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Volunteer Code of Conduct

International Organization for Peace Building and Social Justice


Abstract

This Volunteer Code of Conduct provides essential guidance for all volunteers at the International Organization for Peace Building and Social Justice (PSJUK). It outlines the standards, expectations, and procedures that forms the foundation of a respectful, inclusive, and productive volunteer environment. While this Code does not replace the formal obligations outlined in your volunteer agreement, it is an important resource that complements those responsibilities and supports positive working relationships across all our UK and Nigeria operations. Volunteers are expected to read, understand, and adhere to this Code at all times. PSJUK reserves the right to update or revise this Code of Conduct and its related policies periodically. If any part of this document is unclear, volunteers should contact the Head of Volunteer Management for guidance and clarification.
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1.0 Equal Opportunities & Conduct Commitment

The Organisation is firmly dedicated to providing a welcoming, respectful, and inclusive environment for all volunteers across both our UK headquarters and Nigerian field locations. We uphold fairness, equality, and justice in every volunteer interaction.

1.01 Statement of Policy
We do not tolerate discrimination on the basis of any protected characteristic, including but not limited to:
· Race, colour, ethnic or national origin
· Gender, sex, or gender reassignment
· Sexual orientation or marital/civil partnership status
· Pregnancy, maternity, or parental status
· Disability, age, religion or belief
Every volunteer decision whether in selection, placement, responsibilities, or recognition is based on merit, integrity, and the organisational needs.

1.02 Commitment Areas
Volunteers are expected to support our values across:
· Recruitment and onboarding
· Training, development, and appraisal
· Daily conduct, communication, and teamwork
· Conflict resolution and disciplinary matters
· Social interactions and organisational events
· Departure procedures including references
This Code reflects our dedication to maintaining an inclusive working culture in both UK and Nigerian contexts. Amendments may be made periodically to maintain relevance and effectiveness.

1.03 Shared Responsibility
Creating and sustaining a respectful space is a shared duty. This Code applies to all volunteers, interns, officers, and partners regardless of location or tenure.

Who’s Responsible?
· The Head of Volunteer Management oversees implementation and compliance.
· All Volunteers have personal accountability for respectful conduct.
· Managers are expected to lead by example, support fair practices, and address concerns swiftly.


1.04 Understanding Discrimination and Harassment

What Discrimination Looks Like
· Direct Discrimination: Treating someone unfairly due to actual or perceived protected characteristics.
· Indirect Discrimination: Policies or practices that disproportionately disadvantage a group, without valid justification.
· Victimisation: Punishing someone for raising or supporting a discrimination concern.

Harassment Includes
Any conduct that offends, intimidates, or excludes especially when related to race, gender, disability, religion, or other characteristics. This includes:
· Derogatory jokes, slurs, or name-calling
· Physical intimidation or unwelcome contact
· Verbal advances or sexually suggestive remarks
· Spreading offensive materials
· Social exclusion or silent treatment
· Outing personal details (e.g. sexual orientation)
· Unfair treatment linked to tolerance of inappropriate behaviour
Even one incident may qualify as harassment. Intent doesn’t always matter impact does.

1.05 Volunteer Expectations Summary
Volunteers shall:
· Treat everyone with respect and dignity
· Report concerns without fear
· Foster inclusion and collaboration
· Refrain from harassing, discriminatory, or offensive behaviour
· Respect privacy and personal boundaries
· Honour cultural sensitivities across UK and Nigerian teams

1.06. Disability Inclusion & Fair Volunteer Decisions

Disability Discrimination
We are firmly committed to ensuring that individuals with disabilities are respected, supported, and treated fairly in all aspects of their volunteer journey.

What Counts as Disability Discrimination?

· Direct or Indirect Discrimination based on disability whether in conduct, policy, or decision-making
· Failure to make reasonable adjustments that alleviate disadvantages linked to a disability

Supporting Disabled Volunteers
· Volunteers who believe they may have a disability are encouraged to speak confidentially with the Head of Volunteer Management
· Disabilities include long-term physical or mental impairments that impact daily activities (lasting or expected to last 12+ months). Medical reports may be required on certain occasions
· We will sensitively assess needs and discuss practical solutions, including professional medical advice if required
· Adjustments will be accommodated wherever reasonable if an adjustment isn’t feasible, alternative solutions will be explored

1.07. Fairness in Volunteer Decisions
All volunteer decisions from recruitment to dismissal must be based on objective, relevant criteria and legitimate organisational need.

