust these suggestions based on their
specific needs and contexts. When developing your own ethical policies and processes, it
is important to consult with experts and consider all applicable ethical and legal rules.

Moreover, the guide provides strategies for monitoring and reporting on ethics. This
ensures that ethical practices are not only implemented but also maintained over time,
fostering an organizational culture that prioritizes transparency and accountability.

By adhering to the practices outlined in this guide, your organization can reinforce its
commitment to ethical standards, enhancing both operational effectiveness and
community relations. For additional resources like this, refer to ARLO website, where you
can access a wide range of materials designed to support the work of CSOs in Afghanistan
and beyond.
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Understanding Ethics

Ethics is about making choices guided by principles of what is right and wrong. In
Afghanistan, where organizations work in complex and challenging environments, ethical
decision-making is essential. It involves going beyond simply following the law and
striving to do what is morally right in all aspects of your work.

By upholding ethical standards, CSOs establish trust with the communities they serve,
donors, and partners. This trust is vital to achieving lasting impact, especially in situations
where resources are limited, and needs are high. Ethical practices demonstrate respect
for the rights and dignity of all individuals, promoting fairness and justice in contexts that
may be marked by conflict or inequality.

CSOs encounter ethical considerations daily. Here are some examples:

« Hiring and HR Practices: Ensuring fairness, transparency, and non-
discrimination in recruitment and personnel management.

o Service Delivery: Treating beneficiaries equitably, regardless of their
background, and prioritizing the needs of the most vulnerable.

o Conflict Resolution: Addressing disputes and disagreements in a just and
impartial manner.

e Resource Management: Using funds and assets responsibly to maximize their
benefit for the intended purpose.

Understanding and applying ethics in these everyday decisions allows CSOs to go beyond
simply avoiding harm. They actively contribute to building a more just and equitable
society in Afghanistan. This toolkit aims to demystify ethics, providing practical tools and
guidance to support CSOs in making ethical choices that align with their mission and
values.
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Basic Ethical Principles

Introduction: In the challenging environments of Afghanistan, it's essential for Civil Society
Organizations (CSOs) to adhere to a set of core ethical principles. These principles not only guide
decision-making and behavior but also establish a foundation for credibility and trust within the
community. Unlike merely understanding terminology, applying these principles involves active
commitment and reflection on how organizational actions align with these values.

Core Ethical Principles Explained:
1. Integrity

e Overview: Integrity involves acting with honesty and honor, never compromising
on truth.

e Application: Demonstrate integrity by providing transparent and accurate
reporting on project impacts and operations. This means avoiding any
embellishment of benefits or minimization of risks and ensuring that all
stakeholders have a clear and truthful understanding of your organization’s
activities.

2. Accountability

e Overview: Accountability requires taking responsibility for one's actions and
their outcomes, both good and bad.

e Application: Embrace accountability by conducting thorough reviews and
sharing findings when projects do not go as planned. Discuss openly with
stakeholders about what was learned and how future projects will be adjusted
based on these insights.

3. Transparency

e Overview: Transparency is about being open in operational processes, decision-
making, and financial dealings.

e Application: Foster transparency by publishing detailed annual reports and
financial statements on your organization's website. Ensure that these documents
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are accessible and understandable, providing a clear account of how resources are
utilized, and decisions are made.

4. Fairness

Overview: Fairness involves impartial and equitable treatment of all individuals.

Application: Fairness in project implementation and resource distribution
should be implemented by establishing criteria that prioritize need and impact
over personal relationships or affiliations. Regularly assess these criteria to ensure
they remain just and are applied consistently.

5. Respect for Others

Overview: This principle emphasizes recognizing and valuing the rights, beliefs,
and dignity of everyone interacted with.

Application: Show respect for local communities by actively involving them in
project planning and decision-making processes. Solicit their input and feedback,
ensuring that projects align with their needs and contribute positively to their
welfare.

Conclusion: Adopting these ethical principles is not just about regulatory compliance; it’s about
ingraining a culture of ethics within the organization that transcends every action and decision.
By committing to these core values, CSOs in Afghanistan can build strong, sustainable
relationships with stakeholders and the communities they serve, enhancing their effectiveness
and longevity in the field. This proactive approach to ethics ensures that the organization not only
survives but thrives by cultivating trust and respect in all aspects of its operations.
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Understanding Ethical Dilemmas

Ethical dilemmas are a common challenge for organizations, particularly in settings as
complex as Afghanistan. They occur when there are conflicting ethical principles, forcing
a choice that may favor one value over another. Navigating these dilemmas carefully is
essential to maintaining integrity and public trust.

Definition and Examples:

o Ethical Dilemma: A situation where competing ethical principles demand a
choice that supports one at the possible expense of another.

« Example: A Civil Society Organization (CSO) receives a large donation with
conditions that slightly deviate from the organization's primary mission.

Common Ethical Dilemmas and Challenges:
1. Resource Allocation:

e Dilemma: Deciding how to distribute limited resources like food or
medical aid in high-need areas.

e Scenario: A CSO faces a situation where the demand for medical supplies
in a conflict zone exceeds their current stock. The challenge is to ensure that
the distribution is fair and transparent, considering both the urgency of
needs and the strategic long-term support for affected communities.

2. Confidentiality vs. Transparency:

o Dilemma: A donor requests confidentiality for their contribution,
conflicting with the CSO's commitment to transparency.

e Scenario: The CSO must decide whether to honor the donor’s request for
privacy or adhere to its policy of open disclosure about funding sources.
Balancing these can involve anonymizing the donation details while still
providing general data on funding sources to maintain transparency.
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3. Employment Decisions:

o Dilemma: Choosing between a local community member who is
recommended by trusted leaders and a more qualified but external
candidate.

e Scenario: During hiring, a CSO may prioritize community engagement by
valuing local recommendations, yet it also faces the need to enhance
organizational effectiveness through merit-based hiring. This may lead to a
decision where the local candidate is offered a role that leverages their
community knowledge, whereas the more specialized position is filled by
the external candidate.

Strategies for Navigating Ethical Dilemmas: Navigating these dilemmas involves
a balanced approach to decision-making, where ethical principles are applied consistently
and transparently. Here are some strategies:

o Deliberative Decision-Making: Engage diverse perspectives in the decision
process to ensure all angles are considered.

o Ethical Prioritization: Sometimes, ethical principles must be ranked based on
the organization's mission and the specific context of the dilemma.

o Transparent Communication: Keep stakeholders informed about why certain
decisions are made to maintain trust and accountability.

Conclusion: By understanding and addressing ethical dilemmas through careful
consideration and strategic planning, CSOs can uphold their standards, foster community
trust, and effectively contribute to their missions. This not only strengthens their
operational integrity but also ensures continued support from the communities they
serve. Implementing a systematic approach to ethical challenges ensures that
organizations remain faithful to their core values while navigating the complex
environments in which they operate.
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Key Ethical Terms Explained

Understanding common terms used in ethical discussions can help everyone in a Civil
Society Organization (CSO) make more informed decisions. Here’s a breakdown of some
crucial ethical terms, explained in plain language:

Conflict of Interest

o Definition: A situation where someone's personal interests could improperly
influence their professional decisions or actions.

« Example: A CSO staff member is responsible for selecting vendors and choosing
a company owned by a close family member without considering other competitive
offers.

Whistleblowing

o Definition: Reporting wrongdoing, corruption, or illegal activities occurring
within an organization.

« Example: An employee notices that financial aid meant for community projects
is being diverted for personal use by a manager and decides to report this to the
CSO’s ethics committee.

Transparency

o Definition: The quality of being open and honest about organizational activities,
allowing others to observe and verify the actions taken.

« Example: A CSO publishes annual reports on its website detailing project
outcomes, financial statuses, and decision-making processes.

Accountability

e Definition: The obligation of an organization or individual to account for its
activities, accept responsibility for them, and disclose the results in a transparent
manner.

This document was prepared by the International Development Law Organization (IDLO) for the
Afghanistan Rule of Law Observatory (ARLO) initiative. To find out more about ARLO, please visit our
website at www.arlo.online.

Page 10 of 77


http://www.arlo.online/

Disclaimer: This toolkit is designed as a resource to support civil society organizations (CSOs) in
Afghanistan in streamlining their administrative, operational, and programmatic processes. It offers
general guidance only and should not replace professional legal advice. Due to the diverse nature of CSO
activities and the unique circumstances in Afghanistan, this toolkit may require specific adjustments to
meet your organizational needs effectively.

N

« Example: After a project fails to achieve its goals, the project team holds a public
meeting to discuss what happened, why, and how to prevent similar issues in the
future.

Integrity

Definition: Adherence to moral and ethical principles; soundness of moral
character; honesty.

Example: A CSO worker consistently applies fair practices in distributing aid,
regardless of personal relationships or pressures.

