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FOREWORD

Through constant communication and dislogue with the Orgamization, the employees
working for Youth for Seva, [YFS] strive to build and share the fundamental values. YFS,
endeavors (o mprove ils soctetal achievements, so that YFS can continue (o engage
volunteers & Full timers in a fair and stable working conditions.

Stakeholders, form an mtegral part of our operations, and ensurmg our actions, are
supporting the core interest of the stukeholder, works in the best interest of YFS, and
promotes “Mutual Trust™.

Smnultaneously, YFS promotes a work environment in which each of us can work in
harmonious and dynamic manner. In retumn, each of the Employee at YFS, s requested Lo
adhere to and mmplement the "'Code of Conduct’, “Human Resources Policies &
Procedures” and fulfil his! her duties with uwtmost mtegrity, which will go a long way to
build the Organtzation as an admirable Non-Governmental Organtzition, and enhance the
scaling prospects o YFS and ultimately the prospects for Communmnity, Society at large.

YFS aims to become the most valued, respected, and trusted Orgamezation by ils
stakeholders and Society. It 15 therefore essential that each of one ol us act, as srticulated
over the years, in a “steadfast, sure-footed and thorough™ way and in accordance with
common sense and good judgment. | therefore expect that each one at YFS, o carefully
read this “Code ol Conduct” & the other Policies and Procedures _ and implement the spirit
within.

Jagadeesh Maiya
President
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Applicubility - This Code of Conduet. would be applicable for all Full timers, including
fellows, and reeognized as “Employees™ in general.

Work area - Unless otherwise mentioned, the work area, shall mean the registered office,
regional offices, Chapter Center, events, and place of mteraction with the Stakeholders /
Community Pariners.

Stakeholders -~ Unless otherwise mentioned, Stakeholders shall comprise of following
individuals / bodies.

All Full imers including Fellow employees.

Trustees,

»  Advisory Boards and Steermg Teams.

= Governmen!/ Government bodies.

« Commumty Partners {Beneliciary.)

 Pariner NGO's.

»  Volunteers (Corporate. College, Interns, General, & others.)
» Philanthropic Foundations.

= Corporate Pariners.

»  Individual Donors.

All the Employees, as they acl and work, will form the sctivities of the Orpamzation. The
Character, Conduct and Attitudes of the Employees will form the core of the business of
the Orpanization and affects all aspects of the affairs of the Organization and Employees
themselves.

It is, therefore, very essential that certain Business Conduct, which it in with the
Orpanization’s Vision, Mission, Values & Culture, gurde the Employees.

2. OBJECT/PURPOSEOFCODE OFCONDUCTATYFS

a) Code of Conduct, basically comprising of Business Conduct and Values, aim al
building a good Organieation, and Work Culture, to be an admirable Non-
Governmental Organization while achieving Organization’s Vision and Mission,
Groals.

b) Guiding principles in nmning the affairs of the Ormzanization in Decision-Making,
Management, ind day to-day jobs.

¢) Assist the Employees m handling dilemmas and contradictions m their work
envirommenl.

d) Prevent occurrence of any incident that might undermine public trust in our
oTzamzation.
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LORGA TION VISIO I NDVALUES

Vision:

@ Selfreliant society powered by
socially conscious individuals.

Mission:

To build and facilitate a movement O/

of orgamised volunteering for
societal well-being,

: Values:

T
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4. GUIDING PRINCIPLES AT YFS

a) To comply with domestic and internationul laws

b)Y To respect local customs, social rules, raditions.

¢) Tomamlam mlegrily.

d) To develop ind practice Teum Work.

¢) To be fair and transparent in all transactions.

N Toavord conflict of interest.

g) To uved indulgence in unfr trade practices and unlawlul activities,
h) To adhere to Safety and Health practices.

I} To protect and safeguard properties und environments and provide high quahty
products and services.

5, COMPOSITIONS OF CODE OF CONDUCT

a) The Code of Conduct for Employees are categorized m two categories. The first, the
Busic Code, covermg all Employees, irrespective of the Department, and area
(Geogruphically), in which they work, and the Second, the Code of Conduct covering
therr Specific Areas. Both the Codes are like two sides of the sume com, and wall
collectuvely always guide the activities of the Employees,

b) Employees at all level at YFS are expected to carefully read and understand the Code
of Conduct and implement the spimt withim. Any employee, lound o be violating any
ol the provisions/ guidelines of this policy would be liable to disciplinary proceedings
as per the policy of the organization prevailing from time to time.

¢) The Code of Conduct are designed to govern the Employees while discharging
functions on behalf of the Orgamization. Yet it is desirable that all the Employees will
adhere to the Code of Conduet even in thetractivities falling outside the Orgunization.

