PAGE  
Victoria Foundation – Code of Ethics and Conduct

[image: image1.jpg]VICTORIA FOUNDATION

CONNECTING PEOPLE
WHO CARE WITH CAUSES
THAT MATTER®




     Volunteer Community Advisor
      Code of Ethics and Conduct

Approved by the Community Engagement Committee August 24, 2009
Amended: March 20, 2011
The purpose of this Code of Ethics and Conduct is to create a common standard by which all Advisors will abide. The intent is to maintain a healthy and supportive work environment, and an organization culture that allows the Victoria Foundation (the Foundation) to thrive.
The Victoria Foundation prides itself on providing efficient, professional and confidential services to organizations and individuals. Each volunteer Community Advisor represents the Foundation as a face to the community and is relied on to enhance the Foundation’s reputation across a broad spectrum of relationships.
Volunteers are ambassadors of the Foundation. Staff and Advisors must adhere to high ethical standards when undertaking activities for the Foundation.

Although the various matters addressed in this Code of Ethics and Conduct do not necessarily cover the full spectrum of volunteer activities, they are indicative of the Foundation’s commitment to maintaining high standards of conduct, at minimum. 

Consistent with the Foundation’s values, Advisors agree to abide by the principles of appropriate business conduct in the following categories when representing the Foundation:
A. Mission, Vision and Values

B. Compliance with Laws

C. Conflict of Interest

D. Confidentiality

E. Integrity and Responsibility

F. Health
G. Employee Relations 

This policy applies to the dissemination of information both internally and externally.

A. Mission, Vision and Values

Volunteer Community Advisors of the Victoria Foundation agree to uphold and support the:

MISSION STATEMENT

The Victoria Foundation provides leadership by 

· inspiring giving

· by thoughtfully caring for the assets entrusted to us, and

· by investing in people, ideas and activities that strengthen our communities.

VISION 

Connecting people who care with causes that matter®
VALUES

Integrity

We are accountable for what we do and transparent in how we do it. Our business practices are fair, equitable and accessible. 
Proactive Leadership

We are strategic and work toward being a centre of influence in the community, 
characterized by partnerships, risk-taking and mutual respect. 

Building Capacity

We value supporting the community and helping organizations to succeed. 

Stewardship & Governance

We are responsible stewards of the Foundation’s assets, and focus our time, resources and energy on making a measurable difference. We strive for maximum impact, efficiency and effectiveness, and public understanding and appreciation. 


B.  COMPLIANCE WITH LAWS

Advisors agree to serve in compliance with all applicable legislation, including without limitation, the following:

Freedom of Information and Protection of Privacy Act

This Act makes organizations more accountable to the public and to protect personal privacy, by giving the public the right of access to records, individuals have the right to access and request correction of personal information about themselves and to prevent the unauthorized collection, use or disclosure of personal information.
Advisors shall take into account freedom of information and privacy concerns when making any reports or remarks about the Foundation’s community partners.

Personal Information Protection and Electronic Documents Act (Bill C6)

This Act establishes rules to govern the collection, use and disclosure of personal information in a manner that recognizes the right of privacy of individuals with respect to their personal information and the need of organizations to collect, use and disclose personal information for purposes that a reasonable person would consider appropriate in the circumstances. 
Advisors will not to forward any briefing or reports received by Foundation staff beyond their own e-mailbox.

Human Rights, Citizenship and Multiculturalism Act  

This Act recognizes that inherent dignity and the equal and inalienable rights of all persons is the foundation of freedom, justice and peace in the world, and as a matter of policy, that all persons are equal in: dignity, rights and responsibilities without regard to race, religious beliefs, colour, gender, physical disability, mental disability, age, ancestry, place of origin, marital status, source of income or family status.
Advisors will consider each application on its own merits and abide by human rights legislation when making assessments and comments.
C)  CONFLICT OF INTEREST

Staff and Advisors must act honestly and in the best interests of the Foundation. Advisors are volunteers and should not expect remuneration for their donated services or time.
In particular, Advisors must avoid situations in which their private interests or relationships may affect their judgment in acting on behalf of the Foundation, or when making recommendations or decisions regarding dealings with other persons or organizations. Advisors may not engage in any activities that conflict with the interests of the Foundation or may adversely affect its reputation.  