Manager Expectations
Managers must:
· Avoid unnecessary or discriminatory conditions (e.g. unjustifiable experience thresholds)
· Review any criteria with potential to indirectly discriminate, and consult the Head of Volunteer Management

1.08. Inclusive Recruitment & Progression

Recruitment Practices
Managers involved in hiring should:
· Set criteria strictly based on the actual requirements of the role
· Ensure diverse advertising methods to encourage broad participation
· Avoid informal recruitment practices that undermine competition
· In rare cases where targeted recruitment is required, seek approval and legal guidance
· Refrain from asking about health or personal characteristics before offering a role (except in approved cases)
· Keep written, rational records of decisions to ensure accountability

1.09.  Training & Promotion
· Training will be identified during appraisals and offered equitably
· Promotions must be based on merit and proportionate business needs
· Diversity at each organisational level will be reviewed regularly to eliminate unfair barriers

Conditions of Service
All benefits and volunteer terms will be designed to ensure fairness and prevent exclusion of any group.

1.010. Discipline, Termination & Grievances

Disciplinary Action
· Selection criteria for redundancy or termination will be fair and free from bias
· Procedures will apply equally to all regardless of contract type or duration

1.011. Reporting Discrimination
Volunteers should report discrimination using the grievance procedures outlined in this Code.
· All reports will be handled discreetly and with care
· If disciplinary action is warranted, we will seek consent to proceed and protect your identity where possible
· Volunteers who report in good faith will never suffer retaliation
· Malicious reports made in bad faith may result in disciplinary action

1.012. Non-Compliance & Legal Consequences

Breach of Equal Opportunity Principles
Violations of these rules whether by action or negligence are serious. Consequences may include disciplinary action or dismissal.

Legal Accountability
Volunteers should note:
· You may be personally liable for discrimination
· Intentional harassment can be a criminal offence under UK law

1.013. Policy Review & Feedback

Keeping the Code Alive
· The Head of Volunteer Management is responsible for ongoing review and improvement of this Code of Conduct
· Volunteers are encouraged to: 
· Provide feedback or suggestions for improvement
· Ask questions about the Code’s interpretation or application
This collaborative approach helps us build a stronger, more responsive volunteer culture across both UK and Nigerian offices.

2.0. Anti-Harassment & Bullying Policy

2.01. Purpose & Commitment
Our NGO is committed to maintaining an environment where every volunteer is treated with dignity and respect—free from harassment, bullying, and victimisation. This applies across all work settings, including events and travel engagements.
Harassment and bullying can occur regardless of seniority, location, or context—and can involve fellow volunteers, supervisors, clients, or external partners.

2.02. Defining Unacceptable Behaviour
· Harassment
Unwanted behaviour based on protected characteristics that creates an intimidating, offensive, or humiliating atmosphere (see Equal Opportunities section).
· Bullying
Abuse of power or authority through offensive, intimidating, or malicious behaviour. Examples include:
· Unfair treatment or false allegations
· Threats or excessive supervision
· Insults, humiliation, or deliberate exclusion
· Constantly shifting targets with intent to cause failure
Note: Reasonable criticism or guidance given in good faith is not bullying.
· Victimisation
Treating someone unfairly for reporting harassment, supporting a complaint, or participating in an investigation. Victimisation is misconduct and may result in disciplinary action.

2.03. Reporting & Resolution
· Informal Action
If possible, speak directly to the person involved to express that their behaviour is unwelcome. If not feasible, contact your line manager or the HR Department for support.