Fairness

Definition: Treating all people equally, justly, and impartially without favoritism
or discrimination.

Example: A CSO ensures that aid distribution processes are designed to benefit
all eligible community members equally, avoiding any bias related to ethnicity,
political affiliation, or social status.

Respect for Persons

Definition: Acknowledging the worth of each individual and treating everyone
with dignity and consideration.

Example: A CSO actively listens to community needs and involves them in
decision-making processes, ensuring their voices are heard and valued.

Beneficence

Definition: The action of helping others and promoting the well-being of others
as a primary goal.

Example: A CSO develops programs specifically designed to address the urgent
healthcare needs of remote communities, aiming to improve overall health
outcomes.
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Non-maleficence

Definition: The principle of doing no harm, ensuring that one’s actions do not
negatively impact others.

Example: In planning a new development project, a CSO carefully assesses
environmental impacts to avoid any harm to the local ecosystem.

Justice

Definition: The ethical principle that individuals and groups receive fair
treatment in the distribution of benefits and burdens and that proper procedures
are in place to ensure fairness.

Example: A CSO allocates resources not only based on immediate visibility or
impact but also ensures that underrepresented and vulnerable groups receive
adequate support.

Ethical Leadership

Definition: The practice of leading by example in ethical behavior and inspiring
ethical behavior in others.

Example: The leaders of a CSO set high standards for ethical behavior and
transparency, which are consistently demonstrated in their personal actions and
organizational policies.

These terms are foundational to understanding how ethical decisions impact the integrity
and success of a CSO. By familiarizing themselves with these concepts, staff at all levels
can better navigate ethical challenges and contribute to a culture of honesty and
responsibility within their organizations. This knowledge is especially important in
Afghanistan, where trust and credibility are crucial for the effectiveness and sustainability
of CSOs.
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Ethical Decision-Making Process

Ethical decision-making is essential for maintaining the integrity and trust of
Organizations in Afghanistan. This guide provides a structured approach to help
individuals and organizations make thoughtful and principled choices:

Step-by-Step Guide to Ethical Decision Making
1. Identify the Ethical Issue
e Recognize the presence of an ethical dilemma.

o Example: You discover that funds intended for a project are not being
distributed as initially promised.

2. Gather the Facts

e Collect comprehensive information to fully understand the situation and
the ethical issue involved.

« Example: Investigate how the funds are being managed and verify whether
all relevant parties are informed about the policies.

3. Consider the Stakeholders

o Identify all individuals and groups who are directly or indirectly affected by
the decision.

o Example: Consider the impact on project beneficiaries, donors, staff
members, and local community representatives.

4. Evaluate the Alternatives

o Explore all possible actions and their consequences, assessing which
options align best with ethical principles.

o Example: Decide whether to resolve the issue internally, report it to the
appropriate authorities, or pursue legal action.

This document was prepared by the International Development Law Organization (IDLO) for the
Afghanistan Rule of Law Observatory (ARLO) initiative. To find out more about ARLO, please visit our
website at www.arlo.online.

Page 13 of 77


http://www.arlo.online/

Disclaimer: This toolkit is designed as a resource to support civil society organizations (CSOs) in
Afghanistan in streamlining their administrative, operational, and programmatic processes. It offers
general guidance only and should not replace professional legal advice. Due to the diverse nature of CSO
activities and the unique circumstances in Afghanistan, this toolkit may require specific adjustments to
meet your organizational needs effectively.

N

5. Make the Decision

o Select the course of action that best upholds the organization’s ethical
standards and serves the greater good.

o Example: Choose to report the financial discrepancies to an independent
ethics committee to ensure a neutral evaluation.

6. Implement the Decision
o Execute the chosen action in a responsible and effective manner.

« Example: Notify the ethics committee about the issue and collaborate fully
with their investigation.

7. Reflect on the Outcome

o Assess the results of the decision to learn from the experience and refine
future ethical decision-making processes.

o« Example: Review how the resolution affected the project and all
stakeholders, considering what was learned and what could be improved.

Following this structured approach helps ensure that decisions are made ethically and
responsibly, reinforcing the credibility and effectiveness of CSOs in challenging
environments. This process not only addresses immediate ethical concerns but also
strengthens the organization's commitment to ethical conduct over the long term.

Checklist for Ethical Decision-Making

Use this checklist alongside the step-by-step decision-making guide for support
throughout the process:

1. Identify the Ethical Issue

— What is the specific problem that raises ethical concerns? (e.g., fairness, conflict of
interest, potential harm)
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— How does this situation relate to our organizational values?

2. Gather the Facts
— What information do I need to fully understand the situation?

— Have I consulted all relevant sources, including those that may offer different
perspectives?

— Are there cultural or contextual factors in Afghanistan that I need to consider?
3. Consider the Stakeholders

— Who will be directly affected by this decision? (e.g., beneficiaries, staff, community
members, and the organization itself)

— How might each stakeholder be impacted, both positively and negatively?
4. Evaluate the Alternatives
— What are ALL my possible courses of action? (Think beyond the obvious)

— For each option, what are the likely consequences, considering both short-term
and long-term effects?

— Which option BEST aligns with our ethical guidelines, mission, and the Afghan
context?

5. Make the Decision

— Can I confidently defend this decision to donors, beneficiaries, and the
community?

— Am I prepared to explain my reasoning clearly?
6. Implement the Decision

— What specific steps are needed to carry out this decision responsibly and
effectively?
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— How will I communicate the decision to those affected, ensuring transparency?

7. Reflect on the Outcome
— Did my decision adequately address the ethical issue?
— Were there any unintended consequences, especially within the Afghan context?

— What can I learn to improve future decision-making in similar situations?

Remember: Ethical decision-making is an ongoing process. This checklist helps you be
thorough, but it may be necessary to seek advice from trusted colleagues or experts,
particularly in culturally complex situations.
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Ethical Decision-Making: Questions and Answers

This section provides guidance on common ethical challenges faced by Organizations in
Afghanistan. Use these answers as starting points for thinking through your real-world
dilemmas.

Q1: What should I do if I suspect misuse of funds within my organization?

o Collect Information: Discreetly gather as much evidence as possible to support
your concerns.

o Report: Follow your organization's reporting procedures (supervisor, ethics
officer, whistleblowing hotline). If unsure or concerned about internal channels,
consider seeking advice from a trusted external source familiar with Afghan law
and CSO operations.

o Protect Yourself: Be aware of potential retaliation and take steps to protect
yourself if needed. Some organizations might have specific whistleblower
protection policies.

Q2: How can I ensure fairness in resource distribution?

o Establish Clear Criteria: Develop transparent, objective criteria for resource
allocation, ideally with community input.

o Involve Others: Engage a diverse group of stakeholders in decision-making to
minimize bias.

e« Document Everything: Keep clear records of how decisions are made, and
resources are distributed.

« Regular Assessment: Review your distribution practices often to ensure they
remain fair and adapt to changing needs.

Q3: What is the best approach to handling conflicts of interest?
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o Early Disclosure: Immediately report potential or real conflicts (personal
relationships, financial interests) to your supervisor or ethics officer.

« Remove Yourself: Recuse yourself from any decision-making where your
objectivity could be compromised.

e Document & Be Transparent: Record how conflicts were handled and be
prepared to explain the management process.

Q4: How do I handle confidential information responsibly?

o Understand Sensitivity: Know what data is classified as confidential within
your organization,

o Restrict Access: Only share confidential information on a strict need-to-know
basis.

« Secure Storage: Protect both physical and digital documents, using encryption
where possible.

o Mindful Communication: Avoid discussing confidential matters in public
spaces or where conversations could be overheard.

Q5: What steps can I take if I witness discrimination within my organization?

e Support the Victim: Offer immediate support to the person who experienced
discrimination.

o Report: Follow formal reporting mechanisms within your organization. If those
are compromised, seek external legal advice or support from trusted human rights
organizations.

o Advocate: Promote a culture of inclusion and advocate for anti-discrimination
training within your organization.

Additional Question:
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Q6: A person seeking help offers a gift in the hopes of receiving priority
treatment or additional services. How should I respond?

e Understand Context: Be mindful of Afghan cultural norms around gift-giving
while upholding your organization's ethical standards.

e Seek Guidance: Consult your ethics guidelines and discuss the situation with a
supervisor or trusted advisor.

o Politely Decline: Explain that your organization cannot accept gifts that could
create a conflict of interest.

o Consider Alternatives: If culturally appropriate, suggest a way to acknowledge
the gesture (e.g., a donation to a community project) that doesn't compromise your
ethics.