6. BASIC CODE

6.1 To comply with domestic and international laws

All employees shall respect und obey the laws of the lund and laws of the country they
trunsact. Violation of law shall be stnetly prolubited, even il such violation 15 conducted,
for the sake of the Orgamzation or Stakeholder. Ignorance of law will not be an excuse.
Where m doubt, the Employees should be transparent with the law enforcers and shall
obtain legal guidance.
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6.2 Beaware of local customs, social rules, tradition

All employees shall lunction in harmony with the local people. Employees should respect
the local customs, social mules, and traditions of the sociely in which they function and shall
act sensibly and with creumspection.

All Employees shall deal with the local people with due respect and cordially as the co-
operation of local people, 1s an essentunl snd key [aetor m ensunng success of the Projecl

6.3 To maintain inteprity
All Employees shall maintain mtegrity in all their acts and deeds. They shall also notact in

a manner affecting the image of the Organtzation.

T.SPECIFIC CODE

7.1 Team Work & Good Working Environment

a) All Employees shall develop and pructice Team Work, snd pood and effective
communication.

b) All the coordinated efforis ul every level are essential, to have an excellent Team
Work., Team Work within different members, different teams, different groups,
department Employees ele, is essential lo produce a Quality product / serviee al
Tequired time.

¢) All Employees shall mamiain and promole cordial, healthy and constructive
miteractions with other Employees, Stukeholders with a view to accomplish the
organizational goals.

7.2 Contribute to Organization
All Employees:

a) Shall develop und practice Prolessionalism in each job aren.

b) Shall. to the best of their abilities and capabilities, endeavor to fulfil therr duties and
accomplish their goals, promplly and on schedule faithfully and diligently.

¢) Shall contribute in achieving their department goals mn turn the organizational goals.

d) Shall exercise good judgement m all their acts and deeds m the overall interests of the
Organization and, without being mAuenced by external or extruneous considerations,

7.3 Safety & Health

Employees are the most imporiant assets of the Orzanization. Not only will the
Organization do all that is reasonably pructicable to salepuard ther wellbemg bul team
members also have a responsibility for safety and health of themselves and others.
Employees shall therefore ensure safely and shall, always, adhere to the basic disciplne at
workplace, and always follow all traffic rules.
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7.4 Comply with Working Regulations
All Employees:

a) Shall stctly adhere to and comply with all the applicable Labor Laws and
Regulations, Rules, Code of Conduct and Directions of the Orgamzation.

b) Shall maintain farmess amonyg themselves imespective ol caste, cread. color, rehipion,
sex. or social status and shall not act in any diseriminatory manner against any person
in the team mcluding mrecruiiment, appraisal, transfer, training etc.

¢) Shall have respect for all religion and caste, They shall not use the religion or caste m
derogatory terms. The religous practices ol each Employee is completely a private
wlfair. Therefore, every employee shall ensure such religous practices do not affect
the work. Any form of eligious practices, if at all, need 1o be consulied with HR,
before celebration.

d) Shall not indulpe m any type of activies whch shall be construed as Sexual
Harassment.

¢) Shall not enter in his / her work area in an intoxicated state, and shall ensure non
consumplion o “Substance of Abuse™.

f) Shall at times, ensure implementation of task as per laid down Policy, Procedure, and
processes (nol only own dept, but also others viz. HR.F & A ).

g) Shall not indulge m any kind of financial transactions (lending. borrowing) with
fellow employees or other slakeholders, which may alfect the interpersonal
relationship, and affect the mage oY FS with the stakeholder.

h) While there is no prescribed dress code, employees are expected to be mature enough
to dress appropriately befitting YFS way ol being.

7.5 Human Resources Development
All Employess:
4) Promote team spirit amongst the Employees and adopt pohicies and practices
conforming to therules and regulations of the statutory authorities.
b) Promote healthy policies to maximize human resources asset value it minimum cost.
¢) Fulfil the accoumtability 1o ‘explain Human Resources Management Schemes /
Policies / Rules / Judgment so that Employees cun understand the Organization’s
poimtol view.
d) Maintain/ Improve quality of life from mid to long term point of view.

7.6 Protecting Environment

All employees shall be aware of, and practice and always comply with the Environmental
Practices both within and outside of the Orzumization.

Also, Employees activities must be planned in such a way, that total environment inside
and outside the work place, should be protected as per organization s cullure and practices,
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7.7 Donor / Fundraising / Stakcholder Interaction

a) Eachemplovee, shall behave/ conduct with the stakeholder, in a way, that will uphold
the Core Orgamzational Vision, Mission & Values.

b) Emplovees shall always grasp the need [ expectations of the stukeholder, and tnke
action to satisfy Stukeholder s requirement.

¢) Will always give fuir, timely and accurate response lo the donors and other
stakeholders.

d) Shall be Fairin all their dealines with the Donors and all Stakeholders.

