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1 Introduction  

1.1 In order to meet our objectives Muslim Aid must retain its reputation as a non-
governmental organisation (“NGO”) of integrity and respect. As a member of a team 
that brings assistance to needy communities you are a representative of Muslim Aid. 
The Code of Conduct (the “Code”) outlined below is designed to help you 
understand how important it is to maintain professional practices and an ethical 
lifestyle.  

 
1.1.1 Where the Code relates to existing Muslim Aid policy documents these 

connections will be noted. You are required to familiarise yourself with and 
adhere to these policies. 
 

1.1.2 When you have read the Code of Conduct please sign the declaration 
confirming that you have read and understood the Code of Conduct and 
agree to comply with the requirements of the code at all times and return 
the completed form to the Human Resource Department 
 

1.1.3 The CEO has overall responsibility for the effective operation of this policy, 
and is accountable to the Board of Trustees for propriety in a broad sense, 
including on conduct and discipline matters. The CEO also has a duty to 
ensure that employees’ rights are respected. 

2 Purpose and Application of the Code of Conduct  

2.1 Muslim Aid staff must at all times observe the highest standards of: 
 

 fairness 

 integrity 

 honesty 

 objectivity 

 openness  

 accountability 

 selflessness  

 sensitivity to other cultures 

 sensitivity to individual encumbrances 

 adherence to modest and respectful dress at all times.  
 
2.2 The Code provides guidance to ensure actions and behaviour are consistent with 

both Muslim Aid values and the high standards of conduct required to maintain 
donor confidence in the work of Muslim Aid.  

 
2.2.1  You must familiarise yourself with the contents of the Code and act in 

accordance with the principles and the guidance set out in it.  
 
2.2.2 You must ensure that you understand your duties, rights and 

responsibilities, and are familiar with Muslim Aid’s policies and relating to  
 you and your role. New and amended policies are circulated to all staff as 

and when they are approved – you are required/expected to review policies 
and to revert to your line manager and/or HR if you have any queries in 
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relation to any of them.  Further, new employees will be required to attend 
relevant training or induction courses to become familiar with our policies.  

 
2.2.3 Serious failure to comply with the Code may lead to disciplinary action 

being taken against staff who infringe the Code.  Accordingly, you should 
seek advice or guidance from your Line Manager, Heads of Departments, 
Director, or the Human Resources department if you are in any doubt about 
how this Code applies to you.  

 
2.2.4 Where staff are members of professions with established professional 

ethical codes of their own, they are encouraged to continue to abide by 
those ethical codes as well as the Muslim Aid code of conduct. 

 
2.2.5 Staff are encouraged to review significant international documents in 

particular the funding agreements of similar humanitarian organisations, 
including the International Federation of Red Cross and Red Crescent 
Societies (“IFRC”), Sphere and Humanitarian Accountability Partnership 
(“HAP”) standards, UN Declaration of Human Rights, and Core 
Humanitarian Standards. 

3 Scope of the Code 

3.1 This policy applies to all employees of Muslim Aid. 
 
3.2 It also extends to others who engage in activity on behalf of Muslim Aid, e.g. 

trustees, volunteers, interns, contractors and consultants who represent Muslim 
Aid, and anyone who acts as a representative of the organisation or may be 
perceived as representing the organisation  

 
3.3 This policy does form part of any employee’ contract of employment and we may 

amend it at any time. 

4 Implementation of the Code (who is responsible) 

4.1 The role of the Employee 
 

4.1.1 To ensure you are familiar with the code of conduct and to adhere to it 
 
4.1.2 To report any breaches of the code to their Line Manager or Global 

People & Culture (GP&C) / Local HR  
 
4.2 The role of the Line Manager 
 

4.2.1 To advise members of their team on any aspect of the code of conduct  
 
4.2.2 To act as a role model to staff  

 
4.3 The role of GP&C / Local HR 
 

4.3.1 To provide and regularly update the policy framework in conjunction with 
the MA Directors and Trustees 
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4.3.2 To give advice on any aspect of the Code of Conduct Policy to staff and 

management  

5 Vision, Mission & Values  

5.1 Vision  
 

5.1.1 Working together for a world without poverty  
 
5.2 Mission  
 

5.2.1 Based on our faith based values, we will work to enable communities to 
cope with disasters and to become self-sufficient through sustainable 
development.  
 