Remember: Ethical dilemmas can be complex. If in doubt, seek advice and never
compromise your organization's values or your own integrity.
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Ethical Leadership in Organizations

Ethical leadership is the cornerstone of trust and effectiveness for Organizations in
Afghanistan. Leaders set the tone, shaping organizational culture and ensuring alignment
between values and actions. Here's how leaders can embody ethical principles:

Key Principles for Ethical Leadership
1. Define and Live by Values:

o Collaboratively Create: Develop your code of ethics with input from
staff, beneficiaries, and others. This promotes shared ownership.

o Communicate Constantly: Embed value statements in meetings,
training, and on signage.

o Model the Behavior: Leaders must consistently demonstrate
commitment to these values through their own actions.

2. Champion Transparency and Accountability:

o Simple Financial Reporting: Share basic budget summaries with the
community in an accessible format (visuals can help if literacy is a barrier).

o Feedback Channels: Have multiple ways for people to raise concerns,
including an anonymous option for sensitive cases.

o Celebrate Successes AND Address Failures: Openness about
challenges builds trust more than pretending everything is perfect.

3. Foster an Inclusive Environment

o Go Beyond Policy: Actively recruit diverse staff and challenge
unconscious bias in decision-making.

o Accessibility: Ensure services are delivered in ways that don't exclude
those with disabilities, minority groups, etc.
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4. Manage Conflicts of Interest:

o Tailored Engagement: Consult separately with women and men in the
community to get their honest input.

o Clear and Enforced Policy: This should include family relationships,
outside business interests, etc.

o Leader Modeling: If the leader turns down seemingly small favors, it sets
a strong example.

5. Promote Continuous Ethical Growth

o External Input: Invite a respected figure (elder, religious leader) to
periodically review practices and offer advice.

o "What If" Training: Use real-life Afghan dilemmas to practice decision-
making as a team

o Law Updates: Since Afghanistan's legal landscape may evolve, designate
someone to track relevant changes for CSOs.

Additional Considerations

o Data Security in a Fragile Environment: Balance the need for confidentiality
with the realities of limited technology infrastructure.

« Environmental Responsibility: Frame this within Afghan values of
stewardship and long-term community well-being.

Ethical leadership in Afghanistan is about more than just avoiding wrongdoing. It's about
actively demonstrating the trustworthiness and inclusivity that communities expect of
those working for the greater good. Leaders who embrace this responsibility gain respect
and create organizations that achieve both effectiveness and lasting impact.
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Tools for Implementing Ethics in the Workplace

Implementing ethical practices in the workplace is essential for maintaining the integrity
and credibility of Organizations in Afghanistan. This section provides practical tools,
including checklists, templates, and scenario-based exercises, to help CSOs effectively
integrate ethical practices into their daily operations.

Checklists for Daily Use
Ethical Conduct Daily Checklist

e []Transparency: Have I ensured that my actions and decisions are transparent
and can be easily understood by others?

e [ 1 Accountability: Have I taken responsibility for my actions and their
consequences today?

e [ ]Integrity: Have I acted honestly and honorably in all my dealings today?

o [ ] Respect: Have I treated all individuals with respect and dignity, regardless of
their status or relationship with me?

o [ ]Fairness: Have I made decisions impartially and justly?

This checklist can be used by staff at all levels to self-assess their adherence to ethical
principles throughout their workday.

Templates and Forms

Conflict of Interest Disclosure Form
« Employee Name:
o Position:
o Date:

o Description of Potential Conflict:
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e Steps Proposed to Mitigate the Conflict:

o Provide a detailed description of the situation or relationship that might
constitute a conflict of interest.

o List any actions you propose to take to address this conflict of interest.
e Supervisor's Comments and Approval:

o Space for comments by the supervisor and their decision on the proposed
steps.

Ethics Violation Reporting Form
o Reporter Name: (optional)
o Date:
o Description of Violation:

o Detail the nature of the ethical violation, including relevant times, locations,
and people involved.

o Evidence Supporting the Claim:

o Attach or describe any evidence that supports the claim of unethical
behavior.

o Desired Outcome:
o Describe what outcome you hope to achieve by reporting this violation.
Scenario-Based Role Play
Scenario Exercise: Handling Confidential Information

o Situation: You discover that a colleague is sharing confidential donor
information without consent.
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e Objective: Use the role-play to explore different ways to address the issue while
upholding ethical standards.

« Roles: Employee, Colleague sharing information, Supervisor.

o Discussion Points: How to confront the colleague? What steps to take if the
colleague does not respond positively? How do we escalate the issue appropriately?

This exercise can be conducted during team meetings to illustrate the practical
application of ethical principles in everyday situations and to enhance problem-solving
skills in a controlled, supportive environment.

Training Resources
e« Workshop Outline: Ethical Decision-Making

o Objective: To train staff on how to identify and resolve ethical dilemmas
using real-life scenarios.

e« Materials Needed: Copies of ethical dilemmas, decision-making
frameworks, and group discussion guides.

e Session Plan: Introduction to ethics, group discussions on predefined
scenarios, role-playing exercises, and wrap-up session on lessons learned.

These tools are designed to be straightforward and adaptable, allowing for easy
integration into the unique cultural and operational context of Afghan CSOs. By regularly
utilizing these tools, organizations can foster an environment where ethical behavior is
the norm, and all team members are equipped to handle ethical challenges competently.
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Monitoring and Reporting on Ethical Practices

Introduction: Effective monitoring and reporting are essential for maintaining high
standards of ethics within Organizations in Afghanistan. This consolidated section
integrates tools, procedures, and strategies to help organizations ensure that ethical
standards are not only upheld but continuously improved.

Purpose: The purpose of this section is to provide a comprehensive framework that
organizations can use to track adherence to ethical practices, handle ethical violations
responsibly, and foster a culture of transparency and accountability.

Comprehensive Monitoring and Reporting Framework
1. Establishing an Ethics Monitoring System
o Ethics Officer Role:

» Responsibilities: Oversee the development, implementation, and
adherence to ethical practices. This includes conducting training sessions,
managing the ethics hotline, and leading investigations into ethical
breaches.

e Appointment: Ensure the Ethics Officer is appointed based on
impartiality, integrity, and an understanding of organizational operations
and local cultural nuances.

e Regular Ethics Audits:

o Frequency: Conduct comprehensive ethics audits semi-annually to
assess the effectiveness of existing ethics policies and practices.

o Methodology: Utilize reviews of relevant documents, staff interviews
across various levels, and assessments of compliance with the ethical
framework.
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2. Ethics Monitoring Checklist

o Regular Reviews: Confirm that all departmental operations have been
reviewed for compliance with ethical standards.

o Training Attendance: Ensure that all new employees have attended
mandatory ethics training within their first month of employment.

o Incident Reports: Verify that all reported incidents of ethical concerns are
addressed and documented promptly.

o Feedback Mechanism: Check if the feedback mechanism for ethics is
accessible to all employees and encourage its use.

3. Reporting Mechanisms
« Ethics Hotline and Suggestion Box:

e Accessibility: Provide an anonymous ethics hotline and a physical
suggestion box accessible to all staff for reporting unethical behavior
without fear of retaliation.

« Management: Manage all reports confidentially, with clear protocols for
investigation and response.

o Incident Reporting Form:

o Purpose: Utilize a standardized form for reporting ethical violations,
available in both digital and paper formats.

o Content: Ensure the form captures details about the nature of the ethical
violation, parties involved, any evidence, and the incident's context.

4. Documentation and Record Keeping

o Ethics Case Log:
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Management: Maintain a log of all reported ethical issues and their
resolution status, reviewed regularly by the Ethics Officer and summarized
in reports to leadership.

Confidentiality: Keep all records confidential, with access restricted to
authorized personnel.

5. Ethical Performance Reporting

e Annual Ethics Report:

Contents: Produce an annual report detailing the year’s ethics activities,
including training conducted, issues reported, actions taken, and
outcomes of investigations.

Distribution: Share this report with all staff and relevant stakeholders to
maintain transparency and accountability.

o Feedback and Improvement:

Surveys: Conduct regular surveys to gather feedback from employees on
the ethical climate and areas needing improvement.

Review and Action: Refine ethics training, policies, and practices based
on feedback and communicate actions back to staff to close the feedback
loop.

6. Visual Tools for Reporting

o Ethics Dashboard:

Features: Develop a digital dashboard providing real-time insights into
ethical practices and violations, accessible by senior management and the
Ethics Officer.

Updates: Regularly update ongoing investigations, training completion
rates, and audit results to support quick decision-making and uphold
ethical standards.
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Notes:

o Customization: This framework should be adapted to fit the specific needs and
circumstances of each organization.

o Continuous Improvement: Regularly update monitoring and reporting
practices to adapt to new challenges, ensuring they remain effective and relevant.

o Training: Provide ongoing training for all employees on how to use monitoring
and reporting tools effectively.
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Training Resources for Ethical Practices

Training is critical for embedding ethical practices within Organizations in Afghanistan.
It ensures that all team members, from leadership to new staff, understand and can apply
ethical principles in their daily activities. Here's a comprehensive outline and resources
for developing an ethical training program tailored to the Afghan context.

