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TERMS AND CONDITIONS FOR
THE SUPPLY OF GOODS AND/OR SERVICES

DEFIMITIONS AND INTERPRETATIOMNS
Defined terms
In these Conditions:

“Authorised Representative(s)” means those persons specified in the Order by the Buyer and the
Saller;

"Buyer™ means the purchasing entity specified in the Onder;
"Conditions" means the standard terms and conditions of purchase sai out below,

"Goods™ means the goods (including any instalment of the Goods or any part of them) described in the
Ordier;

"Order”™ means the Buyer's purchase arder to which these Conditions are annexed;
"Price™ means the price of the Goods andlor Services specified in the Crder;
"Beller” means the selling enlity specified In the Order;

“Services" means the services [or any part thereof) described in the Order; and

"Specification” Includes any plans, drawings, data or ather information relating 1o the Goods andfor
Sarvices (if any) inchedad within or annexed to the Ordar,

Headings
The headings in these Conditions are for convenignce only and shall not affect thelr interpretation.

BASIS OF PURCHASE
Offar to purchaselacquire

The Order constitubes an olfer by the Buyer o purchase the Goods andior acquére the Services subject
to thesse Conditions.

Application of Conditions

These Conditions shall apply o tha purchase by tha Buyar of tha Goods andior Sarvices from the Ssllar
ta the exclusion of any other terms and conditions on which any guoiation has been given to the Buyer
or subject to which the Order is accepied or purporied to be accepted by the Saller,

Variations to an Order

Mo variation to the Crder or these Conditions shall be binding unless agreed In wriling between the
Authorised Representatives of the Buyer and the Saller.

Responsibility for Ordars

The Buyer will not accept responsibility for any Order unbess it is duly signed by the Authorised
Representativa of the Buyer

SPECIFICATIONS

Quantity, guality and description

The gueantity, quality and description of the Goods and Services shall, subject as provided In these
Conditions, ba as specified in the Order andlor in any applicable Specification annexed to the Crder,

Compliance with Spacifications

The Saeller shall comply with all Specifications (i any) concerning the manufaciure, packag
and delivery of the Goods and the perffarmance af the Services. =
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33 Property of Buyar "
Ary Specification supplied by the Buyer to the Seller, or specifically produced by the
Buyer, together with the copyright, design rights or any other inteflectual proparty right of right of &
similar nature in the Specification, shall be the exciusive property of the Buyer and shall be returned to
the Buyer in good arder and condition on delivery of the Goods or upon the provision of Services (as
the case may ba) If the Buyer o0 requests. The Seller shall not disclose any such Specification to any
third party of use any such Specification except to the extent that | is or becomes public knowledge
through no fault of the Selier, or as required for the purpose of the supply.
3.4 Marking and packaging of Goods *
The Goods shall ba markad in accordance with the Buyar's instructions and any applicable regulations
or requiremants of the carrier, and properly packed ang secursd so as o reach their destination in an
undamaged condition in the ordinary courss.
INSFECTION AND TESTING
4.1 Inspection of Seller's premises *
The Buyer shall have the right fo enter tha Seller's premises o
{a) inspect the manufacturing faciifies and the equipmant used by the Salier in the manufaciure of
the Goods:;
b take samples of the Goods specified in the Order;
{ch inspect and take siock levels of raw materials, the Goods or packaging.
4.2 Results of Inspection *
If following an inspection, the Buyer reasonably considers thal the Goods are not or are not likely to be
as commitied to under Condition 9, the Buyer shall inform the Seller and the Seller shall immediatahy
take such action as is necessary o ensure hal he Goods are or will be s commitied io under
Condition 3. The Buyer shall have tha right o re=conduct Inspections and take further samples after the
Seller has camied out its remedial aclions,
413 Liability of Sellar *
Such Inspection or tesling shall not relieve the Sefler from responsibility, Eabilily, andior such
guaranises as may be arranged, nor be interpreted so0 as in any way 1o imply acceptance of such
Goods and materials,
5. PRICE
4 Calculation of Price
The Prica shall b¢ as stated in the Order and, unbess otharwise axpressad in the Onder or agreed in
writing, shall ba:
{n} exciusive of any applicable value added tax or any tax of similar effect (which shall be payable
by the Buyer subject to receipt of a VAT imvoice or an involce of similar effect); and
{bi inclusive of all charges for packaging, packing, shipping, carfage, insurance and delivery of the
Goods to the delivery address and any duties, imposts or levies other than value added tax or a
tax of similar effect,
5.2 Increase in Price
Mo increase in the Price may e made (wheiheér on account of Increased malerial, labowr or transport
costs, fluctuation in rates of exchange or otherwise) without e prior consent of the Buyer in writing.
b TERMS OF PAYMENT
.1 Invoices
The Seller shall be entiled to invoice the Buyer on or at any time after delivery of the Goods or the
performance of the Services (as the case may be) and each invoice shall quote the Order number.
2
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6.2 Payment
Uniess otherwize expressed in the Order ar agreed in wriling, the Buyer shall pay tha Price by way of
electronic fransfer to the bank account of the Saller within 30 days after the end of the month of receipt
by the Buyer of a proper invoice,

6.3 Set off
The Buyer shall be entitied to sat off against the Price any sums owed to the Buyer by the Sealler.

64 Instalments *
In the case of Goods or Services delivered or provided in instalments, each instalment shall be invoiced
separately and the period agreed for payment shall Bagin fo run from the date an which esch instaiment
of Goods |s defvered or upon the date on which each instalment of the Servces is provided o the
Buyer,

T DELIWERY

7.1 Date of delivery
The Goods shall be delvered 1o, and the Services shall be performed at, the address shown far
delivery in the Crder on the date or within the period stated In the Order,

T.2 Packing note
A packing note quofing the number of the Order must accompany each delivery or consignment of
Goods and must ba displayed prominanthy.

7.3 Rejection or acceptance of Goods or Services
The Buyer shall ba entilled 1o reject any Goods delvered andfor Services provided which are not in
accordance with the Order, and shall not be deemed (o have accepted any Goods andfor Services undil
the Buyer has had a reasonable time o inspect the Goods andfor Services following delivery or
provision (as the case may be) or, Iif later, within a reasonable fime afer any latent defect in the Goods
has become apparent,

T4 Buyer's redrazs *
If the Goods are not delivered on the due date or Senvices are nol pravided within the time specified in
s Oirder or {if none) within a8 reascnable time from the date of the acceptance of the QOrder then,
wilhiowt prejudica to any other remady, the Buyer shall be entitled o
{n} deduct from the Price or (if the Buyer has paid the Price) lo claim from the Seller by way of

liquidated damage for dalay, 1% per cant. of tha Price for avery waek's dalay, up 1o a maximum
of 5% par cant.; or

ihi cancal this Order withoul redress subject to Conddtion 7.3.