5.3 Our Values  
 

5.3.1 As a faith based international NGO, Muslim Aid draws upon a rich 
heritage of social action and working with various communities to improve 
the lives of others in need. Muslim Aid commits itself to working with:  

 

 Compassion and justice (Ru’ufun and ‘Adl) in all of our actions.  

 Accountability and transparency (Muhasabah and Shafafyah) to all of 
our stakeholders, especially the communities which we work with.  

 Action with quality (Amal m’a Jawadah) – our programmes reflect and 
fill a gap identified by the communities we work with, with longer term 
actions based upon need and capacity.  

 Respect for rights, dignity and equal opportunity (Karamah and 
Sawaseyah) of all peoples.  

 Empowerment (Tamkeen) communities and individuals to reach their 
potential  

5.3.2 As a faith Inspired by our faith, we work with an inclusive approach to all 
peoples; regardless of their faith, race, ethnicity, age and ability.  

5.3.3 We recognise the complexity and dynamic nature of the work we engage 
with, and actively seek a participatory approach from all levels to address 
the underlying structural and systematic causes of poverty within the 
communities we work with.  

5.3.4 Working in this manner enables us to partner with all those committed to 
improving the lives of others, regardless of their own faith (or none) and/or 
political persuasion.  

6 Professional Conduct and Ethical Behaviour  

Based on our faith and our values we expect all those who represent us to 
uphold the highest values of the faith.   
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6.1 As members of staff you have a right to:  
 

6.1.1  be spoken to politely  
6.1.2 be treated with respect  
6.1.3 be treated fairly and courteously by colleagues and those outside the 

organisation for whom we work  
6.1.4 be treated fairly in recruitment, training and promotion  
6.1.5 have your private life and commitments outside work respected  
6.1.6 have your point of view listened to and considered  
6.1.7 not be harassed or intimidated at work and in particular have a right not to 

be harassed or intimidated because of your race, gender, colour, ethnic or 
national origin, religion, disability, marital status, age or sexual orientation 

6.1.8 speak out if you are the victim of bullying, harassment or intimidation and 
have your complaint taken seriously and properly investigated. 

 
6.2 As members of staff, you have a responsibility to:  
 

6.2.1 act professional and respectful way that enhances your professional 
reputation and the reputation of Muslim Aid.  You should be aware of your 
personal conduct and lifestyle both within and outside normal working 
hours can reflect either positively or adversely on Muslim Aid and therefore 
you should act appropriately in the presence of donors and beneficiaries at 
all times, both within and outside your working hours so as not to bring 
Muslim Aid into disrepute 

6.2.2 you must be familiar with all policies, procedures and obligations that are 
applicable to your role.  The GP&C / Local HR department will make all 
relevant information available through the induction and intranet.  You are 
required to read and ensure that you understand policy documents issued 
or circulated to you.  Please liaise with your GP&C / Local HR or Line 
Manager. 

6.2.3 treat colleagues as individuals and show sensitivity to their needs 
6.2.4 treat complainants, those investigated and other stakeholders with 

fairness, courtesy and sensitivity to their needs and the situation they are 
in 

6.2.5 consider others in the exercise of your duties 
6.2.6 keep in mind the limitations of your own experience and value others’ 

perspectives and experience 
6.2.7 express your point of view without being aggressive or overbearing 
6.2.8 listen to what others say and respect their point of view 
6.2.9 learn from your mistakes 
6.2.10 try to find solutions and work through disagreements with others 
6.2.11 be accountable for your own decisions and co-operating scrutinised 

internally and externally 
6.2.12 take responsibility for your own learning and development 
6.2.13 take action if you witness or are made aware of any improper conduct, 

including any act of harassment or discrimination 
6.2.14 ensure that others are not subject to discrimination based on gender, 

religion and disability 
6.2.15 ensure that decision making is not subject to discrimination 
6.2.16 challenge attitudes which demean, or denigrate other people (individuals 

or groups) and develop self-awareness of the impact of your own behaviour 
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6.2.17 ensure that your behaviour (at work or outside) and your appearance at 
work whilst representing Muslim Aid does not cause embarrassment to the 
organisation or reflect negatively on us in a way that would bring the 
reputation of Muslim Aid into disrepute or cause a loss of donor confidence 
in its work 