· Formal Complaints
If the issue persists, you may submit a written complaint to HR, including:
· Names and roles of those involved
· Nature and details of the behaviour
· Dates, times, and witnesses
· Any prior action taken
· All applicable evidence must be adduced at this point

· Investigation Process
· You’ll be invited to a meeting to discuss your complaint
· You may bring a certified colleague or union representative
· Investigations are carried out confidentially by an unbiased and experienced member of staff
· For all purposes of dispute, all members wilfully consent to be bound by the dispute resolution mechanism of this organisation and such internal decision shall be final and shall bind all parties at all times. 
· Measures may be taken to manage interactions during and after the process

2.04. Outcomes & Appeals
· If misconduct is found, disciplinary action will be taken per our Disciplinary Procedure
· If the incident involves a third party, we’ll determine the appropriate steps to protect volunteers
· Whether the complaint is upheld or not, we will take action to ensure respectful relationships moving forward

2.05. Appeals & Support

Appeals Process
Volunteers who are dissatisfied with the outcome of a formal complaint can initiate an appeal.

How to Appeal
· Submit a written request to HR within 10 working days of the decision
· Clearly state why you disagree and include any new evidence

Hearing & Outcome
· An impartial manager (not previously involved) will conduct the hearing
· The hearing may be a review or full rehearing, at the Employer’s discretion
· A final decision will be communicated, usually within 24 hours of the appeal hearing

2.06. Supporting All Parties

Protection from Victimisation
· Volunteers involved in good-faith complaints or investigations will be protected from retaliation
· Concerns about retaliation should be raised with your manager or HR
· Those found to have retaliated may face disciplinary action

False Allegations
· If a complaint is proven to be deliberately malicious or false, disciplinary action may be taken against the complainant

2.07. Records & Data Protection

Maintaining Confidentiality
· All complaints, investigations, and outcomes may be documented in personnel files
· Information will be handled according to our Data Protection and Data Security Policy


3.0. Grievance Procedure

3.01. Purpose
We are committed to resolving volunteer grievances fairly, promptly, and respectfully.

Informal Resolution
· Volunteers should first seek to resolve concerns by speaking with their supervisor
· If inappropriate or unsuccessful, the grievance will be managed formally

Formal Grievance Steps

3.02. Stage 1: Submitting a Grievance
· Submit a written grievance to your manager
· Include specific examples, relevant documents, witnesses, and dates
· If the grievance concerns your supervisor, submit to HR or another manager

Stage 2: Grievance Meeting
· A meeting will be arrangef within 5 working days
· Volunteers will receive notice of the meeting and may be accompanied by: 
· A colleague
· A Legal Rep
· A certified trade union representative
· Volunteers should inform HR of their chosen companion and any access needs at least 24 hours prior
· The companion may support the volunteer but must not disrupt the meeting

3.03. Appeals & Grievance Resolution (Continued)
Meeting Attendance & Preparation
· If a volunteer or their companion cannot attend a scheduled meeting, they must inform the chair at least 24 hours in advance (except emergencies).
· Volunteers must suggest a new meeting time within 5 working days; if reasonable, it will be approved.
· Missing more than two scheduled meetings may result in decisions being made in absentia.
· Relevant documents must be shared 24 hours before the meeting to allow fair preparation.
· Meetings may be adjourned to allow further investigation.
· Written decisions are normally shared within 24 hours after meetings.

3.04. Stage 3 - Final Appeal
· If dissatisfied, volunteers may write to a senior manager within 5 working days of the decision.
· Appeal meetings are held within 10 working days, conducted by an impartial manager or independent advisor.
· The appeal may be a review or a full rehearing.
· Volunteers retain the right to be accompanied as outlined in Stage 2.
· Final decisions are given within 24 hours and cannot be appealed again.

4.0. Disciplinary Procedures

4.01. Purpose & Applicability
We aim to uphold clear standards of conduct and performance. This policy applies to all volunteers regardless of tenure and ensures fairness and consistency.

Informal Resolution
· Minor issues may be resolved through confidential, informal discussions with your manager.
· Notes may be placed in your file, and improvement will be monitored.
· If unresolved or inappropriate to handle informally, the formal process will begin.

Confidentiality & Fairness
· All proceedings are confidential as far as reasonably possible.
· Volunteers and companions must not record meetings electronically.
· Information learned must not be shared outside formal processes.