7.5 MNotice of delivery date *
Where the date of delivery of the Goods or the parformance of the Servicas is to be specified after the
placing of the Order, the Seler shall give the Buyer reasonable notice of the specified date,

16 Return of packaging or packing materials *
The Buyer shall not be cbligad to refum 1o the Sallar any packaging or packing matarials for the Goods,
whadthar or not any Goods are accepled by the Buyer,

o RISK AND PROPERTY

8.1 Risk y
Risk of damage to or loss of the Goods shall pass to the Buyer upon a
the Goods 1o the Buyer in accordance with the Order, '
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Titla

The lille in the Goods shall pass fo the Buyer upon delivery, unkess payment for the Goods is made
price 1o delivery, when # shall pass to the Buyer oncs paymant has bean made and the Goods hava
been approprialed fo the Order,

COMMITMENTS AND LIABILITY
Seller's commitments as to Soods
The Seller commils to the Buyer that the Goods:

{n} shall be of satisfactory quality and Ffit for the purposa Tor which goods of that kind ane commanly
supplied;

{hi shall bz of satisfactory appearance and finish;

(3] shall be free from minor defects;

{d) shall be safe and durable;

(e} shall correspond with any relevant Spacification or sampla; and

in shall comply with and shall confinue 1o comply with provisions and requiremants applicabla o
the sale of the Goods and where appropriate 1o the design, manufacture, packaging, packing.
dalivery, supply and use of the Goods (whether adpressly or by implication) of any legisiative
order, directive or regulation or relevant industry standard in farce at the time of delivery of the
Goods,

The Saller commits that the Goods shall be sacurely packed, The Seller shall be liabée for any damage
to Goods caused or condributed to by faulty packing.

Buyer's remedies

Without prejudics to any ather remedy, If any Goods or Services are nolt supplied in acconrdance with
the Order and/or Specification, then the Buyer shall be anfitied:

{a) to require the Seller io supply replacemeant Goods or Services in accordance with the Order
andfor Specification within seven days: ar

{b) at the Buyer's sole option, and wheather or nod the Buyer has previously required the Seller 1o
supply any replacemsant Goods or Services, to treat the Onder as discharged by the Seller's
breach and reguire the repayment of any part of the Price which has bean paid,

Seller's commitments as to Services *

The Seller commils 1o the Buyer that the Services will be parformed by approprately qualified and
trained parsonne! with due care and diligence and to such high standard of quality as it is reasonabbe
for the Buyer o expect in all the circumstances. The Seller further commits that the Services comply
with and shall continee fo comply with provisions and reguirements applicable fo the supply of the
Senices (whether expressly or by implicafion) of any legislative order, directive or regulation or ralevant
industry standard in force at the time of provision of the Sarvices.

Indemnity *

The Seller shall indemnify the Buyer in full against all kabdlity, joss, damages, cosls and expense
(inchuding legal expenses) awarded against or incurred or paid by the Buyer as a resull of or in
canneclion with:

(2] breach by the Seller of any of the commitments set out in Condition 9 andior these Conditions;

b} the Seller being unable 1o deliver the Goods as a resull of the imposition of expon Boence
requiremants or the cancediation of any Import licence; p—

(] any claim that the Goods or Services infringe, or theis D
patent, copyright, deshkgn right, trade mark or other iptelfiett ”
nature, of any ather party except to the extend that i
Specification supplied by the Buyer;

ik b right of & similar
mipliance with any

4
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(d) any act or omission of the Seller or its employees, agents or sub-contractors In supplying,
delivering and (where appropriate) instafling the Goods;

) any act or omission of any of the Sefler's personnel in connection with the perdformance of the
Sandices; andlor

if any Injury o any person or damage o any property caused directly or indirectly by the Goods
2= a resull of an Inherant vice or by reason of faulty design materials or workmanship or as a
result of any breach by the Seller of any sfaiutory duty laid upon the manufaclurers or suppliers
of any artlicle for use al work or if the Seller or any agent or servant of the Seller causes or
suffers any injury or damage on the premises of the Buyer in performance of the Crdar or any
other loss or delay, direct or ndirect, whether arising out of contract or negligenca causad by
thia Salkar.

Force majeurs *

Subject to the provisions of this Condition 9, and provided each parly has complied with the prowisions
of Condition 9.7, neither the Sellar nor the Buyer shall be liable to the olher or be deemed to be in
breach of the Conditions by reason of any delay in performing, or any failere to perform, any of ls
chligations in relation 1o the Goods or the Services, if tha delay or failure arose from or was aftributable
to acts, events, omissions, or accidants beyond that pary's contral, ("Forcs Majeuns Event™) including
without [imitalion acis of God, fire, flood, earhquake, stom, epidemic, war of national emergensy, acls
of terrcrism, civil disfurbance, explosion, inability to procure or delay in peocuring eguipment and
materials, strike, lock-oul or labour dispute.

Action on occurrence of Force Majeura Evant *
Any party subjact to.a Forca Majeura Event shall not be in breach of these Conditions provided that:

i} it promptly natifies the other party at the email address specified in the Ordar of the nature and
axtent of the Fosoe Majeure Event,

ik it could ned have avolded tha effect of the Force Majeure Evend by laking precaubions which,
having regard to all the mastters known to it befare the Force Majeuns Evant. it cught reascoally
to have taken, but did not; and

{c) it has wsed all reasonable endeavours o mitigate the effect of the Force Majeure Event and to
camy out its obfigations under these Conditions and the Order In any way that is reasonable
practicabla.

Buyer's remedies

Fallure an the Seller's past to perform any part of the Order by reason of any event or cause specified
of envisaged under Condifien 9.6 shall allew the Buyer complete discrefion to suspend or cancal the
Order without any liability to the Seller for payment,

Defects in Goods *

i within 12 months after the Goods have been put into use any defect in the Goods shall be discoverad
or arise under normal use attributable in the Buyer's reasonable opinion to faully design, malerials or
workmanship ar latent defect caused by damage in fransit:

{a) the Seller shall remedy the defect al the Buyar's oplion alher by replacement or repair al the
Seller's own axpanss;

(k) the Seler shall not be entitied lo reject any claim ariging within the period on the basis that
motice under this Condition was given oulside the specified period, and

{c) the provisions of these Conditions shall apply 1o any Goods so replaced or repaired and shall
be effective from the dale of such repair or replacement.