¢) Shall not indulge in uny unfar trade practices and shall maintain a high level of
integrily and reputation in conforming lo trude practices within the ambit of law of
the land.

f) Shall nol indulge in any sort of cariels with the Implementation Partners or price
negotiations with the competitors while participating m any bids / proposals.

g) Shull not publish or cause to publish matenals or advertisements with false or
exaggerated claims,
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7.8 Develop Technology & Innovation

4) We wanl our orgamization W be a Leader in all our domaing, and hence all the
Employees from all departments, must know, understand and use the Top-Class
Technology and emerging rends.

b) Employees shall create and develop advanced technologies and provide outstanding
products and services that fulfil the needs of Stukeholders.

¢) Employees shall conform to all standards of Quality and shall dedicate to
sustainability of the projects /mterventions.

7.9 Protect Organization’s Assets/ Tangible & Intangible

a) All emplovees shall mamtam striet confidentiality on all matters of the Organization
like Techmcal, Cost. Finance, Vendors Development ete.

b} Conlidentiality of business and knowledge acquired through busimess shall be
strictly kept inan appropriate manner even m organtzation and even after employees
terminate employment with the orpanizition.

¢) Employees shall nke care and protect the assets of the Orgamzation m general and
shall be specifically responsible for those assets of the organization entrusted in their
custody.

7.10 In relation with Suppliers, Financial Institutions, Service providers ete.
7.10.1 To practice fair transaction
All Emplovees:

a) Shall comply with all contractual obligations of the Organization in all irmsactions

with outsiders, Stakeholder, Supplier, Service Providerete.

b) Shall adopt an Open-Door Policy and be fair, transparent and have sincere attitude
towards trunsactions with Suppliers, Contractors and Service Providers as equal
partners of busmess and make effort to estabhsh mutual trust for a long-term
business relation.

¢) Shall make sourcing and pricing decisions on a [ar competition basis taking nto
consideration all aspects of the matter concerming Quality, Cost and Delivery.
Employees shall keep in mind that a mutual benelit ond a long-term busmess
relation of the organization and its suppliers can be enjoyed only as a result of the
decisions which are nght and competitive.

d) Shall get o mutually agree with Suppliers on a logical basis when makmg a
discussion and entering into an agreement with them.

¢) Shall make every effort lo effect purchases utl the most possible competitive price,
without compromise on the guality and the specifications desired by the User
Dhivisions / Departments.
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7.10.2. Toavoid conflict of inferest

All Employees shall take care to ensure that conflict of mterest, ifany ansmg out of factors
like having a business interest in another organization, hiring the services of fnends and
relatives, doing business with fmends and relatives, msider trading ete, will not affect the
mterests of the Organtzation in any way and where such interests are involved, they shall
make proper disclosure promptly to the Management

7.10.3. Toensure conformance of Law / Regulations
All Employees:
a) Shall affect purchases of goods / services only aller due conformance lo internal
regulntions as well as all applicable statutory laws like those relating 10 GST, Sales
Tax, Customs, Excise, RBI Regulations & any other statitory levy, applicable at the
tirme of transaction.
b) Shall not do business wath those who do not conform to the applicable statutory laws,
tike those relating to Child Labour, Environment, Tax. Customs ele, and such
nonconformance shall be brought to the notice / knowledge of the Orgamezation.

7.10.4 Prohibit Personal Favour
All Employees:
a) Shallnot ask Suppliers/ vendors [or uny personal favor/ gl
b} Shall not gain any personal profit, either by virtue of miormation available to him/her
or by uny authority vested in him/her by the Orgamezation.

c) Willrefram from tuking amy advantage of the policies of the Organization m lerms of
accepting any gifis ete. from the supplier / vendor / service provider, for giving /
grantmy any ofhicial favour,

B. Inrelation with Governmeni

a) Employees shall deal with the Government Authomties and Public Servants with due
respect, shall extend co-operation to, and mamtain cordial relations with, the
Government Authorities, Central / Stale / Municipal Corporations / Local
Panchayats ete.

b) Employees are required (o transact with the Govemment officials m fuir and
trunsparent mamner.

¢) Employees are strictly prohibited from offerng uny undue monetary or benelit
convertible m money on behall of the organization to any Government Authorities.
However, providing occasional corporate gift befitting the occasion, is pernutted but
shall report the same to his/her Managers.
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9. DISCIPLINARY ACTIONS:

Failure to comply with any part of the Code of Conduct’s guidelines will result m
appropriate disciplinary action. The employee responsible will be subject to repercussions
that vary depending on ther violation. Possible consequences will melude reprimuand,
detraction ol benelits [or a definie or indefinite tme, demotion, Suspension or leTmimation
for more serious offences. We may have to pursue legal action in cases of corruption, thefl,
embesslement, or otherunlawful behaviour,

HR will conduct a formal enguiry to validate the complaint and advise the reporting
manager/ {unction heads or whoever is in authority regarding an appropriate action.
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