6.2.18 avoid any unnecessary risk to the safety, health and welfare of yourself and 
others, including outside partners and beneficiaries 

6.2.19 service the needs of the beneficiaries through the provision of high quality, 
professional and effective services 

6.2.20 work in true partnership with others 
6.2.21 strive to attain the highest personal standard of professional knowledge 

and competence  
6.2.22 keep abreast of developments in your areas of expertise 
6.2.23 notify Muslim Aid immediately if you face any criminal charges during 

employment without delay, report all instances of suspected theft, money 
laundering, terrorist financing, fraud, bribery or corruption to the Head of 
Internal Audit or the Charity Commission 

6.2.24 dress appropriately to reflect the values, sensibilities of the organisation, 
be modest in appearance so that it does not cause offense to others, and 
when travelling to overseas locations your dress code is within the norms 
of the local culture. 

7 Responsibilities for all with regard to confidentiality 

7.1 All staff members have a responsibility to act for the best interests of the 
organisation.  This includes the requirement to maintain organisational 
confidentiality, whilst making the communications necessary to further the vision and 
aims of the organisation.  

7.2      Staff members should: 

7.2.1 provide necessary information as clearly and openly as possible 
7.2.2 carefully file important organisational and programmatic material.  Files 

should be well organised and regularly maintained 
7.2.3 employ Muslim Aid’s standard filing / archiving system, which is common 

to all our country offices, in order to facilitate organisational management 
and accountability  

7.2.4 protect the confidentiality of all internal organisational information 
7.2.5 maintain the confidentiality of staff personal files, both soft and hard copy 

in a secure place 
7.2.6 refrain from any behaviour in the course of their work which might bring the 

organisation into disrepute 
7.2.7 refrain from ascribing views to, or speaking on behalf of, the organisation 

unless specifically authorised to do so 

8 Abuse of Power 

8.1 Humanitarian work is a privilege, and as a result of ongoing high standards Muslim 
Aid continues to enjoy respect amongst its beneficiaries.  
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8.1.1 Staff must not use their position with Muslim Aid for their own benefit or for 
the benefit of family members or friends.  

8.2.1 Staff shall not criticise Muslim Aid in public nor make any adverse 
comments against Muslim Aid Trustees, staff and volunteers. 

8.2.2 Staff will not have tattoos, haircuts, piercings which contradict Muslim Aid’s 
values and ethos. 

8.2.3 Staff must not offer, promise, give, accept or solicit money, gifts or other 
advantage as an inducement to obtain an unfair advantage. Such an act 
would constitute a criminal offence as per our Anti Bribery and Corruption 
Policy.  If a staff member is found to have solicited, accepted, offered or 
given any bribe (or inducement), the employee will face disciplinary action, 
which could include dismissal for gross misconduct, and may face criminal 
prosecution. (Refer to the Anti-Bribery and Corruption Policy for further 
details) 

8.2.4 Staff members are not permitted to receive personal gifts of money, 
materials or services from beneficiaries or sub-contractors. (Refer to the 
Gifts and Hospitality Policy for further details)    

8.2.5 In situations where contracts to provide services for Muslim Aid are being 
facilitated by staff all such contracts must be fair, equitable, written and 
signed by all parties. The conflict of interest form must be completed by all 
the individuals involved. 

 
8.2 Employees who are in breach of these rules will be subject to Muslim Aid’s 

disciplinary procedure. 

9 Relationships with the Local Community  

9.1 Muslim Aid encourages staff to develop cordial relationships with members of the 
local community. The overall success of our work will be significantly enhanced 
through positive local relationships.  

 
9.1.1 Where appropriate, workers are encouraged to join with local cultural, 

community and religious groups and observe all local laws. 
9.1.2 Involvement in local political movements or leadership in community 

activities that might compromise Muslim Aid’s objectives must be avoided.  
9.1.3 Considerable care should be exercised in the area of religious activities. 