Sometimes appearances can be as damaging as actions. Advisors agree to avoid placing themselves in positions that may be reasonably perceived as conflicts.

When a volunteer becomes aware of an actual or possible conflict of interest, it is the volunteer’s obligation to immediately report those concerns to the Director of Community Initiatives and Grants.  If a volunteer of the Foundation is, or perceived to be in a conflict situation, and cannot or will not rectify the conflict, the matter will be raised by the Director of Community Initiatives and Grants with the volunteer. If the conflict cannot be resolved, the issue will be taken to the Director before the Community Engagement Committee of the Foundation for resolution. 

Gifts and Entertainment

Advisors agree not to offer, solicit or accept gifts, gratuities, excessive favours, or personal rewards designed to influence a volunteer or the Foundation's business transactions.  Such gifts or favours should be returned to the source with thanks, and with an explanation that acceptance of gifts is contrary to the policy of the Foundation. 
It is not, however, a conflict of interest to accept hospitality, entertainment, or gifts of a nominal value, such as public acknowledgement, letters of thanks, organizational mementos, or desk calendars in recognition and appreciation for a job well done.

In all matters relating to receipt of gifts, common sense should prevail. If in doubt, the matter should be discussed with the Director of Community Initiatives and Grants.  
Fees and Honorarium

All fees and honorariums that may be offered to Foundation Advisors for presentations, resource development or training requests pertaining to Foundation business, shall be considered as earned income by the Foundation. Beyond initial referral of services organized by the Victoria Foundation, fees may be negotiated between the parties but must be reported to the Director of Community Initiatives and Grants.
Government and Community Relations

Business dealings involving Foundation Advisors and government or staff from community agencies must be conducted openly, legally and ethically at all times. Advisors must not behave in a manner that will damage the reputation of any public official, the Foundation, or its Advisors.

D)  CONFIDENTIALITY

In the course of service, Advisors may have access to information that is confidential or privileged, relating to Foundation staff, Advisors or activities within the Foundation, or that could be damaging to the Foundation if improperly disclosed.

All Advisors must have the highest regard for maintaining the confidentiality of information obtained directly or indirectly through their service at the Foundation.
This includes, but is not limited to, information regarding the following persons and organizations:

a. Advisors recruited by the Foundation to volunteer with member organizations, or within the Foundation;
b. donors and funders; 

c. all organizations with which the Foundation has a relationship, such as grantee organizations, partners;
d. other employees, consultants and contractors;
e. the Board of Directors

Information obtained through interviews, or other means, must be protected and held confidentially and released only to those persons who have a legitimate need to know. 
In addition, information regarding the funding and financing of the Foundation must not be disseminated by the Advisors to persons external to the Foundation.
Media/Public Discussion 

The CEO, Board Chair, Director of Communications or their designate, shall be the only designated spokespersons of the Foundation.
If a volunteer is questioned by a representative of the news media or the community, the volunteer must refer the representative to the Foundation’s Director of Communications or designate.

All Advisors must exercise the utmost care to avoid inadvertent disclosure of confidential information through public or casual discussion, which may be overheard or misinterpreted. Special care should be exercised when discussing Foundation activities at workshops, presentations or any other venues. If a volunteer is asked to present material at these meetings, he or she should ensure the information presented is not confidential and that disclosure will not be harmful to the Foundation.

E)  INTEGRITY AND RESPONSIBILITY

Ownership

All materials and programs prepared for the use of the Foundation by Advisors during the course of, or as a result of, service with the Foundation, are the property of the Foundation; they cannot be used in any context external to the Foundation without written permission of the Director of Community Initiatives and Grants.

If an Advisor prepares a product for use with community groups, that product remains the property of the Advisor. If Foundation staff provide a copy to other groups, it must always include credit back to the creator and contact information. e.g. marketing checklist, fundraising policy templates, etc.

F)  HEALTH
The Victoria Foundation is committed to providing a safe, healthy and drug-free environment. The Foundation’s aim is to reduce the safety risk by minimizing the potential of substance misuse through increased volunteer awareness and individual responsibility.