Outline for Ethical Training Sessions
1. Introduction to Ethics
o Objective: Understand the basics of ethics and its importance in the workplace.
o Topics Covered:
o Definition of ethics and ethical behavior.

o Importance of ethics in maintaining organizational integrity and public
trust.

e Materials: Slide presentations, handouts with ethical principles, and
organizational code of conduct.

2. Common Ethical Dilemmas in CSOs

o Objective: Identify and learn to navigate common ethical challenges specific to
the Afghan context.

o Topics Covered:
o Conflict of interest.
o Confidentiality and transparency.
« Handling donations and donor influence.
o Materials: Case studies based on real scenarios and discussion guides.

3. Conflict of Interest
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e Objective: Recognize and manage situations where personal interests conflict
with professional duties.

e Topics Covered:
o Definitions and examples of conflicts of interest.
e Procedures for disclosing and managing conflicts.
o Materials: Conflict of interest policy, disclosure forms, role-playing activities.
4. Reporting and Whistleblowing

o Objective: Encourage a culture where ethical violations are reported and handled
appropriately.

« Topics Covered:
o How and when to report unethical behavior.
e Protections for whistleblowers.

o Materials: Whistleblower policy documents, reporting forms, and FAQ sheets
about reporting processes.

5. Cultural Sensitivity in Ethics

o Objective: Tailor ethical practices to respect cultural values while upholding
universal ethical standards.

o Topics Covered:
o Balancing local customs with global ethical norms.
o Case studies on culturally sensitive ethical dilemmas.
o Materials: Guidelines on cultural sensitivity and interactive group discussions.
Workshop and Refreshers Planning
Workshop Format:
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« Frequency: Annual workshops with quarterly refresher sessions.

o Duration: Full-day workshops; half-day refreshers.

e Mode: In-person, with options for remote participation where necessary.
Interactive Components:

» Role-playing scenarios to practice decision-making.

o Group discussions to encourage sharing experiences and solutions.

o Q&A sessions with ethics officers or external ethics experts.
Additional Training Resources
Online Courses and Webinars:

o List of recommended online platforms offering courses in non-profit ethics, anti-
corruption, and transparency.

e Scheduled webinars featuring ethics experts discussing relevant topics.
Reading and Learning Materials:
o Curated list of books and articles on ethics.

o Access to a digital library with resources on ethical practices tailored to the Afghan
and broader non-profit context.

Checklists and Forms for Ongoing Ethical Practices:
o Daily and weekly ethical behavior checklists.

o Monthly self-assessment forms for staff to review their adherence to the code of
conduct.

e Annual ethics survey to gauge organizational ethical climate and identify areas for
improvement.
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This comprehensive training program, equipped with practical tools and ongoing support
materials, is designed to instill and reinforce a strong ethical culture within CSOs
operating in Afghanistan. By regularly engaging with these resources, organizations can
ensure their staff are not only informed but also prepared to act ethically in all situations.
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Role of Technology in Supporting Ethical Practices

Technology plays a vital role in helping Organizations in Afghanistan uphold
transparency, accountability, and data security. Here's how tools can be used ethically:

Enhancing Transparency and Accountability

« Digital Reporting: Cloud-based accounting software allows donors and project
partners to track financial transactions in real-time. Consider simple visual
dashboards to make data understandable for audiences with varying tech literacy.

o Project Management Software: Track project timelines, milestones, and
decisions transparently. This is especially important when multiple partners are
involved, enhancing trust and coordination.

Data Protection and Security

o Secure Storage: Prioritize encrypted cloud storage or secure local servers
(depending on Afghan infrastructure reliability) to protect the confidentiality of
beneficiary, staff, and donor data.

o Cybersecurity Training: Educate staff on password safety, identifying phishing
scams, and recognizing when it's NOT safe to share information online.

o Afghan Context: Discuss common social engineering scams in the region and
how to spot them.

Ethical Online Fundraising

o Transparent Donation Portals: Ensure donors have easy access to clear
breakdowns of how their money will be used.

« Impact Reporting: Use technology to share stories and results (with beneficiary
consent). This builds trust more than just financial updates.

Ethical Considerations

This document was prepared by the International Development Law Organization (IDLO) for the
Afghanistan Rule of Law Observatory (ARLO) initiative. To find out more about ARLO, please visit our
website at www.arlo.online.

Page 33 of 77


http://www.arlo.online/

Disclaimer: This toolkit is designed as a resource to support civil society organizations (CSOs) in
Afghanistan in streamlining their administrative, operational, and programmatic processes. It offers
general guidance only and should not replace professional legal advice. Due to the diverse nature of CSO
activities and the unique circumstances in Afghanistan, this toolkit may require specific adjustments to
meet your organizational needs effectively.

N

o Monitoring Misuse: Clear policies on internet usage at work and regular spot-
checks on organizational devices help deter unethical behavior.

o Algorithmic Bias: Be wary of relying solely on automated decisions, especially
with sensitive beneficiary data. Supplement with human review to avoid
unintended bias

o Accessibility: Even with limited tech infrastructure in Afghanistan, strive to
include those without internet. Partner with trusted local leaders to translate
important updates into accessible formats.

Important: Technology is a tool, not a magic solution. Leaders must set clear
expectations for ethical use and provide ongoing training as digital tools evolve.
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Sustainability Practices

Introduction

Sustainability for Organizations in Afghanistan encompasses a broad spectrum of
practices aimed at fostering long-term community well-being alongside immediate
project benefits. This involves a balanced focus on environmental stewardship, social
responsibility, and economic viability.

Aligning Operations with Sustainability Goals
Environmental Responsibility:

o Resource Efficiency: Implement practices that reduce waste and conserve
essential resources like water and energy. Simple, actionable changes—Ilike fixing
leaks or installing energy-efficient lighting—can be significant.

o Sustainable Sourcing: Opt for locally made goods, durable products, and items
with minimal packaging to reduce environmental impact and support the local
economy.

Social Responsibility:

« Community Engagement: Engage with community members through
consultations before initiating projects to understand their needs and potential
impacts on the social fabric.

e Inclusive Programming: Design initiatives that address the needs of all
community segments, especially marginalized groups such as women, people with
disabilities, and ethnic minorities, ensuring equitable benefits.

Economic Viability:

o Supporting Local Economies: Whenever possible, hire local labor and
purchase local materials. This not only boosts the local economy but also reduces
logistical footprints.
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e Future Planning: Develop projects with a vision for self-sustainability or a clear
handover to community management, ensuring they continue to provide benefits
in the long term.

Implementing Sustainable Practices
Training and Education:

o Conduct training for both staff and community members to foster a deep
understanding of sustainability practices and their importance.

o Integrate sustainability into daily operations and decision-making processes to
create a culture of sustainability within the organization.

Monitoring and Evaluation:

« Set specific, measurable sustainability goals (e.g., reducing paper usage by 20%
within a year) and regularly track progress.

o Use the results of these measures to refine practices and celebrate successes with
the community to build engagement and support.

Collaboration for Greater Impact:

o Seek partnerships with other CSOs, local businesses, and international
organizations focused on sustainability.

o Leverage collective knowledge and resources to amplify impact and innovate more
effective sustainability practices.

Conclusion

By embedding sustainable practices into every aspect of their operations, CSOs in
Afghanistan can not only address immediate needs but also contribute to building
resilient and thriving communities. This holistic approach to sustainability ensures that
the organization’s work remains relevant and impactful, paving the way for a stable and
prosperous future.
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Ethical Audit Template

Organization Name: [Insert Organization Name]
Audit Period: [Start Date] to [End Date]

Auditor(s) Name(s): [Insert Auditor(s) Name(s)]

1. Introduction

o Purpose of the Audit: Provide a brief overview of the purpose of this ethical
audit, which may include assessing adherence to ethical standards, identifying
areas of risk, and ensuring compliance with local laws and organizational policies.

2. Audit Objectives

o Clearly state the objectives of the audit, which might include reviewing
organizational practices, evaluating the effectiveness of ethical guidelines, and
recommending improvements.

3. Methodology

o Data Collection Methods: Describe the methods used to collect data for the
audit, such as interviews, document reviews, and observations.

o Stakeholder Involvement: List the stakeholders involved in the audit process
and their roles.

4. Scope of Audit

e Areas Covered: Specify the key areas that the audit will cover (e.g., financial
integrity, conflict of interest, confidentiality, cultural sensitivity).

o Exclusions: Note any areas that are not included in the scope of this audit.

5. Ethical Standards Review

This document was prepared by the International Development Law Organization (IDLO) for the
Afghanistan Rule of Law Observatory (ARLO) initiative. To find out more about ARLO, please visit our
website at www.arlo.online.