Although Muslim Aid will not restrict religious practice of any kind, staff need 
to be aware of local sensitivities towards particular religious’ practices and 
take appropriate action to respect them. 

 
9.2 Staff are members of the community and will have relationships with many 

community activities.  Accordingly, staff are encouraged to speak with 
management in the event that they are unclear on the distinction between personal 
and organisational activities or as to what might constitute a conflict of interest 
(Please refer to Muslim Aid see below and ‘Conflicts of Interest Policy’).   

10 Equal Opportunities & Diversity 

10.1 Valuing diversity means developing an organisation that is genuinely open to the 
creativity, insights and experience of people of different backgrounds.  As an equal 
opportunities employer we are committed to promoting equal opportunities in 
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employment.  All our staff and any job applicants will receive equal treatment 
regardless of age, disability, gender reassignment, marital or civil partner status, 
pregnancy or maternity, race, colour, nationality, ethnic or national origin, religion or 
belief, sex or sexual orientation.  We will also extend this principle to all individuals 
and organisations with whom we work. It means dealing with prejudice and 
discrimination where it exists and recognising that we have to remain vigilant to 
obtain the benefits of diversity.  
 
(Please refer to Muslim Aid’s Equal Opportunities and Diversity Policy) 

11 Dignity at Work 

11.1 Muslim Aid is committed to the prevention of bullying and harassing behaviour.  It is 
in Muslim Aid’s interest to make it clear to everyone that such behaviour will not be 
tolerated.  The cost of negative behaviour to the organisation can be significant, and 
includes poor employee relations, low morale, inefficiency and potentially the loss of 
staff.  These are rare negative factors which we are keen to avoid. The Code details 
the standards of behaviour expected of all staff. 

 
(Please refer to Muslim Aid’s Bullying and Harassment Policy for further details of 
the types of behaviour which is required of all our staff, and for guidance on what to 
do if you consider that you have been subjected to bullying and harassment). 

 

11.2 Sexual exploitation and abuse  
 

11.2.1 Muslim Aid places people at the heart of its work and aims for the highest 
standards of moral excellence and integrity, expressly prohibiting the use 
of exchanging money, employment, goods or services for sexual favours. 
As such, Muslim Aid condemns all acts of harassment, whether sexual or 
otherwise and stands against all exploitation of young people and minors 
(under the age of 18 or older if stipulated in local legislation).  Any incidents 
will be fully investigated and disciplinary measures used as necessary, plus 
referral to the police. 

 
11.2.2 The Global Head of People & Culture and where necessary the Head Legal 

& Compliance shall have periodical oversight and when necessary exercise 
the right to regularly monitor the online /social media activities of any 
employees, consultants and volunteers in the course of their employment 
and/or associations with the organisation, which may involve such 
questionable behaviour. 

 
11.2.3 Muslim Aid works actively to protect children and therefore all staff will not 

act in a way that breaches Muslim Aid’s Child and Vulnerable Adults 
Protection Policy and procedures or in any way places children at risk of 
harm / Safeguarding Policy.  Staff must disclose information about all 
current criminal convictions, as well as charges or civil proceedings relating 
to child abuse/sexual offenses either when joining Muslim Aid or arising 
during the time of their employment. 
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12 Conflict of Interest 

12.1 Occasionally situations may arise where a conflict of interest occurs between Muslim 
Aid activities and personal activities. This can particularly occur in the areas of 
service provision and business contracts.  

 
12.1.1 Staff are not permitted to form business relationships between members of 

their own extended family and Muslim Aid.  
12.1.2 Staff that also manage private businesses or have a financial interest in 

businesses that may potentially engage with charities or organisations of 
the like, staff must declare their interest as soon as practicable. 

12.1.3 Where Muslim Aid may engage in business with staff’s own private 
business, staff must declare their interest and excuse themselves from the 
procurement exercise/contract award. Additionally, those staff are not 
permitted to sign contracts between Muslim Aid and those businesses. 