EELLER'S COMMITMENTS

Labour standards

The Seller commits o the Buyer that the Saller oparates s Dusmess
trading conventions of the International Labour Organksation ang '




CAF D Trocamwe

{n} empioyment is freely chosen, and hat there is no forced, bonded or voluntany prison labour.
Workers are nof required fo lodge "deposits™ or klentity papers with the employer and are fres
to beave employment afier reasonable nodice;

1)) warkers, wilhout distinction, have tha right t2 jein or form trade unsons of their own choosing
and to bargaim collectedhy;

ich working conditions are safe and hyglenic, and access will be provided o clean loilet facilities
and patable walas

{d) they will nol engage in any peactice that s inconsistent with the [nternational Labour
Cirganisation [ILO} Convention an the Rights aof the Child;

(e} the minimum admission for employment or work shall not be less than the age of complaton of
compulsory schoaling;

i all young workers will be protecied from parforming any work that is likely 1o be hazardous, or
to interfere with the child's education, or that may be harmful o the child’s health, physical,
mental, social, spiriteal or moral development;

izl wages and benefits paid for a standard working weak mest, af 8 minimum, national legal
standards or industry banchmarks, whichewver is higher. Al workers shall be provided with
wiritten and understandable information about their employment condiions in respect to wages
befare they enter employmant,

{h] wearking hours comply with nadional laws and are nol excessive;

(i) ne discriminalion & practised and, in parlicular, there Iz no discrimination ko hirng,
compensalion, access ko training, promotion, termination or retirement basad on race, caste,
national origin, religion, age, disabllily, gender, marital states, seweal orientation, uwnion
membership or political afiaton;

i3 regular employment s provided, and the work performed s on the basis of & recognised
employment relationship established throisgh national Bw and practice. Obligations to
employeas under labour or social security laws are not avoided theough the use of labour-only
contracting, sub-contracting or homea-working amangaments,

ik} no harsh or inhumana treatmant s allowed and physical abusa, the threal of physical abusa,
seual or other harassmeant and verbal abuse or ather farms of intemidation ara prohibited.

10.2 Environmental standards *

The Seller commits that it operates an efficient system of waste management under which waste s
minimised, items aré recycled whenever practicable, and effective confrols of waste In respect of
ground, air and water pollution are adopted, In addition, the Seller commits thal unnecessary use of
malerials is avoided, and recycled materials ane used whanever appropriale.

11. TEREMINATION
1.1 Termination of Orders

The Buyer shall be entiied to cancel the Order in respect of all or part only of the Goods andlor
Services by giving nofice to the Sellar at any tima prior (o delivery or pardformance (as the case may ba),
in which event the Buyer's sola liability shall nol excead the Price lass the Sallers net saving of cost
ariging from cancellation. In addition, the Buyer shall be anlitied o terminate the Crder withoul Babidity
to the Seller by giving notice to the Saller at any time if:

EA] thie Seller makes default in of commils a breach of the Order or of any of s obligations
hereunder, or if the Goods are, or prove to be, dafective, do not comply wilh the Onder, or any
Conditions thereof, are broken or not completed by the Sellar, or it i clear the Saller will be
unabla to complate part or the whole of the Order;

b} the Sallar makes any voluntary arrangement with (ks creditors o HHWE a cmman;.'} becomes
subject to an adminkstration order or goes inlo liquidation (othens 2
solvent amalgamation or reconstruction):

4] a receiver, administrative receiver or other similar officer i5 appbl
or assats of the Seiler; |H
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{d the Selber ceases, of threatens 1o cease, bo cary on business;

(e} the Seller is subject to any othar similar event or procesedings as sef cul In this Condition 11;
in any of the Saller's commitments sel ouf in Condition 10 are or become false,

izl the Saller subconlracts the Order withoul the prior written consent of the Buyer,

ihj the Sellar s or becomes engaged in fraud, corruption or the support of terrorism;

(il the Buyer reasonably apprehends that any of the events mentioned above Is about to ccour in
relation to the Seller and notifies the Seller accordingly.

1.2 Raturn of Goods
Where the Buyer is entitted to terminate under this Condition, and the Goods have been delivared, the
Buyer shall have the right to return the Gaods al the Seller’s risk and expense.
12, CONFIDENTIALITY AND ANMOUNCEMENTS
12.1 Confidentiality *
Subject to Condifion 12.2, both parfies shall treat as sirctly confidential:
i) the axistence, provisions of subjact matter of the Order, and any Specifications);
(b} the negatiations relating to the Order;

(5] all informaton received or cbtained as a resull of entering nto or perfarming the Order which
retates to the other party; and

(d} tha other party's know-how,
lngether "Confidential Infermation”.
122 Exceptions *

Either of the parfies may dischose (including by way of press or public announcement or the Issua of a
circular) any Confidential Information if and to the extant the distosure i

{a) approvied by the other party in writing In advance;
{b) required by the law of any relevant juriadiction or by a courl of competent jurisdiction;

(e} lawfully required by any securities exchange or regulatory or govarnmantal body 1o which aithar
party s subject or reasonably submits, wherever situated;

(d disclosed to the professional advisers, auditors or bankers of the Seller or any other member of
the Seller's group, or the Buyer or any other member of the Buyers' group subject to the
condition that the party making the disclosure shall procure that those persons comply with
Condition 12,1 as if they wera parties to the Ordar;

{2} disclosad io the officers or emplovess of the Saller or any ofher member af the Selier's group
or any other member of the Buyer's group (in the case of the Buyer) who need o know the
information for the purposes of the transactions effected or contemplated by the Order subject
to the condition that the party making the disclosure shall procure that those persons comply
with Candition 12,1 as if they ware parties to the Order;

(£ of information that has already come info the public domain throwgh ne fault of that party; or

izl of information of the kind referred 1o in Condition 12.2{c) which Is already lawiully in the
possession of that party as evidenced by its or its professional advisers’ writien records and
which was not acguired directly or indirectly fram the other party 1o wham it reates,

provided that any nformation disclosed pursuant 1o paragraphs (b} or (o) shall be disclosed only afier
natice 1o the othar party (except where that notice is prohibited by lew) and the disclosing party shall
take reasonable sleps to co-operate with the other party regarding the condent, timing and manner of
that disclosure or any aclion which any of them may reasonably elect Ia ake lo.chaflenge legally the
validity of that requiramant. P
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ADVERTISING OR PUBLICITY

Meither the Seller or the Buyer shall make public reference fo the existence or terms of thesa
Conditions or the Order, or include the other's name in lists of references without the prior writien
approval of the other. This prohibifion inciudes use of the other party's name, trademarks. serca
marks, lagos, or any other reference 1o such other party, directly or indirectly, in any adverlising, sales
praseniation, news redease, release to any professional or trade publications, promotional materials, or
packaging or for any other purposa, Either party may, however, Include the other party's name in
intfarnal business plamning documents and whenever required by legal, tax, accountng, securities
exchange, or reguialory requiremants,

DATA PROTECTION

Compllance with legislation

The Seller shall comply with the provisions and obligations imposed on it by any applicable data
pratection legisiation.