Page 37 of 77


http://www.arlo.online/

Disclaimer: This toolkit is designed as a resource to support civil society organizations (CSOs) in
Afghanistan in streamlining their administrative, operational, and programmatic processes. It offers
general guidance only and should not replace professional legal advice. Due to the diverse nature of CSO
activities and the unique circumstances in Afghanistan, this toolkit may require specific adjustments to
meet your organizational needs effectively.

N

Review of Ethical Policies: Assess the organization's existing ethical policies
and their alignment with both the organizational mission and legal compliance.

Compliance with Laws and Regulations: Verify compliance with Afghan
laws and any international regulations applicable to the organization.

6. Risk Assessment

Identification of Ethical Risks: Identify potential ethical risks within the
organization.

Impact and Likelihood: Evaluate the impact and likelihood of identified risks,
prioritizing them accordingly.

7. Findings and Observations

Summary of Findings: Present the findings from the audit, detailing any
discrepancies, violations, or areas of concern.

Examples of Best Practices: Highlight any best practices or positive findings
during the audit.

8. Recommendations

Provide actionable recommendations based on the audit findings to improve
ethical practices and compliance.

Suggest timelines and responsible persons for implementing these
recommendations.

9. Action Plan

Implementation Steps: Outline specific steps to address the audit’s
recommendations.

Timeline for Implementation: Provide a timeline for when these steps should
be completed.
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e Monitoring Mechanisms: Describe how the implementation of
recommendations will be monitored and evaluated.

10. Appendices

e Include any supporting documents or materials used in the audit, such as survey
forms, interview notes, or data tables.

11. Audit Approval
e Signature of Lead Auditor:
o Date:
o Signature of Organization Head:

« Date:
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Cultural Sensitivity Checklist

Introduction: Cultural sensitivity is crucial for Organizations operating in Afghanistan,
a country with a rich tapestry of ethnic traditions and deep religious roots. Understanding
and respecting these cultural dimensions are not only ethical imperatives but also
strategic essentials that enhance the effectiveness and acceptance of an organization's
initiatives within local communities. This checklist is designed to guide organizations
through the complex cultural landscape of Afghanistan, ensuring that decision-making
processes respect local norms and contribute positively to community relations.

Purpose: The purpose of this checklist is to ensure that all organizational decisions are
made with a full understanding of and respect for the cultural context of Afghanistan. This
will help in maintaining ethical integrity, fostering community trust, and enhancing the
effectiveness of projects.

Cultural Sensitivity Checklist for Decision-Making:
1. Understanding of Local Norms:
o Have local cultural norms and values been considered in this decision?

o Isthere alignment between the decision and the local cultural expectations
and religious practices?

2. Community Engagement:

o Were local community leaders or representatives consulted in the decision-
making process?

o Does the decision support or enhance community engagement efforts?
3. Impact on Local Communities:

o How will this decision impact the local communities?
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Are there any potential negative consequences for specific ethnic or
religious groups?

4. Gender Sensitivity:

Does the decision respect the gender roles and norms prevalent in Afghan
society?

Have measures been taken to ensure that both men and women are
appropriately included and represented in the decision-making process?

5. Language and Communication:

Are communications surrounding this decision available in both Dari and
Pashto to ensure inclusivity?

Have cultural nuances in language and non-verbal communication been
considered?

6. Religious Considerations:

Does the decision respect Islamic practices and holidays?

Have Islamic values and principles been considered in the formulation of
this decision?

7. Ethical Alignment:

Is the decision in line with the organization's stated ethical guidelines, and
does it promote integrity and transparency?

Does the decision avoid any form of exploitation or negative manipulation
of cultural and religious elements?

8. Training and Awareness:

Have staff and decision-makers been trained on cultural sensitivity relevant
to the Afghan context?
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9. Monitoring and Feedback:

o Isthere ongoing training to update team members on cultural issues as they
evolve?

o Is there a plan to monitor the outcomes of the decision with respect to
cultural impact?

e Are there mechanisms in place to receive feedback from the community
about the impact of the decision?

10. Review and Adaptation:

o Isthedecision flexible enough to be adapted based on cultural feedback and
evolving social norms?

o How often will the decision be reviewed to ensure it remains culturally
appropriate?

Signature of Reviewer: [Space for signature]

Date: [Space for date]
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Ethical Breach Response Template

Introduction: Identifying and addressing ethical breaches is a critical responsibility for
Organizations operating in Afghanistan. An ethical breach can undermine an
organization's integrity, erode public trust, and potentially violate Afghan law. This
template provides a structured approach to managing and remedying ethical breaches,
ensuring that the organization not only corrects specific incidents but also strengthens its
overall ethical framework.

Purpose: This template is designed to guide organizations through the process of
handling ethical breaches from initial identification to resolution and prevention of future
occurrences. It covers common breaches such as conflicts of interest, breaches of
confidentiality, misuse of resources, and failures in duty of care.

Ethical Breach Response Checklist:
1. Identification of Breach:
o Describe the breach and the circumstances under which it was identified.
o Specify who reported the breach and the date it was reported.
2. Immediate Response:

o Assess the need for immediate action to prevent further impact. This may
include temporarily suspending involved parties from duty or securing
sensitive information.

o Communicate with the responsible personnel or department to understand
more about the breach.

3. Preliminary Assessment:

o Appoint an investigation team to gather facts and evidence surrounding the
breach.

This document was prepared by the International Development Law Organization (IDLO) for the
Afghanistan Rule of Law Observatory (ARLO) initiative. To find out more about ARLO, please visit our
website at www.arlo.online.

Page 43 of 77


http://www.arlo.online/

Disclaimer: This toolkit is designed as a resource to support civil society organizations (CSOs) in
Afghanistan in streamlining their administrative, operational, and programmatic processes. It offers
general guidance only and should not replace professional legal advice. Due to the diverse nature of CSO
activities and the unique circumstances in Afghanistan, this toolkit may require specific adjustments to
meet your organizational needs effectively.

N

4. Formal Investigation:

e Determine the scope of the breach and identify all individuals involved.

o Conduct interviews with the involved parties and witnesses.
e Collect and review relevant documents, emails, and other communications.

o Ensure that the investigation is thorough and unbiased and respects the
confidentiality of all parties.

5. Validation of Breach:

o« Review the evidence collected to confirm whether an ethical breach has
occurred.

e Document findings and prepare an investigation report.
6. Determination of Consequences:

o Based on the organization’s policies and the severity of the breach,
determine appropriate disciplinary actions or remedial measures.

e Consider the implications of the breach on community relations and
organizational reputation, particularly within the Afghan context.

7. Implementation of Remedies:

e Implement the determined actions, which may include disciplinary
measures, training, restitution, or public acknowledgment of the breach.

o Ensure all actions are legally compliant and culturally sensitive.
8. Notification:

e Inform relevant stakeholders about the breach and the organization's
response, as appropriate. This may include staff, donors, beneficiaries, and
regulatory bodies.
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9. Lessons Learned and Policy Review:

e Maintain transparency with stakeholders while protecting the
confidentiality of those involved.

e Analyze the breach to identify underlying causes and potential
vulnerabilities in organizational policies and practices.

o Update policies and procedures to prevent future breaches. This may
involve additional training sessions or revisions to the ethical guidelines.

10. Follow-up and Monitoring:

e Monitor the effectiveness of the implemented remedies and the overall
response to the breach.

e Schedule follow-up assessments to ensure that changes are effectively
integrated into organizational practices.

Signature of Compliance Officer: [Space for signature]

Date: [Space for date]
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Documentation of the Investigation Process for Ethical
Breaches

Introduction: Documenting the investigation process is crucial for maintaining
transparency, accountability, and ensuring that all actions taken are justifiable and
reproducible. This form is designed to guide Organizations in Afghanistan through a
structured documentation process for ethical breach investigations, ensuring all relevant
details are recorded systematically.

Purpose: The purpose of this form is to provide a clear record of the steps taken during
the investigation, decisions made, and the rationale behind each decision. This
documentation is essential for internal records, potential legal scrutiny, and future
reference to improve organizational practices.