12.1.4 Where an employee becomes aware of a potential conflict of interest they 
must immediately discuss this matter with their line manager. Muslim Aid 
will make every effort to ensure that the process of enhancing neutrality 
and fairness will not disadvantage staff.  The employee is to complete 
conflict of interest form on joining Muslim Aid and as soon as practicable 
when the need arises. 

12.1.5 Where staff continues to permit a conflict of interest to remain, disciplinary 
processes may be invoked. 

13 Other Employment  

13.1 All those who work for Muslim Aid are expected to observe the highest possible 
standards in both their professional and personal lives. Employees of Muslim Aid 
must not accept any additional engagements i.e. lecturer employment or 
consultancy work outside of Muslim Aid without first obtaining permission from 
management in writing.  All employment (whether paid or unpaid) must be declared.  

14 Political Activities 

14.1 Muslim Aid is an independent body and needs to act (and be able to demonstrate) 
in a neutral and impartial manner, as public confidence might be affected if it was 
believed that an individual member of staff’s political views was compromising its 
independence and impartiality.  

 
14.3 In addition, Muslim Aid employees should not (unless authorised in writing) render 

an opinion or make statement to the media or in any social gathering, unless he/she 
prefaces that such statements or opinions are solely his/hers and the do not reflect 
the opinions of Muslim Aid. 

15 Relationships with Other Staff 

15.1 Staff are encouraged to maintain open and professional relationships with each 
other.  All differences in background must be respected.   

 



 
 

Page 11 of 14 

Code of Conduct Policy                                                                                                      
 

15.2 While it is to be expected that friendships will develop between staff and volunteers 
such relationships must not interfere with Muslim Aid programme objectives.  

 
15.3 Staff must not be in a supervisory role with members of their own family, or who 

become family members.  Should such a relationship develop between manager 
and staff it will be necessary to reassign the supervisory process. 

 
15.3.1 Please refer to Muslim Aid Staff Handbook. 
 
15.3.2 Please contact your local HR department when in doubt about relationships 

with other staffs.  

16 Use of Muslim Aid Information and Resources  

16.1 Employees have a duty to ensure that Muslim Aid’s resources are used in the most 
economical, efficient and effective manner.  Muslim Aid provides information and 
resources (mobile telephones, vehicles and computers (laptops) including use of 
email, internet and intranet, photocopiers, fax machines and (housing in international 
locations)) in order to assist the work of staff.  

 
16.2 Muslim Aid recognises that in some circumstances this equipment can be used for 

private purposes.  
 

16.2.1 Employees must use Muslim Aid vehicles and computers in accordance 
with the relevant policies. Where permission is granted to use equipment 
for personal use discretion must be exercised in order to maintain the 
reputation of the organisation.  (Please refer to Muslim Aid’s Travel and 
Expense Policy and the E-mail and Internet Security Policy). 

 
16.3 Over the years Muslim Aid has established a significant database of expertise and 

knowledge relating to our humanitarian and development work. This knowledge 
remains the property of Muslim Aid and must be protected. 

 
16.3.1 Employees are not permitted to use institutional knowledge for personal 

advancement. 
 

16.4 Most of the equipment owned by Muslim Aid is recognisable by the organisational 
logo.   

 
16.4.1 Muslim Aid workers are not permitted to use Muslim Aid’s name, logos or 

other intellectual property for non-Muslim Aid use. 

17 Media Relations 

17.1 Muslim Aid regards media coverage of organisational activities as pivotal to the 
success of its programmes.  

 
17.2 Staff must remember that at all times, any and every media contact must be through 

Muslim Aid Press Manager / Communications Department at HQ and Country 
Directors at Country Offices. 
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17.3 Any requests for personal interviews or comments must be referred to the local 
communications dept. in the first instance for Country Offices and Press Manager / 
Communication Department at Muslim Aid HQ. 

 
17.4 Events/statements that are pivotal to the organisation should be cleared by the HQ 

Press Manager. 

18 Weapons  

18.1 Muslim Aid prohibits any weapons in any building owned or operated by Muslim Aid, 
including employee accommodation.  