4.2 Return of Personal Data *
All information relating o an identifiable individual or legal perscn, (for the purposes of this Condition
14, "Personal Data™), acquired by the Saller from the Buyer shall be returnad or dalated (st the option
of 1he Buyar) an redguest,

15. DISPUTES

15.1 How disputes will ke hamdled
Ary dizpute from time io fima shall be traated in accordance with the provisions of this Condition 15,

152  Authorized Representatives to attempt to resolve Dispules
The Authorised Representatives are and will remain authorised 1o settle a dispute on bahalf of the party
thay represant. Lipon a dispufe arising, the Authorised Representatives shall, as soon as reasonabiy
praclcable and in any event no later than 7 days after a written requasi from either party o the ather,
mest in good faith and use all reasonable endeavours 1o rescive the dispute.

153 Authorised Representatives not available
If an Authorised Representative is unable to attend a mesting hald pursuant to Condition 15, the party
they represent may nominale a substitute 1o attend provided the substitute has at least the same level
of sersority of managerial or directorial responsibility as the parsan they are replacing and is authorised
o setthe the relevant dispute on behalf of the party they reprasant.

154  Compromise agreemant after resolution by Authorised Representatives
i the Authorised Representatives reach agreament on the resolution of the rebevant dispute, the parties
will each procure that the agresmant is reduced 1o writing and signed by their respective duly
authonsed representative at which time it shall be and remain binding on the partas.

15.5  Initiation of court Proceedings
Meilher party may initiate any courl proceedimgs unkil the provisions of Condition 15 have been
complied with and the parties have falled {o reach agreement provided that a period of at least 14 days
has elapsed since the relevant meating of Authorised Representatives.

156 Injunctive relief
Nathing in hes Condition 15 shall prevenl any party from saaking injunctve or ather amergency ralkal
against the alther at any fims,

[ GEMERAL

1a.l Subcontracting
The Sallar may not subcontract the Order without the prior wriits Buyer, not io be
unraasonably withheld, provided that the Seller guarantees the he obligations of the
subcontractor, ;

B
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Entire agreemant

These Condiions and the Order represent the whole and only agreement between the parties in
refation 1o the subject malter of the Order and Condilions and supersede any previous agreemant
whether wrilten or oral babhween all or any of the parties in ralation o that subjact matter.

Motices

Any nodlice required or permitted o be given by either party to the other under these Conditions or
under the Crder shall be given by emad addressed to the ather party at the emall address specified in
the Order.

Manuals *

The Seller shall supply 1o the Buyer nol later than tha dafa of dalivery or where appScabla the date of
installation of the Goods, adequate infarmalion about tha usa for which the Goods have baen designed,
any operating and instruction manuals, Bsts of recommended spare paris, and any other reguisite
information bo ensure that the Goods will be safe and withoul health risks when put to use.

Mo assignment *

The Order is personal o the Seller and the Seller shall not assign or purport to assign to any other
person any of its rights or obligations under the Order,

Waivers

Mo walver by the Buyar of any breach of this Order by the Saller shall be considered as a waiver of any
subsequaenl breach of the same or any ofther pravision.

Imvalidity *

If any provision of these Conditions is held by any compatent aulharty 1o be imalid or unenfosceable in
whole or in part the validiy of the other provisions of these Conditions and the remainder of the
provishon in question shall not be affected thereby,

Goveming law

These Condiions shall be governed by the laws of the country o which the Goods are to be delivared
andlor the Services are to ba provided, as sel out in the Order, to whose non-exclusive purisdiction the
pariies agres io submit.

Supplier Authorized Representative

OTHERwise Research Lid.

................................................................................. have read and undersiood the above

CAFOD supplier code of conduct and CAFOD Terms and Conditions, We commil and pledge to uphald it in #s
gntirety without any aflerations,

Signed on behaff of the vendor.....

Date
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Cathalic Agency for
Cwarseas Developrnant

SAFEGUARDING IN CAFOD

irrespactive of pendar, disability, age, race, ethinlc origin, natlanallty,

fure, sexual orientation, political or refiglous ballef.

Safeguarding |5 the responsibility that CAFDD has to make sure aur representatives and activities promote the welfare of people
[especially children and adults with specific vulnarahilities) in the commaunities whare we work ard do nat expose them to the risk of
harm and abuse, including sexual exploitation and abuse, Our safeguarding measures seek to prevent situations where individuaks can
use their position of power te sbuse or explalt anathear person.

Saleguarding is & shared responsibility, with all parts of the organisation and all levels of staff invohed in ensuring a welcoming,
inclusive, dignified and safe ervironment for those who come into contact with us.,

How 1o rapart & concernm

If yoie hiave any concerns atall -
dan't wait 1o have the whole pictura
and don't mestigate furties.
Record the information and report
any suspicions of Mlagations of
atnrie, exploliatian or Breach ol
safepuarding palicy through one of
the follewing channeals, within 24
Moura:

®  Log it through our feedback &
|:|:||'r:|.1|uinl.: web platform:
cafod.ethlcspoint.com

=  Lontact the Country Representative
(Myika Musiyazwirryn,
#211913130316) «3119336303LE)
or sanior manager

#  Epaskto one of the Safeguarding
Tearm [Sankd Pritchard, Carodine
Malyanya or Karen Livingstone,
contact detaily om naxt page|.

Amyana who beings concams ar
allegaticns to the attention of
CAFOD will be responded to
sengitively, respacticlly and
serigusly,

The manager and Safeguarding
Team will se2 that a saleguarding
case maating is hald within 24
haorrs,

CODE OF BEHAVHDUR FOR STAFF, VOLUNTEERS AMND VISITORS

CAFOD"s Code of Behaviour sets out what Is expecied of you at all times. in relatlon
towiards  our  conduct  Towards others,

Representatives of CAFOD must: v

Rapreseritatives of CAFOD maest not:

Ensure their personal end professional conduct is, and |5 sean 1o be, of the kighest
standards and in keeping with CAFOD's Vislon, Misskon and Values and does not
bring CAFOD inta digreputa,

Act in good faith and treat other people with dignity and respact, without
diserimination, harassment, abuse or neglect.