4.02. Investigation Protocol
· Investigations are fact-finding exercises to assess allegations fairly.
· These may include interviews, statements, and document review.
· No decisions on disciplinary action are made until a formal hearing.
· You normally may not bring a companion, unless it helps overcome a disability or communication barrier.

4.03. Volunteer Responsibilities
Volunteers are expected to:
· Cooperate fully and promptly
· Name relevant witnesses
· Share pertinent documents
· Attend investigative interviews when requested

4.04. Criminal Allegations
Handling Criminal Matters
· If your conduct is under criminal investigation or you've been charged/convicted, we may still proceed with our own internal review
· We will not necessarily wait for criminal proceedings to conclude before taking disciplinary action
· If you are unable or advised not to speak during our hearing, we may decide based on available evidence
· Off-duty conduct may also be subject to internal action if it affects your volunteer duties

4.05. Suspension

Suspension Guidelines
· Suspension may occur during investigations and is not a disciplinary decision
· You will be notified in writing of your suspension terms
· While suspended, you must not contact clients, volunteers, suppliers, or partners


4.06. Disciplinary Hearing Process

Notification & Preparation
· You will receive a formal written notice including:
· Allegations and potential consequences
· Summary of investigation findings
· Relevant documents and witness statements
· We will give you reasonable time to prepare your case

4.07. Companions at Hearings
· You may bring a colleague or trade union representative
· Notify HR of your companion's name and access needs at least 24 hours prior
· Select a practical companion close to the meeting location
· Companions may make notes, support you, and speak if requested—but not respond on your behalf

4.08. At the Hearing
· Chaired by the Head of Volunteer Management and COO General Council
· Allegations and evidence will be reviewed
· You may present your defense, bring witnesses (with sufficient notice), and respond to questions
· Hearings may be adjourned for further investigation if needed
· Decisions are usually shared in writing within one week

4.09. Disciplinary Penalties & Consequences
Penalty Guidelines
· No penalty is imposed without a formal hearing
· Each case is considered individually, although consistency is maintained across similar cases
· First offences rarely result in dismissal unless deemed gross misconduct or the volunteer is in probation

4.010. Stages of Disciplinary Action

	Stage
	Description

	 Stage 1 – First Written Warning
	Issued for a first misconduct where no prior warning exists

	Stage 2 – Final Written Warning
	Given if a prior warning exists or if the offence is serious


	 Stage 3 – Dismissal
	Can occur due to misconduct during probation, repeat offences, or gross misconduct



In certain cases, alternatives to dismissal may be considered (e.g., demotion, transfer, suspension, etc.)

4.011. Warning Duration

	Type of Warning
	Typical Duration
	Possible Extension

	First Written Warning
	6 months
	If no improvement is seen

	Final Written Warning
	12 months (or indefinite)
	Case-by-case basis



Warnings remain in your file permanently but become inactive for future decisions after expiry

4.012. Gross Misconduct
What It Means
Gross misconduct leads to summary dismissal without notice or pay in lieu.
Examples Include
· Theft, fraud, or dishonesty
· Assault or violence
· Deliberate property damage
· Breaching laws that reflect negatively on the organisation
· Harassment or discrimination
· Misuse of confidential data
· Substance impairment at work
· Health and safety violations
· Accepting bribes or acts of disloyalty

4.013. Appeals Process
Your Right to Challenge
· Volunteers may appeal disciplinary decisions within 5 working days of being notified
· Appeals are heard by an impartial manager not involved in earlier stages
· The hearing may either be a review or a rehearing, at the organisation’s discretion
· Final decisions are issued in writing within 5 working days
If appealing a dismissal, volunteer duties pause during the appeal but are restored with full continuity if the appeal is successful.