 
18.2 Muslim Aid prohibits the carrying of any weapons on agency vehicles. Armed civilian 

and military personnel are not permitted in agency vehicles. If armed persons 
threaten violence if they are not transported, then the provisions of the Security 
Policy are to be followed.  (Please refer to security policy for each country office, 
and UK Security of Premises Policy).  Muslim Aid staff are not permitted to own or 
otherwise possess weapons while on field assignment. 

19 Alcohol and Drugs 

19.1 Staff are never permitted to work while under the influence of any drug-related 
substance that affects their ability to perform their duties.  

 
19.2 No illegal substances are permitted on Muslim Aid property, offices or vehicles.  
 
19.3 Working under the influence of illegal drugs and alcohol is considered gross 

misconduct and staff affected by alcohol during work periods will be dealt with in 
accordance with disciplinary procedures. (Please refer to the Discipline & 
Grievance Policy). 

  
19.4 If staff are prescribed drugs, which may affect their ability to do their job, advice 

must be sought from their line manager on the health and safety implications of 
this at the earliest opportunity and the Head of HR must be notified at the earliest 
opportunity. 

 
19.5 At all times staff must comply with local laws and provisions.  

 
19.6 Behaviour that is illegal, or brings Muslim Aid into disrepute will be referred to the 

manager according the processes outlined in Disciplinary Policy & Grievance 
Policy & Procedure.  

 
19.7 Please remember that whether an employee is at work or enjoying private time 

they are likely to be viewed as representatives of Muslim Aid. Therefore, all 
employees are encouraged to maintain self-control at all times.  

20 Hospitality  

20.1 You may accept conventional hospitality provided it is normal and reasonable (refer 
to the Gifts and Hospitality Policy) in the circumstances, for example:  

 



 
 

Page 13 of 14 

Code of Conduct Policy                                                                                                      
 

20.1.1 Tea, coffee, biscuits and sandwiches at meetings  
20.1.2 An invitation to an annual dinner of an organisation with which Muslim Aid 

has   regular contact  
 
 
20.1.3 A working lunch in the course of normal business provided this is not 

frequent, regular or lavish.  

21 Theft 

21.1 All staff are expected to abide by local laws as well as Muslim Aid’s policies and 
procedures. Where it has been identified that a member of staff has committed theft 
(against anyone), the staff member will be subject to an internal investigation and 
may lead to either criminal prosecution and/or an internal disciplinary under Muslim 
Aid’s Disciplinary Policy. 

 
21.2 Theft can be defined simply as the taking of property belonging to another, without 

permission, with the intention to permanently deprive the rightful owner.  At times 
‘borrowing’ may come within the ambit of such appropriation if done with a malafide 
intention and/or without the knowledge of the actual owner. 

 
21.3 Staffs have duty to report all suspected theft offences to the Head of Internal Audit 

without delay. Any delay may result in further losses. Do not report the matter to any 
other persons without first discussion with the Head of Internal Audit. 

 

22 Supported / Related Documentation   

1. Staff Handbook  
2. Conflict of Interest for staff and volunteers  
3. Anti-Fraud Policy 
4. Anti-Bribery and Corruption Policy 
5. Gifts and Hospitality Policy  
6. Disciplinary Policy and Procedure 
7. Grievance Policy and Procedure 
8. Dignity at Work Policy 
9. Equal Opportunities and Diversity Policy 
10. Child and Vulnerable Adults Protection Policy  
11. Safeguarding Policy 
12. E-mail and Internet Security Policy 
13. Travel and Expense Policy 
14. Whistleblowing / Raising Concerns Policy 
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23 Staff to sign off Code of Conduct  

 
Personal declaration 
 
I confirm that I have read, understood and shall abide by the code of conduct for 
the entire period I am working or associated with, and or represent, Muslim Aid.   
 
I understand that violation of any of the above code of conduct can, depending on 
the degree of severity, result in immediate disciplinary action which can include 
dismissal. 
 
I will raise through appropriate channels any matter which appears to break the 
standards contained in this code of conduct 
  
 
NAME:  ------------------------------------------------------------------ in block letters 
 
 
 
SIGNED: ------------------------------------------------------------------ 
 
 
 
DATE:  ------------------------------------------------------------------ 
 

 

 

Please return this page to Human Resources Department 

 

 