Take reasonable action to protect others from harm and to challenge infringements
itte the rghts of others,

Engure contact with children, young people and vulnerable adults (whether by
phone, saline or direct contact] (s supervised, accompanisd, or al least b sight of
ather adults,

Chaliange bullying and ehild-to-child abuase bnoall it forms,

x

Use their position of power to exert presgure, gakn economically, professionally ar
sexually, or extract or accept favours. bribes, gifts or other forme of personal
anrchmant,

Enter into a sexual relationship with any member of @ community or partner
arganisation we assist and with whom we hold a position of power ar autharity,
Engage in any type of sexual relationship with any person under the age of 18,
Exchange maney, employment, goods or sarvices for sex, including sexsal favours
or other forms of humiliating, degrading or exploitative Behaviour, This includes the
exchange of sexual Favours for sssistance that B due to communities we asdist or
partners we work with,

Physically abuse children |[even where this s culturally acceptable).

Use the organisation’s computers or ather eguipment fo view, download, craate or
distribute inappropriate materizl,

& child &5 anyone under the age of 1E. This is irrespective of local country definitans, ncluding legal delinitions, of whean a child reaches
adulthood.

A vulnerable adult; CAFDD's policy recognises that every adult (person aged 18 years or over} could be subject to harm or expioitation
based on thelr age, gender, sexual arentation, health, social or econamic status as well a5 relationships of dependency andf or hierarchy
they ara in. Specific vulnerabifity is attributed to persons who are, ar may be, In need of community care servoes by reason of mental or
other disability, age or liness; and who are or may be unable to take carne of themsahes, or unable to protect themsehes from the risk or
experance of abuse or naglect.




ADDITIONALLY, IF ¥OU ARE VISITING A SCHODL, CL LM L.,
CAFOD'S WORNK, RENM EMBER:

If you are @ member of staff or a volunteer, check with your manager #HEhecyou need any enhanced safeguarding checks, for
examiple palice checks (DBS in tha UK). If you are a visitor to CAFOD, please check with your CAFOD contact person,

s You should always be accompanied by a staff membar of the school or partner organisation.

= Abways ba in view of another adult when with a child, in 2arshot when on the phone to a child and copy your line manager into
emails with children.

= Maintain professional boundaries with children. Do ot sesk to make centact or spend tirme with any child with wham you come
inta contact as a part of your work with CAFQOD except as part of the designated activities set gurt in the rola, This indudes over
email and social media.

= [Discourage children baing used far takenistic digplays to funders and visitars, and aspecially take care to avadd the identification
af any children as recipients of aid in ways which could embarrass or humiliate tham.

*  Besensitive to the unwritten laws of personal familiarity in lainguage, conversation, and physical intimacy, and cbierve them. Be
aware that any cross-gender touching at &l might be considered Inappropriate.

= [ress bn cultweally appropriate wiys.

= Stop any interaction with a child if a child says stop, or if the child appears uncomfortable with the interaction,

= Do not use any physical force on any child znd use non-physical methods of discipline,

s Do not hire children as domestic workers or for any exploltative labour,

GUIDANTE ON COLLECTING AND PUBLISHING IMAGES AND INTERVIEWS OF CHILOREN

Allintervinws and images of adults and children must be undertaken with sensitivity and reflect our commitment to the persen's right
to dignity, privacy and confidentiality. Pictures af childoen will be decent and respectiul. You should always get infarmed consent from
parents and children wnder 16 for all interviews, pictures and film we wse and take cara to protect childran's identity. Unless children
over 16 have additional needs, they shauld be considerad competent and mature ensigh to give informed consent and follow safety
guidance. Ensure you use CAFOD's forms for written or verbal consent. See CAFOD's social media guidelines for information about
digital communications,

Pugils from
Don't take photos if you have doubts as to whether the picture will JENE 5,
preserve the child's dignity. Do not ever take photas of noked children Wzl
or adults, h

Information which could be wsed to identify a child should not be
published, You may only use two identifiers. Far example, if you
publish a child's photo, you may only use their first name OR school,
MWOT beth. Combinations of infermation that are identifying. may net
be stored together. For example, images will not be stored with
surnames and geographical lscation,

Same countries may have specific legistation around use of images 3o please check with the programme officer o partner,

FURTHER INFORRMATION

CAFOD's full policies, including translations, are available at www.calod. orguk, Il you are o member of stafl, look at the Ask
Safeguarding page on CAFCHD Connect. if vou are 3 visitor, please ask vouwr CAFOD contact pearson for relevant documents,

Far further information or advice on any aspect of safeguarding in CAFOD, contact:

= Sonla Pritchard, Global Safeguarding Adwisor: sgeitchard@cafod ong.uk; +&4 (07736584032

= Carcling Malyanya, Safeguarding Advisor-Africa; cnalyanys@cafod ong.uk; +254724 255503

= Nyiks Musiyarwiriys, Country Representative, CAPOD and Trdcaire in Partnership, South Sudan; +211 012 120 316/4211
522 620 216

= Kade Betty Kenyl, Programme Officer — Protection, Wamen Empowerment and Peacebuilding, South Sudan; +211 924 684
To0
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Cwarsaas Developmeant

Supplier Authorized Representative

we.... OTHERwise Research Lid. | have resd and understoad the above

CAFOD Safeguarding Policy, We commit and pledge to uphold it in its entirety without any alterations.

Sapned an behalf of the umur_._é‘g;: ...............................................

pate... 27 _MNovember 2025
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MINIMUM ETHICAL CODE OF CONDUCT FOR SUPPLIERS

Suppliers adopking this Code of Conduct shauld eommit b continuaus i

the labour and environmental standards specified, both in thelr avwn companies and those of their suppliers.

LABOUR STANDARDS: The labour standards in this code are based on the conventions of the International
Labouwr Organisation (ILO}.

1. Employment is freely chosen:

= Theare is no ferced, bonded or involuntary prison abaur,

=  Waorkers are not required to lodge " deposits' or thelr identity papers with the employer and are
free bo leave their employer after reasonable notice,

2. Freedom of assoclation and the right to collective bargaining are respected:

= Workers, without distinction, have the rfght to join or form trade unlons of thelr own choosing
and to bargain collectively,

s Where the right to freedom of association and collsctive bargaining is restricted under law, the
employer facliitates, and does not hinder, the development of parallel means for independent
and free association and bargaining,

3. Working conditions are safe and hygienic.
=  Access to clean ballet facilities and potable water
4. Child labour restrictions

= Suppliers will not engage In any practice that is inconsistent with the International Labowr
Organisation ([LO) Convention on the Rights of the Child,

= The mifimum admission for employmant or work shall not be less than the age of complation af
compulsory schooling. This is normally not less than 15 years, or 14 where the local law of the
counkry permits, deferring to the greatest age.