Investigation Documentation Form

Organization Name: [Insert Organization Name]

Breach Report Number: [Insert Report ID or Number]

Date of Report: [Insert Date Breach was Reported]

Date Investigation Commenced: [Insert Start Date of Investigation]

Investigation Team Members: [List Names and Titles of Investigation Team
Members]

1. Description of Alleged Breach:

o Nature of Breach: [Describe the type of ethical breach reported (e.g., conflict of
interest, misuse of funds, breach of confidentiality)]
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e Details of Allegation: [Provide a detailed account of the alleged breach as
initially reported]

2. Initial Actions Taken:

« Immediate Measures: [List any immediate actions taken upon receiving the
breach report (e.g., securing documents, temporary suspension)]

e Initial Communication: [Detail initial communications made to relevant
parties about the breach and investigation]

3. Investigation Procedures:

o Data Collection Methods: [Describe the methods used for gathering evidence
(e.g., interviews, document reviews, digital forensics)]

o Evidence Collected: [List all pieces of evidence collected during the
investigation]

o Interview Summaries: [Attach summaries of interviews conducted, including
dates, names of interviewees, and key points]

4. Findings:

e Summary of Findings: [Summarize the investigation findings, including
substantiated facts and any discrepancies noted]

« Validation of Breach: [Confirm whether the ethical breach was validated by the
evidence]

5. Conclusions and Recommendations:

e Outcome of Investigation: [Describe the conclusion of the investigation,
including determinations made based on the findings]

e Recommended Actions: [List recommended actions based on the investigation
outcomes (e.g., disciplinary actions, policy changes)]
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« Preventative Measures: [Suggest measures to prevent future occurrences of
similar breaches]

6. Approval and Closure:

o Investigation Approval: [Signatures of the investigation team and senior
management approving the investigation findings and conclusions]

« Date of Approval: [Insert Date]
o Action Taken: [Detail actions taken following the investigation]

o Follow-up Schedule: [Set a timeline for follow-up reviews to ensure
implemented measures are effective]

Attachments:
o Attachment 1: Evidence Document List
o Attachment 2: Interview Transcripts
o Attachment 3: Policy Revision Proposals

o Attachment 4: Training and Development Initiatives
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Ethical Breach Incident Report Form

Introduction: This incident report form is designed to facilitate the structured
reporting of ethical breaches within Organizations operating in Afghanistan. It ensures
that all necessary details are captured promptly, providing a basis for further
investigation and action.

Purpose: The form allows employees and staff to report any observed or suspected
ethical breaches, ensuring the organization can address these issues in a timely and
effective manner. It is intended to uphold transparency, accountability, and adherence to
both organizational ethical standards and Afghan legal requirements.

Ethical Breach Incident Report
Organization Name: [Insert Organization Name]
Reporter Information:

« Name: [Insert Name]

o Position: [Insert Job Title]

e Department: [Insert Department]

« Contact Information: [Insert Contact Details]
Date of Report: [Insert Date]
Incident Details:

« Date of Incident: [Insert Date of Incident]

e Location: [Insert Location of Incident]

e Time: [Insert Time of Incident]

1. Description of the Incident:
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o Detailed Description: [Provide a detailed description of what occurred,
including any relevant events leading up to the incident.]

2. Parties Involved:

« Names and Positions: [List the names and positions of all individuals involved
in or witnesses to the incident.]

3. Type of Ethical Breach:

o Nature of Breach: [Specify the nature of the breach (e.g., conflict of interest,
misuse of resources, breach of confidentiality).]

« Policy Reference: [Refer to specific organizational policies or codes of ethics
that relate to the breach.]

4. Evidence Provided:

e« Documents: [List any documents, emails, or other materials provided as
evidence. Attach copies if possible.]

« Photographs: [Include any photographs related to the incident.]

o Other Evidence: [Describe any other forms of evidence, such as audio recordings
or physical items.]

5. Immediate Actions Taken:

o Steps Taken by Reporter: [Describe any immediate actions taken by the
reporter or advised by a supervisor, if applicable.]

6. Confidentiality Statement:

o Confidentiality Request: [Indicate if the reporter requests confidentiality
regarding their identity during the investigation process.]

7. Signature of Reporter:

o Signature: [Signature of the person filing the report]
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o Date: [Date of signature]

Additional Notes:

o Instructions for Submission: [Detail where and to whom this form should be
submitted, e.g., direct supervisor, Ethics Officer, or designated ethical compliance
department.]

o Follow-up Process: [Outline the expected follow-up process after the report is
submitted, including approximate timelines for response.]

Notes:

o This form is a starting point and can be customized to fit the specific needs and
context of your organization.

o Organizations are encouraged to review and adjust the form periodically to ensure
continued relevance and effectiveness.

o Ensure that all employees are familiar with the process and understand the
importance of reporting ethical breaches.
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Conflict of Interest Declaration Form

Introduction: This Conflict of Interest Declaration Form is designed to ensure
transparency and integrity within Organizations operating in Afghanistan. It provides a
means for staff and management to proactively declare any personal or financial interests
that may influence, or appear to influence, their professional judgment or responsibilities
to the organization.

Purpose: The purpose of this form is to identify and manage potential conflicts of
interest to prevent unethical behavior and maintain the trust of all stakeholders involved
with or affected by the organization’s operations.

Organization Name: [Insert Organization Name]
Employee Information:

« Name: [Insert Name]

o Position: [Insert Job Title]

o Department: [Insert Department]

« Date: [Insert Date]
Conflict Information:

1. Description of Interest:

o Detail the nature of the personal or financial interest you are
declaring.

o Example: Ownership of a business, family relationship with a supplier, or
personal investment in a project relevant to the organization's activities.

2. Relationship to Organization:
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e Describe how the declared interest relates to your roles and
responsibilities within the organization.

o Example: Influence over procurement decisions, involvement in project
oversight, or decision-making capacities that might be affected.

3. Potential Conflict:

« Explain why this interest could represent a conflict of interest or
be perceived as one.

o Example: Potential to influence decision-making processes, ability to gain
financially from inside information, or possibility to favor certain parties
unjustly.

Action Plan to Manage Conflict:

e Outline steps you and/or the organization could take to manage or
mitigate the conflict.

« Example: Recusal from related decisions, delegation of decision-making authority,
or transparent monitoring of involved processes.

Declaration:

o I hereby declare that the information provided is true and complete to the best of
my knowledge.

o Tunderstand that a failure to disclose a conflict of interest can result in disciplinary
action up to and including termination.

o I commit to notify the organization immediately if there are any changes to my
declared interests.

Employee Signature: [Signature]

Supervisor/Compliance Officer Review:
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e Comments: [Any comments or additional instructions from a supervisor or
ethics officer]

o Action Taken: [Details of any actions taken to address the declared conflict]
« Signature: [Signature of Supervisor or Ethics Officer]

« Date: [Date]

Additional Notes:

o This form should be updated annually or whenever a significant change occurs in
the employee’s personal or financial circumstances that could lead to a conflict of
interest.

« All employees are encouraged to err on the side of caution and transparency when
considering whether to declare a potential conflict.

o The organization should provide training and guidance on identifying and
declaring conflicts of interest to ensure all staff understand their ethical
obligations.
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Whistleblower Protection Policy

Introduction: This Whistleblower Protection Policy is designed to support a culture of
openness, accountability, and integrity within Organizations in Afghanistan.
Organizations are encouraged to establish robust whistleblower protections to ensure
that employees and other stakeholders feel safe reporting unethical behaviors and
breaches of conduct without fear of retaliation.

Purpose: The purpose of this policy is to provide guidelines and protections for
individuals who report violations of laws, regulations, or organizational policies,
including but not limited to corruption, fraud, and misuse of resources. It aims to
encourage and enable employees to raise serious concerns within the organization rather
than overlooking a problem or seeking resolution outside.

Whistleblower Protection Policy Sample
1. Policy Statement:

o [Sample]: Our organization is committed to lawful and ethical behavior in all of
our activities and requires all staff to conduct themselves in accordance with all
applicable laws, regulations, and organizational policies.

2. Scope:

o [Sample]: This policy applies to all employees, volunteers, contractors, and
consultants of the organization.

3. Protection Offered:

o [Sample]: This policy protects whistleblowers from retaliation, harassment, or
adverse employment consequences. Any whistleblower who believes they are being
retaliated against must contact the Compliance Officer or the designated
protection authority within the organization.

4. Reporting Process:
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e [Sample]: Employees should report their concerns to their immediate supervisor
or the Compliance Officer. If the whistleblower is uncomfortable reporting to these
channels, or if they have reported the incident and haven’t received a satisfactory
response, they may report directly to a designated board member.

5. Confidentiality:

o [Sample]: Reports will be kept confidential to the greatest possible extent,
consistent with the need to conduct an adequate investigation. Information will be
disclosed only as needed to conduct the investigation and to comply with the law.

6. Investigation:

o [Sample]: All reports received will be promptly investigated, and appropriate
corrective actions will be taken if warranted by the investigation. The
whistleblower will be informed of the outcome of the investigation.

7. Anonymous Allegations:

o [Sample]: The organization encourages individuals to put their names to
allegations as follow-up questions, and investigation may not be possible unless
the source of the information is identified. Concerns expressed anonymously will
be investigated, but consideration will be given to the seriousness of the issue
raised, the credibility of the concern, and the likelihood of confirming the
allegation from attributable sources.

8. Policy Distribution:

o [Sample]: This policy will be distributed to all staff upon commencement of
employment and will be readily available on the organization’s internal website.

9. Policy Review and Modification:

o [Sample]: This policy will be reviewed annually and modified as necessary to
ensure that it meets the legal requirements and the needs of our organization.