5.0. Additional Conduct Policies

5.01. Safeguarding & Protection of Vulnerable Groups
The Employer is committed to safeguarding the welfare of children, vulnerable adults, and at-risk populations in all programme areas. Volunteers must complete mandatory safeguarding training as prescribed by the Employer, if their role involves direct or indirect contact with vulnerable individuals. 
· Any suspicion or disclosure of abuse or neglect must be reported immediately to the designated Safeguarding Lead or Head of Volunteer Management, in accordance with internal safeguarding procedures. 
· Failure to report such concerns or breaches of safeguarding protocol may result in disciplinary action, including dismissal.

5.02. Conflict of Interest
· Volunteers are expected to avoid situations where personal, financial, or professional interests could conflict with their volunteer duties. 
· Any actual or perceived conflict must be disclosed promptly to the Head of Volunteer Management. 
· Volunteers may be asked to withdraw from specific decision-making processes or projects where a conflict is deemed material.
· Breaches of this policy may result in reassignment or disciplinary action.

5.03. Use of Social Media & Digital Communications
· Volunteers must exercise discretion and integrity when using social media or other digital platforms in relation to the Employer’s operations. 
· Content that is discriminatory, defamatory, offensive, or politically inflammatory is prohibited when it references or affects the Employer, its beneficiaries, or stakeholders.
· Volunteers must not share confidential or proprietary information publicly or privately without authorisation. 
· Any misuse of digital channels may result in disciplinary proceedings.

5.04. Intellectual Property Clause – Media Team Volunteers

Ownership of Work
· All content produced, captured, or edited by volunteers while performing official duties for PSJUK including but not limited to photographs, videos, graphics, designs, written materials, and digital assets shall be considered the property of PSJUK.
· Volunteers agree that any such work created in the course of their volunteer responsibilities may be used, distributed, edited, and shared by PSJUK without the need for further consent or compensation.

Creative Credit
· While ownership resides with the organization, proper attribution may be given where feasible, recognizing the creative contributions of volunteers.

Use of Third-Party Materials
· Volunteers must ensure they have the rights or permission to use any third-party content (e.g., music, stock images) in media projects. Unauthorized use of copyrighted material is strictly prohibited.

Personal Use
· Volunteers may not use content created during their service for personal gain, commercial use, or outside promotional purposes without written permission from PSJUK

Confidentiality & Ethical Use
· All unpublished media content, internal communications, and sensitive information must remain confidential. Volunteers shall refrain from sharing or posting behind-the-scenes materials without prior approval.

5.05. Dress Code and Professional Appearance
· Volunteers are expected to maintain a clean, culturally sensitive, and professionally appropriate appearance while engaged in Employer activities. 
· Specific dress expectations may vary by location and programme activity, and volunteers will be briefed on local or event-based requirements. 
· Repeated failure to adhere to these standards may be addressed through informal or formal disciplinary processes.

5.06. Health & Safety Compliance
· All volunteers must comply with the Employer's health and safety procedures and policies.
· Volunteers must report hazards, injuries, or unsafe conditions to the Head of Volunteer Management or designated health and safety officer. 
· Volunteers may be required to participate in briefings, risk assessments, or emergency drills where relevant. 
· Any serious or repeated disregard for health and safety practices may be treated as misconduct.

5.07. Confidentiality
· During and after their volunteer term, volunteers must maintain the confidentiality of all sensitive or proprietary information acquired in the course of their work.
· Disclosure of confidential information to unauthorised persons or use of such information for personal gain is strictly prohibited.
· Breach of confidentiality may result in disciplinary action, including dismissal, and may be subject to legal consequences.

5.08. Substance Abuse and Fitness to Volunteer
· Volunteers must not report for duty or carry out responsibilities while under the influence of alcohol, illegal substances, or any impairment-inducing medication unless approved in advance for medical reasons. 
· Substance misuse that affects performance, safety, or reputation of the Employer is considered gross misconduct.
· The Employer reserves the right to assess fitness to volunteer where impairment is suspected and take action as necessary.

5.09. Respect for Cultural Diversity
· The Employer values and promotes cultural sensitivity across all operations, particularly in intercultural settings between the UK and Nigeria.
· Volunteers must demonstrate respect for different customs, languages, traditions, and belief systems.
· Cultural sensitivity training may be required for specific roles, and failure to act respectfully may be addressed through the disciplinary process.
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