= Al young workers must be protacted from performing any work that iz likely to ba hazardous,
ar to interfers with the child's education, or that may be harmful to the child’s haalth, physical,
mental, soclal, spiritual or moral developmeant.

5. Living wages are paid.

= Wages and benefits paid for a standard working week meet, at a minimum, national legal
standards of industry benchmarks, whichever is higher,

s Al workers shall be provided with written and understandable information about thelr
employment conditions in respect to wages before they enter empboyment,

6. Working hours are not éxcessive.
= Worklng hours comply with national faws,
7. HNo discrimination is practised;

= Thare is no discrimination In hiring, compensation, aocess to training, pramotien, Erminetion or
ratirerment based an race, caste, nationsl edgin, religion, aga, disability, gendér, marital status,
sexual onentation, wnien membership or political affiliatien.

8. Hl:g ular employment |s provided:
Weork parformed must be on the basis of a recognised employment relationship established
through national law and practics.

= DOhligations to employess under labour or social security laws and regulations arising fram the
regular employment relationship shall not be avoided through the wse of labour-only
contracting, sub-contracting or home-working armangements.

9. No harsh or inhumane treatment is allowed:

= Physical abuse or discipiing, the threat of physical abuse, sexual or other harassment and

wirbal abuse or other forms of intimidation shall be prohibited.
BUSINESS BEHAVIOUR

1. The conduct of the supplier should not viclate the basic rights of the Intended bensficlaries.
2. The suppller should not be engaged:

= in the manufacture of arms

# in the =zale of arms to governments which systemabically violate the human rghts of Ehair
citizens; or where there Is nternal armed confilct or major tenslons; or where the sale of arms
may jeopardise regional peace and security.

CAFOD Supgly Chain Manual 1
Annex 17a — Supplier Code of Conduct (Minimum)
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EXCLUSION CRITERIA

a) Suppliers must nol be engaged in any corrupt, fraudulent, collusive or coercive practices.

b} Suppliers must not be bankrupt or being wound up, or having their affairs administered by the courts,
have not entared into an arrangement with credibors, have not suspended business activities, are not the
subject of proceedings concarning those matters, or are in any analogous situatkon arising from a similar
procedure provided for In national legislation or regulations.

¢} Suppliers must not have been convicted of an offence concerning professional conduct by a judgment
which has the force of res judicata.

d} Suppliers must not have bean guilty of grave professional miscondudct proven By any justifiable means.

&} Suppllers mwst have fulfilled obilgations refating to the payment of social security contrbutions or the
payment of taxes in accordance with the legal provisions of the country in which they are established or
those of the country where the contract |s ta be performed.

f} Suppliers must not have been the subject of a judgment which has the force of res judicata for fraud,
corruption, involvement In a criminal organizaticn or any other illegal activity detrimental to the fnancial
interests of the donor.

COMFLICT OF INTERESTS

& contract shall not be awarded to suppliers who, during the procurement procadure for this contract:
« @re subject to & conflict af intersct,
= are guilty of misrepresentation in supplying the Informabion reguired by the contracting suthority as a
condition of participation in the procurement procedure or fail bo supply this information;
= find themselves in ona of the situations of exclusion, referred ta under "ENCLUSION CRITERIAY.

ENVIROMMEMTAL STANDARDS: Supphigrs should as a minimum camply with all statutory and other legal
reguirements relating to the environmental impacts of thelr business. Minimum standards include the following:

1. Wasta Managament:
»  Waste is minlmissed and tems recycled whenever this [s practicabie.
+  Effective controls of waste in respect of ground, air, and water pollution are adopied,

2. Packaging and Papear:
# Undue and unnecsssary use of materfals is avoided, and recycled materials wsed whenever
appropriate,

This Code of conduct, in its entirety, is understood and agreed upon by the Supplier:

Signed an behalf of the Supplier: M o R N I8 T LA B T R L T AN

- oAeanna . Wagner Taone

..................... [T T AT

Titla: Director

i ok e i i P e i i P i A Pk i B e HHE HE RS

27 November 2025

Date:

CAFOD Supply Chain Manual
Annex 1Ta — Supplier Code of Conduct (Mindmum)
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Policy Anti-bribary
Owner Director of Finance, Information and Infrastructure (FIIG)
Version Wi.6 Movember 2021
Approved by Finance, Lagal, Audit and Risk Commitize (FLAR)
Audieneces All CAFOD
Naxt raview dua Movambaor 2022

Policy Statement

CAFDD takes a zero-toderance approach to bribery in all ferms Including fadilitation gifts, payments
and favours, This incdludes overseas offices, partner arganisations and agents,

Bribery cannat bz explained ar justified by local customs.

Actlon will be taken thrawgh lne management, followlng disowssion with the Director of Finence,
Information and Infrastructure and Director of People, Culture and Change, in respect of any staff
member who Fails to adhere ko the policy. External legal action may result in prosecution, fines
and/or prison sentences for both the staff mamber and CAFOD,

Background

Bribery and corruption are found In all counkrigs, They hurt the poor disproportionately, diverting
respurces intended for development and humanitarian assistance and increasing the costs of basic
public services. They undermine econamlic growth and are a barrier to poverty alleviation and good
govemance. Often, bribery and corruption can sggravate conflict and insecurity,

Suggestions that an NGO is linked to bribery in any way can ba damaging to ks reputation and
underrmine the trust and suppart of people and communibies we work with / support, parkness, Ehe
wider public and donors. Public concarn about the impact of bribery and corrupticn is & critical issue
in ullding broad public sepport for aid &nd develogment,

Bribery s also conkrary to commeanly habd values of integrity, transparency and accountability and
&s such undermines arganisational effectivensss,

"Billiowrs Fiowdng o a5 bribes™ Bribery occurs not only Inslde African countries, Far too often, globalty
trading companies also resort to bribery to receive deals with public officials and governments, but
unlike iImpoverished citizens who have to pay bribes to access basic public services, compaenies are
after mining rights, contracts far major construction projects and other deals. Peliticiens in resource
and mineral-rich African countries often become a target of such corrupt bugingss practices,

| Tranisparancy Tnternational, ity 2019,
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Legal Compliance