Advisors are responsible for reporting to service in a condition that allows them to meet performance expectations and achieve their goals and uphold the reputation of the Victoria Foundation. 
G)  EMPLOYEE RELATIONS

Diversity

The Victoria Foundation is committed to providing a volunteer environment that respects all aspects of diversity. We create an environment that enables all volunteers to pursue their goals free of any form of discrimination or harassment contrary to law that violates personal rights, dignity, or integrity.

Everyone at the Foundation has a role to play in supporting our commitment to diversity and employment equity. Each volunteer, regardless of their position, is responsible for and is expected to treat everyone they meet and deal with while volunteering for the Foundation in a fair and non-discriminatory manner.
Harassment

Harassment is unwelcome conduct, comment, gesture, contact, or intimidating and offensive behavior likely to cause offence or humiliation to any volunteer. It includes, but is not limited to:

· Embarrassing, suggestive or threatening language

· Unwelcome physical contact and or persistent invitations or requests 

· Displays of pornographic, racist, sexist, or other derogatory materials

· Persistent and unwelcome remarks pertaining to a person’s body, attire, age, gender, marital or family status, disability, race, color, sexual orientation, national or ethnic origin, or religion

· Sexual assault

· Verbal threats and abuse, taunting or teasing

Every volunteer is entitled to service that is free from harassment.  If a volunteer experiences harassment while serving for the Foundation, he or she is encouraged to report that harassment to the Director of Community Initiatives and Grants. 
Harassment of any kind by Advisors is prohibited and will result in dismissal as a volunteer.

H)  LENGTH OF SERVICE
Each Advisor will keep and submit a log summarizing the hours and types of volunteer opportunities undertaken during a year. 

The Victoria Foundation commits to invest time and resources for orientation and annual training workshops for all Community Advisors. The expected length of service will be three years, to respect the need for variety of interests and input by both parties. After that time, further retention will be negotiated by the Victoria Foundation with Advisors who have skill sets in high demand, subject to the approval of the Advisor.
I) APPLICATION OF POLICY

Volunteers agree to comply with all aspects of the Code of Ethics policy and to support others in doing so. Any volunteer who knowingly fails to comply with this policy, or its intent, or who knowingly permits a volunteer to fail to comply with this policy, may no longer continue as a volunteer and may be subject to legal action pursuant to the law of British Columbia and/or Canada.


Memorandum of Understanding
I acknowledge that:

· I have read the Code of Ethics and Conduct;
· I understand the Code and agree to abide by the Code of Ethics and Conduct;
· I will execute to the best of my ability the duties and responsibilities when referred to volunteer opportunities as a Community Advisor by the Victoria Foundation; 
· I acknowledge that as a volunteer Advisor of the Victoria Foundation I may have already received and been exposed to, or may in the future receive or be exposed to, confidential information relating to the Victoria Foundation, its employees, donors and funding partners, those individuals and organizations applying for grants through the Victoria Foundation and the granting process itself. 

In this Agreement, confidential information includes, but is not limited to, all forms of personal information as defined in the Personal Information Protection Act, SBC 2003, c. 63, trade secrets and any financial or other business information this is not generally known or made available to the public.

· I hereby agree that I will maintain the confidentiality of all such confidential information obtained by me as a volunteer Advisor of the Victoria Foundation and that I will not use or disclose any confidential information for any purpose other than as may be genuinely required to fulfill my duties as a volunteer of the Victoria Foundation. 
· I acknowledge that my obligation to maintain the confidentiality of all such confidential information shall continue indefinitely and any breach of this obligation may result in termination of my volunteer Advisor relationship with the Foundation and possibly legal action.
· I agree to indemnify and save harmless the Victoria Foundation from any and all liability arising from my own negligence, including any negligent advice, and as a result of any other action by me which breaches the Victoria Foundation's code of ethics.  This indemnify shall be as against all such liabilities, inclusive of all actions, proceedings, claims, demands, damages, allowances and expenses incurred in connection therewith, including legal expenses incurred by the Victoria Foundation on a special costs basis.

[Please sign and date below and return to the Director of Community Initiatives and Grants.]
Advisor: ____________________________________    Date: _______________________
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