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CODE OF CONDUCTS for
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The DOs must follow”

+ Do comply with all applicable legal requirements.

+ Do seek approval from the Executive Director or Resource Coordinator if planning to
offer a gift to someone.

+ Doregister any hospitality (meals or entertainment) provided above BDT 1,000in
value (per individual event) with the People Department.

+ Doraise concern with your supervisor if you see something with which you are not
comfortable.

+ Do followthe organizational procurement policy and guidelines when purchasing
any goods orservices.

+ Do communicate with suppliers clearly on supply methods, responsibility and let
inform the supplier on Child Protection Policy

The DQO’s should follow:

Do arrive early. You will be remembered for answering your phone at 9:01 a.m. in a
world where tardiness is common...especially in cities.

Dobe willingtoengage acoworkerwho asksforyour help. Use the opportunityto stand
out and share the knowledge you learned as a Husky. Don’t be annoyed by their
guestions.

Do create a proper personal email address. Depending on your profession, you will most
likely have to correspond with your coworkers after work and on weekends. Replace
foxychick123 with a professionalusername, such asyourfirstinitial and lastname.

Do jump at the chance to complete a new task. Your coworkers likely gave it to you
because they have confidence in your abilities, not because they have time to dish out
so-called busy work.

Dobeflexible. Sometimes a project calls for earlier or later hours; be OK with adjusting
your schedule accordingly.

Doworkonholidays. This might notbe anissue for every profession. Butifitis, you will
be rewarded in the long-run for missing the family barbecue on Memorial Day.

Do keep an eye on your personal budget. Just because you have anincome now doesn’t
mean you should make it rain all in one place. Invest for your future.

Do be open-minded. In your work and in your communications.
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The DON’T’s must follow:

+ Do not accept bribes or kick-backs.

+ DonotacceptagiftoverBDT 1000.00invaluewithoutsubmittingagiftregistration
to HR Department.

+ Donotofferagiftoranyotheradvantagetoacounterpart, stake holdersor
beneficiaries

+ Do notdisclose confidential personal or business information unless for statutory or
approved business reasons.

+ Donotparticipate in price fixing orexchange sensitive information with competitors.

+ Donotdiscriminate based onage, culturalbackground, disability, family status,
gender identity, language diversity, marital status, nationality or ethnic origin, race,
religion, political opinion, sexual orientation or social group.

+ Donotdisrespectcolleagues orbehave in any way which can be construed as
bullying, intimidation or harassment, whether by physical, sexual, verbal, non-verbal
or written means.

The DON’Ts should follow:
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Don’t “Reply All” to an email chain. Understand the differences—and repercussions—
between “Reply” and “Reply All” to avoid humiliation.

Don’t have a personal conversation at your desk. Find a conference room/vacant
hall/veranda to discuss your personal business with your best friend, sister, significant
other, or landlord (or anyone who isn’t related to work, actually).

Don’tbring your personal emotionsinto the office. Your desk neighbor doesn’twantto
hear your sob story from your family or weekend tours, so leave that at the door.

Don’t gossip about fellow coworkers...or your boss. You’re not hurting anyone but
yourselfwhenyoudo. Betteryet,don’tbe sointolerable that people gossip about you.

Donotwearweekend attire tothe office. Save the croptops, flip-flops, and see-through
shirts for the weekend. No one will take you seriously if you don't.

Don’t apply for a job you don’t want. It will be a waste of time for both parties if you
meet the employer for an interview and initially know you will decline the position.

Don’t forget that at work socials, you're still at work. Be careful not to overdo it if
alcoholis being served, everyone will know why you “called in sick” the next day.

Don’t be nervous, but also don’t overstep your boundaries. You should express your
opinions, but keep them G-rated.

Don’tforgetanumbrella/raincoat. Sittingin wet clothesalldayis notfun. Keeplnggpalr

of shoes under your desk also proves helpful. AN
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