The Bribery Act 2010 hes reinforced the need far all organisations (including NGOs) bo hawve in placa
offactive measures for preventing bribary. [t also sets out that a UK organisation can ba prosecuted
far bribas ampwhere in tha world, so it is important thak this policy i strictly sdherad to acrass aur
owersaag offices, Further ko this, it s important to note that allegations of or achual bribery at
partner level can negatively Impact CAFOD and, as such, we expect partner arganisations to have
their own pelicies setting out zero tolerance to bribery and, where they do not have such a policy,
wee miest help them to develop one, Ministry of Justice Guidence suggests that erganisations should
perisdically review the sffectivensss of their antl-bribery procedures and adapt them where
necessary. CAFPOD achdeves this through the annual review of the Anti-Bribery policy, and a brbery
rigk réview every two vears, with reporting to FLAR,

Rizk Statement

Due to the nature of our aperations, there |s a medium risk that CAFOD staff and partners will ba
subject bo requests for bribes and/or the temptation to pay bribes or faciltetion payments. The
impact on the organisation of any proven or alleged bribery is high due to the ramifications of the
Bribary Act and the patential for reputational damage.

Policy Datalls

Befinition and examples

"Bribery iz the afedng, giving, accepting or soffciting of any item of value or an advantage o
another person bo induce that person [o impropeny perform a refevant function or activity, or o

reward them for improper performance”
Definitsan taken from Trarsaarancy Intornational’s Daing Business ‘Without Bribery Training

4 bribe can ke many forms and e of any size. Where the offer or receipt is intended for family
or friends, or when bribery tekes place throwgh our partners, conltractors or an agent, it is still
considerad to be a bribe. Inducements can take the form of gifts, loans, fees, rewards or other
advantages.

Gifts and hospitality

In same counltries, gift giving and hospitality are common. Genwing hospitality and the giving /
recelving af gifts are not prahibitsd under the Bribery Act howewer it is important to note the CAFOD
guidelines on antl-bribery when giving or recelving gifts or hospitality.

Payments under duress - extortion not bribery 3

In all cases, the security and safety of staff, partners and représentalives must not be
compromised, Although CAFOD security procedures should minimise the lIkelihood, in some Cases
a payment under duress may need to be made. “Duress” Includes a threat to safety and security
and does not Include the threat of delay or inconvenlence,

A payrment under duress s considered to be extortion and not bribery and shauld be reported az a
security incident under CAFOD's security procedure.
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CAFOD dees not tolerste bribery and does mot accept the argument that in some circumstances
thera iz no choice but te make facilitation paymants or pay bribas either for oparational efficiency
af becauss of the humanitardan iImperative,

daseciabed policies and procedures

Antl-bribery measures are built inke CAFOD' wider framework of working In partnership and
intarnal contrals, including Imn:

= CAFODs Copde of Behaviour and CAFOD's Conflict of Interest Policy: cover conficts of inDerest,
coercion and corrupbion and the behaviours expecied of stalff and sanctions that exist] Eheése are
accessible within SAFOD EthicsPolnt System,

* The Key Travel system asks all staff to confirm that "1 heve read sad understand the CAFDD
Travel, Security and Integrty Palices and considared tha risks of contravening the Bribery Act™,

«  CAFQD's Supply Chain Manual, that covers the rsks of bribery within CAFOD and partner
procurement;

CAFQD's International Partnership Manual, which refers to the international partnership policy in
chapter 1;

= CAFOD's partner assesament toal, the MANGD Health Check, indudes a prompt to programme staff
to discuss a partnarss awarenass of, and approach ko, anti-bribary;

= A dause (s included in all Preject Funding Agreemeants saving that CARQD will comply with the
Urnited Kingdom's Bribary Act 2010, ensuring that effective measures for preventing bribery (wikich
includes the peyment or acceptance of “facilitation™ feas) are in piace and adhered to. By signing
the agreement, partners accept a corresponding commitment not to wse the Grant for the payment
of gither bribes or “fadlitation” fees. The dause Serves to confirm that CAFOD has & Zero-tolerancs
palicy in relation bo bribary.

Policy Dissemination

Thiz policy will be disseminated to all staff and partners, An annual remindar amail, amphagizsing
the Importance of compliance with this policy, will ba sent out by the Director of Finanos,
Information and Infrastructure. This policy is accessible trouwgh CAFDD EthicsPoint System.,

Complianca with Policy

The Director of FIIG is responsible for monitoring compliance. 7 lack of compliznce with this policy
Is identified by any incdividual, please report it Immediately to the Director of FIIG. Any cases
should be signed off by the Director of FIIG and relevant Group Director, If any staff member foels
undier duress to pay a bribe or facilitation paymant or is unsure whether a payment constitutes &
bribe or Facllitation payment, they should contact the Director of Finance, Informatin and
Infrastructure 4or any member of the Internal Audit and Compliance team for advice.

If you hawe any concern regarding the activitees of staff or pariners, this can also be reported
throwgh the CAFOD Whisdebowing Pollcy, which is accessible In the CAFQD EthigsPolnt Systemn,




CAF D

Fs S
Caieiml frameey for ach

beyond re
Crimromns Cowatnprressnt

Trusteses' responsibilities

Trustees are ultimately responsible for reviewing and approving this policy, They must ensure that
CAFDD complies with the law on fraud and fnancial crire and fake all reasoneble steps to ensure
that there 18 no misuse of CAFDD's funds or assets. Trusteess, along with Directors and Senior

Managers, with whosa “consent or connivance the bribery was committed” would also be held
parsonally llable undar the Bribery Act,




Tithe: Dignity in the Workplace

Koy contact HR Advisor

Audience/scope Al staff

Ownar Haad af People

Version W1

Date approved July 2019

Date for review Juby 2022

Variations This polficy is based on UK labour law, however, he principbes apply across

all countries. Local labour [aw showld be checked io ensure compliance.

Pollcy statement

We believe in the intrinsic dignity of every parson. Wa embrace peopls with different backgrounds and
entitias, valwing their contribution fo our Vision, Mission and Valuas. The dignity of every human parson, as
set oul i Catholic social teaching, Is an overriding principle of the way we work, Our people are entitied 10,

o A workplace that promotes equality and diversily

o A workplace free from abuse, bullying, harassment or vicmisation

Dignity, respact and courtasy

Fair reatment and equality of oppariunity

Experience no form of untawful or unfar discriminaton

Faal valued, listenad to and supportad whan they raise concem

Be supporied o recover from harm experienced when these standards are not met

o QO O

o

The Code of Behaviour should ba read in conjunction with this policy. It sels out CAFOD's expaciations of
all its rapresentatives to conduct themselves in a manner that presarves thase principles for avery Individual,
The Faapla Framewors describes the positive behaviours thal wa can axpact from aach other whan we ive
out our values jm the course of our work.