10. Approval:
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o [Sample]: This policy was approved by [Insert Approval Authority, e.g., the Board
of Directors] on [Insert Date].

Additional Notes:

e This document is intended as a sample only. Organizations should adapt this policy
to fit their specific legal and operational context.

o It is recommended that organizations consult with legal professionals to ensure
their whistleblower protection policy complies with Afghan laws and international
standards.

e Regular training on this policy should be provided to ensure all employees are
aware of their rights and responsibilities under this policy.
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Ethical Audit Checklist

Introduction: This Ethical Audit Checklist serves as a comprehensive tool for
Organizations in Afghanistan to self-assess their adherence to ethical standards and legal
compliance. Regular ethical audits help organizations identify potential areas of ethical
concern, improve internal controls, and reinforce a culture of integrity and accountability.

Purpose: The purpose of this checklist is to guide organizations through a detailed
examination of their ethical practices, ensuring they align with both organizational
policies and Afghan laws. It also aids in preparing for external audits and enhancing
public trust in the organization's operations.

Ethical Audit Checklist Sample
Organization Name: [Insert Organization Name]
Audit Period: [Insert Period Covered]

Auditor Name(s): [Insert Name(s) of Auditor(s)]

1. Organizational Governance:

o [Sample]: Are the organization's governance structures clearly defined and in
alignment with best practices?

o [Sample]: Is there a clear separation of roles and responsibilities to prevent
conflicts of interest?

2. Legal Compliance:

o [Sample]: Does the organization comply with all applicable Afghan laws and
regulations?
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e [Sample]: Are all required legal documents and reports filed timely and
accurately?

3. Financial Integrity:

o [Sample]: Are financial records complete, accurate, and prepared in accordance
with recognized accounting standards?

o [Sample]: Are there effective internal controls and auditing mechanisms in
place?

4. Conflict of Interest:

o [Sample]: Is there a policy in place that requires employees and board members
to declare potential conflicts of interest?

o [Sample]: Are any reported conflicts of interest managed and documented
appropriately?

5. Confidentiality and Data Protection:

o [Sample]: Are there policies and procedures in place to protect sensitive
information and personal data?

o [Sample]: Is access to confidential information appropriately restricted?
6. Employee Conduct and Workplace Ethics:

o [Sample]: Is there a comprehensive code of ethics or conduct that all employees
are required to follow?

o [Sample]: Are there training programs in place to educate employees on ethical
behavior and compliance?

7. Procurement and Contracting:

o [Sample]: Are procurement processes transparent and competitive, free from
undue influence and corruption?
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e [Sample]: Are contracts reviewed for ethical compliance and approved by
authorized personnel?

8. Stakeholder Engagement:

o [Sample]: Are stakeholders regularly informed about the organization’s activities
and performance?

o [Sample]: Is there a mechanism in place to gather feedback from stakeholders
and address concerns?

9. Whistleblower Protection:

o [Sample]: Is there an effective whistleblower policy that protects employees who
report unethical behavior?

o [Sample]: Are all reports of unethical behavior investigated impartially and
promptly?

10. Policy Review and Updates:

o [Sample]: Are all organizational policies reviewed regularly and updated as
needed?

o [Sample]: Are employees informed of policy changes in a timely manner?

Auditor’s Observations and Recommendations: [Insert any observations,
concerns, or recommendations made by the auditor based on the checklist findings]

Signature of Auditor: [Signature]

Date: [Date]

Additional Notes:
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o This checklist is a template and should be customized to reflect the specific ethical
concerns and operational context of each organization.

o Organizations are encouraged to consult with legal and compliance experts to
ensure the checklist covers all necessary areas of ethical and legal concern.

e Regular training on the completion and use of this checklist should be provided to
ensure thorough and accurate audits.
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Gifts and Hospitality Register

Introduction: The Gifts and Hospitality Register is an essential tool for Organizations
operating in Afghanistan to maintain transparency and prevent corruption related to the
receipt or offer of gifts and hospitality. This register helps organizations monitor and
manage the exchange of gifts and hospitality to ensure that such transactions do not
influence or appear to influence decision-making processes adversely.

Purpose: The purpose of this register is to document all gifts and hospitality received or
given by employees, ensuring compliance with ethical standards and Afghan law. It aids
in preventing conflicts of interest and promotes a culture of openness and accountability
within the organization.

Gifts and Hospitality Register Form

Organization Name: [Insert Organization Name]

Date: [Insert Current Date]

Prepared by: [Insert Name of the Person Preparing the Log]
Gifts and Hospitality Log:
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Instructions for Use:

o Entry No.: Assign a unique number for each entry for tracking and reference
purposes.

o Date Received: Record the date on which the gift or hospitality was offered or
received.

o Description of Gift/Hospitality: Provide a detailed description of the gift or
the nature of the hospitality received or given.

« Estimated Value: Estimate the monetary value of the gift or hospitality to ensure
it does not exceed organizational limits.

e From/To (Name & Organization): Identify the giver or recipient of the
gift/hospitality, including their affiliation.

o Purpose/Context: Explain the context in which the gift or hospitality was given
or received, noting any specific occasion or reason.

e Approved by (Name & Position): Indicate who in the organization approved
the receipt or provision of the gift or hospitality.

e Acceptance/Rejection Reason: Document reasons for accepting or rejecting
the gift/hospitality, particularly if it could be perceived as influencing decision-
making.
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Additional Notes:

o Thislogshould be regularly reviewed by the compliance officer or ethics committee
to ensure adherence to the organization’s gift policy.

o Employees should be trained on the importance of accurately and promptly
logging all gifts and hospitality to maintain transparency.

o Any gifts or hospitality that could potentially influence decision-making processes
should be avoided to uphold the integrity of the organization.
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Job Announcement: Ethics Officer

Introduction: Larger Organizations operating within Afghanistan may find it essential
to designate a dedicated Ethics Officer. This role is pivotal in ensuring that all
organizational activities uphold the highest standards of integrity and compliance. Below
is a sample job announcement for an Ethics Officer position. This template serves as a
starting point and should be customized to meet the specific needs and context of your
organization.

Purpose: The purpose of this job announcement is to help organizations identify and
recruit a qualified individual capable of managing and enforcing the organization's ethical
standards and compliance with Afghan laws and international best practices.

Sample Job Announcement for Ethics Officer
Organization Name: [Insert Organization Name]
Location: [Insert Location]

Position: Ethics Officer

Type: Full-Time

Hours: 40 hours per week

Reporting to: Chief Compliance Officer or equivalent

Job Description: The Ethics Officer will be responsible for overseeing the
organization’s ethics program, ensuring that business practices and activities are
conducted ethically and in compliance with all relevant laws and regulations. The role
includes developing and implementing ethics policies and programs, conducting training
sessions, and providing guidance on ethical issues within the organization.

Responsibilities:
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Develop, implement, and review organizational ethics policies and procedures.

Conduct regular ethical audits to ensure adherence to all applicable laws and
regulations.

Provide training and workshops to staff at all levels on ethical behavior and
compliance.

Advise on ethical dilemmas and assist in resolving ethical conflicts.

Manage the whistleblower hotline, ensuring that all complaints are handled
confidentially and professionally.

Prepare reports for the senior management team and the board of directors
regarding the status of the ethics program.

Stay updated with relevant laws and regulations affecting the organization.

Foster an organizational culture that promotes ethical practices and compliance
with the law.

Qualifications:

Bachelor’s degree in Law, Ethics, Compliance, Business Administration, or a
related field.

Minimum of 3 years of experience in an ethics officer, compliance, or legal advisory
role.

Strong understanding of the legal and ethical environment of Afghanistan.
Excellent communication, presentation, and interpersonal skills.
Ability to handle sensitive information with discretion and integrity.

Proficiency in Dari and/or Pashto, in addition to English.

Salary: Competitive, based on experience.
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How to Apply: Interested candidates should submit a cover letter and resume to [Insert
Application Email] by [Insert Deadline]. Please mention “Ethics Officer Application” in
the subject line.

Additional User Detalils:

o Customization: Organizations should adapt this template to reflect specific job
requirements, the mission of the organization, and local employment laws.

o Update Frequency: It is advisable to review and update the job description
regularly to ensure it aligns with current organizational needs and legal standards.

o Promotion of Vacancy: Consider promoting the job announcement through
multiple channels, including local and international job boards, relevant
professional networks, and social media platforms, to attract a diverse pool of
candidates.
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Ethics Training Curriculum

Introduction: This Ethics Training Curriculum provides a comprehensive framework
for Organizations in Afghanistan to educate their staff, management, and leadership on
various aspects of ethics. Effective ethics training ensures that all team members
understand their ethical responsibilities and the organizational standards of conduct,
reducing the risk of unethical behavior and promoting a culture of integrity.

Purpose: The purpose of this curriculum is to equip employees with the knowledge and
skills needed to identify, address, and prevent ethical dilemmas in their daily work. The
proposed list of topics includes essential areas that are pertinent to fostering an ethical
workplace and ensuring compliance with Afghan laws and organizational policies.

Proposed Ethics Training Topics
1. Introduction to Organizational Ethics
o Understanding the importance of ethics in the workplace.
o Overview of the organization's ethical standards and policies.
2. Legal Compliance
o Key Afghan laws and regulations that impact organizational operations.
o The importance of compliance and the consequences of legal non-compliance.
3. Conflict of Interest
o Definition and examples of conflicts of interest.

e Procedures for declaring and managing conflicts of interest, using the
organization’s Conflict of Interest Declaration Form.

4. Confidentiality and Data Protection

e Best practices for handling sensitive information.
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o Legal requirements for data protection in Afghanistan.

5. Financial Integrity

o Principles of ethical accounting and financial reporting.

o Importance of transparency in financial transactions.
6. Anti-Corruption Practices

o Understanding bribery and corruption.

e Anti-corruption laws applicable in Afghanistan.

o Steps to take if corruption is suspected or observed.
7. Gift and Hospitality Policies

o Guidelines for accepting or giving gifts and hospitality.

o Use of the Gifts and Hospitality Register to document relevant transactions.
8. Whistleblower Protection

o Overview of whistleblower policies.

o How and why to report unethical behavior.

o Protections available to those who report wrongdoing.
9. Handling Ethical Dilemmas

o Techniques for ethical decision-making.

« Role-playing scenarios to practice responses to ethical challenges.
10. Ethics Officer Role and Responsibilities

e Role of the Ethics Officer in the organization.

o How the Ethics Officer supports staff and enforces ethics policies.
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11. Review of Ethical Breaches and Case Studies

o Discussion of past ethical breaches within or outside the organization.
o Lessons learned and strategies for avoiding similar issues in the future.
12. Regular Ethical Audits
o Importance and benefits of conducting ethical audits.
o How to use the Ethical Audit Checklist.
Training Schedule:
e Duration: Each topic is designed for a 1-2 hour session.

o Frequency: Training sessions should be held quarterly or bi-annually, depending
on the organization’s needs and changes in the regulatory environment.

Notes:

o Customization: Organizations are encouraged to customize this curriculum to
fit their specific needs, industry standards, and the local context of Afghanistan.

o Trainer Selection: Trainers should be chosen based on their expertise in ethics
and familiarity with Afghan laws. External experts or legal professionals may be
invited to cover specialized topics.

o Participant Engagement: Include interactive elements such as case studies,
discussions, and quizzes to enhance engagement and retention of information.
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Organizational Ethics Self-Assessment Questionnaire

Introduction: This Organizational Ethics Self-Assessment Questionnaire is designed as
a diagnostic tool to help Organizations in Afghanistan evaluate the strength and
comprehensiveness of their ethical practices. It assesses various aspects of an
organization's ethical framework, including policies, procedures, staffing, and training.
By completing this questionnaire, organizations can identify areas of strength and
potential gaps that may require further development or action.

Purpose: The purpose of this tool is to enable organizations to conduct a thorough self-
assessment of their ethical environment. This process helps ensure that all necessary
components are in place to support ethical decision-making, compliance with Afghan
laws, and adherence to international best practices in ethics.

Instructions: Please answer the following questions by checking the appropriate box.
Your responses will help gauge the organization’s current standing in various ethical
domains and suggest areas for improvement.

Ethics Policies and Procedures

1. Does your organization have a written code of ethics?
e Yes
e No

2. Are there clear policies on conflict of interest?
e Yes
e No

3. Is there a whistleblower protection policy in place?

e Yes
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e No
4. Do you have established procedures for reporting and handling ethical
breaches?
e Yes
e No
5. Are policies on gifts and hospitality clearly defined and
communicated?
e Yes
« No
Staffing and Roles
6. Is there a designated Ethics Officer or similar role within the
organization?
e Yes
« No

7. Are responsibilities for enforcing ethics policies clearly assigned?
e Yes
e No
Training and Awareness

8. Does your organization provide regular training on ethics to all

employees?
e Yes
¢ No
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9. Are ethical practices and expectations included in employee

orientation?
e Yes
e No
10. Are there resources available (e.g., posters, guides) that promote
ethical behavior?
e Yes
e No

Monitoring and Compliance
11. Does your organization conduct regular ethical audits?
e Yes
« No

12. Is there a mechanism for monitoring compliance with ethics policies?

e Yes
« No
13. Are the results of ethics audits reported to the governing body of the
organization?
e Yes
« No

Employee Knowledge and Engagement
14. Do employees understand the process for reporting ethical concerns?

e Yes
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15. Is there an open culture where employees feel safe discussing ethical
dilemmas?

« No

e Yes
e No

16. Are ethical considerations included in decision-making processes?
e Yes

« No

Conclusion of Assessment: After completing this questionnaire, review the areas
where you have answered "No" to identify gaps in your organization's ethical framework.
Consider implementing new policies, enhancing training programs, or strengthening
monitoring mechanisms to address these gaps.

Notes:

o This questionnaire is intended as a starting point. Tailor it to reflect specific
aspects of your organization's operations and sectoral needs.

e Regularly update the assessment tool to incorporate new ethical challenges and
regulatory changes.

o Usethe findings from this assessment to prioritize ethical improvements and align
them with organizational goals and compliance requirements.

This document was prepared by the International Development Law Organization (IDLO) for the
Afghanistan Rule of Law Observatory (ARLO) initiative. To find out more about ARLO, please visit our
website at www.arlo.online.

Page 74 of 77


http://www.arlo.online/

Disclaimer: This toolkit is designed as a resource to support civil society organizations (CSOs) in
Afghanistan in streamlining their administrative, operational, and programmatic processes. It offers
general guidance only and should not replace professional legal advice. Due to the diverse nature of CSO
activities and the unique circumstances in Afghanistan, this toolkit may require specific adjustments to
meet your organizational needs effectively.

N\

Checklist of Key Documents and Policies

For CSOs operating in Afghanistan, maintaining a set of clearly defined documents and
policies is crucial for ensuring ethical governance and operational transparency. Below is
a checklist of essential documents and policies that your organization should develop and
maintain, along with recommendations for implementation and improvement:

1. Code of Conduct

o Purpose: Defines the standards of behavior expected from all employees
and volunteers.

« Recommendation: Review annually to ensure it remains relevant to the
changing legal and social context of Afghanistan. Incorporate feedback from
staff and stakeholders to strengthen adherence and applicability.

2. Conflict of Interest Policy

o Purpose: Helps employees and management identify and appropriately
manage situations where personal interests could conflict with their duties.

« Recommendation: Conduct regular training sessions to educate staff on
what constitutes a conflict of interest and the correct reporting procedures.
Ensure transparent processes for declaring conflicts.

3. Compliance Policy

o Purpose: Ensures that the organization's practices align with national and
international legal standards and ethical guidelines.

« Recommendation: Establish a compliance committee to oversee the
implementation of this policy and handle any compliance issues. Use
external audits to validate policy adherence.

4. Whistleblower Policy
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Purpose: Protects individuals who report unethical or illegal activities
within the organization from retaliation.

Recommendation: Promote a culture of openness where staff feel safe to
report misconduct. Regularly review protection measures to ensure they are
effective.

5. Privacy and Data Protection Policy

Purpose: Ensures that personal and sensitive information collected by the
organization is kept secure and used appropriately.

Recommendation: Update this policy in response to new data protection
laws and technological changes. Provide training on data security best
practices.

6. Human Resources Policy

Purpose: Outlines the practices related to hiring, managing, evaluating,
and compensating employees.

Recommendation: Regularly update the policy to reflect current
employment laws and organizational changes. Engage staff in the review
process to ensure fairness and inclusivity.

7. Procurement Policy

Purpose: Guides the procurement of goods and services to ensure fairness,
transparency, and best value for money.

Recommendation: Implement regular training on procurement
processes and anti-corruption measures. Conduct periodic reviews of
procurement activities.

8. Financial Management Policy

Purpose: Ensures the organization manages its funds responsibly and
transparently.
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e Recommendation: Regular internal and external audits should be
conducted to ensure financial transparency. Train financial staff on current
accounting standards and ethical financial practices.

9. Gifts and Hospitality Policy

o Purpose: Regulates the acceptance and provision of gifts and hospitality
to prevent undue influence or the appearance of impropriety.

« Recommendation: Clearly define what is acceptable in terms of gifts and
hospitality and ensure regular staff training on the policy.

10. Health and Safety Policy

e Purpose: Ensures a safe working environment for all employees and
volunteers.

« Recommendation: Regularly review and update safety protocols.
Conduct emergency response drills and health and safety training for all
new and existing staff.
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