Policy scope and definitions

This policy sats out our commitments in relation bo our arganisation a5 a place of work and is therafore directly
applicable to all our stafl. It sels oul our commitrments in rekation o the following,

%h the Workplace July 2018



Dignity

Valuing and respecting each other, creating a positive and productive environment. Mot
exposing each other to harm in the form of abuse, bullying, harassment or any other conduct
which causes them to be alarmed or distressed. Examples includa;

Behaviour that is offensive, abusive, malicious, insulting or intimidating
Unjustified, repeated criticism.

Punitive measures or changes to duties which are detrimental without reasonable
justification.

Diversity

Recognising, waluing and taking account of people’s different backgrounds. Creating a diverse
organisation, seeking to address under representation of minority groups and hamessing the
knowledge, skill and experience from a range of perspectives.

Equality

Paying attention to ensure accessibility and opportunity for all our people and seeking to
ensure that everyone reaches thelr fullest potential. For example;

Ensuring we select the best person for every role, based only on the regquirements aof the
position,

Ensuring everyone has access to learmming opportunities
Ensuring that our reward structures are fair and equitable.

Legal compliance

We also recognise that m UK law there are characteristics which are specifically protected against
discimination. This s also in retation to an incomect belief or perceplion as well as protecling against
discrimination based on association. The profected characteristics are;

= Age = Disability = Sex (gender)

» Gendar reassignment » Rabgion or Babel = Sexual Crientation

» Race (including nationality = Marriage and Civil * Pragnancy and Maternity
& ethnicity) Partnarship

Digmily i ihe warkolsce July 2019




Policy Principles

= We are commilted to being an inclusive and diverse organisation which celebrates differenca and creates
rafationships of mutual respect. We know that we must act pesiively 1o ensure we work well together and
increase our representation of diversiy,
s We will nal tolerate behaviour that is discriminatory, intimidating, humiliating or causes harm o others.
This includes (but is not imited io) abuse, bullying or harasament of any kind,
= Everyone has a duty to uphald these principles and speak out about negative behaviour and practice {elthar
dirgcily through informal discussion or by reparting them).
* Anyona reporiing unacceptable behaviowrs will be taken seriously, offered confidentiality and protecied from
viclimization as a resuli of thedr dizsclogura,
= Wewill imvestigate concerns ralsed, promply, taking into sccount the wishes of the parsan making the
disclosure
= Deliberately false and malicious daims may constitule bullying or harassment and will not be tolarated.
= Managers have a spacific responsibility and a duty to;
+  Promoting positive action and chalkanging peaple to act in aceardance with
axpectations.
¥ Bupport people to develop thelr knowledge and skilis in these areas, ensuring thal their
team mambers attand the appropriate avwarenase sassions as reguired,
¥ Act quickly to investigate and act when they are made sware of breaches of our
standards.

Avoiding discrimination and promaoting diversity

Discrimination can be direct or indrect. Direct i when a person or group Is ineated less faveurably because
of & protected characieristic and indirect is when a practice, rule or process disadvantages a parson or group
with a protected characlenstic. Sometimes, this can be an unintended impact, 50 it & important we seek to
remove the barriers our people face and work to ensure aquality of cpportunity, This task is broader than
our organdsation, however we will work o increase diversity and improve inclusion wheravar possibla. An
mmportant part of this is being open to fesdback

Unacceptable porsonal behaviours

Wihilst it is important to describe the type of behaviours wea will not tolerate, it s not possible to kst evary action
that will be considered a breach of this policy and the Code of Behaviour. When imestigating concams,
atlention should be paid to the description and examples below slongside our Peopla Fromewedk to
determine if ihe behaviour could reasonable be considerad to have caused harm.

Bullying may ba characterised as offensive, intimidafing, malicious or insulting bahaviour, an abuss or
misusa of powar through means inlendad to underming, humiliate, denigrate or injuna the recipiant.

gty i e Warkplace July 1S




Harassment can be described as unwanted conduct which has the purpose or effect of violating a
person's dignity or creating a damaging, Infimidating, hostile, degrading, humiliating or offensive
aenvironmant For that parsonis. [t may be persistent or an isolaied incidand. It includes acts of a sssual
nature, It cam also take the Yorm of consist of verbal abuse, racist jokes, insensilive commants, ridicule
ar igolation,

Victimisation refers to detrimantal (less favourable) treatment towards someana who has made, is believed
ta have made or about 1o make {or suppart) a grievance or complain. In the UK there is spacilic lagal
protacian for victimisation when somsone raises 8 concermn related to a protected characteristic. False
evidence or allegafions are not proteched.

Bullying and harassment can lake place face lo face, n wrillen communications, visual images, emas ar
phone. Itcan happen to anyone and may happen to a group of people. Examples of unacceplable behaviours
are,

= Unwelcome saxual advances — touching, standing oo close, display of offensive materials, unwanied
advances or asking for sexual favours

s Spreading malicious rumours, or insuling someone

s [werbearing super/sion, misuse of power or undaermining 8 compeiant worker

= Constantly challenging someane or criticising them (in public or privata}

«  Exclusion from group activities

#  Preventing individuals progresaing by intentianally blocking promotion or raining opportunities

= Favouring athers, e.g. providing opporiunities whilsl persistentty ignoring othess

Guidance on raising concerns and making a complaint

Evervone is encouraged o raise issuas, in confidence, with thair manager and where this is not possible with
anciher more senke manager aor HR, The person recelving the information must real the matter serlously,
affering confidantiality. Whan someone raises a concam, thay must rol be viclimised as a result of their
disciosure.

Concems rased with the expressed wish of anonymity will b2 managed using the Whistleblowing and
Complaints policies. Malters where the persan requires a specific responssiresolutian in relation to thelr own
employment, will be managed using the Grievance policy.

Maore information on our commitment o being accountabla fo all forms of complaints can be found in our
Complainis Policy and guidance for managers on Investigating concernz can be found in the Investigation
Guideknes.
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Guidance on applying the Grievance policy

All the principles of the Grievance palicy apply in these instances, however particular care should be taken to
ensure that appropriate support iz given to the person's raising the issue and to consider their wishas in
resohing the matter. YWhers appropriate, stalf should be suppoted (o resabe difficulties infarmakhy and it might
be appropriata to provide help In deing this, such &8 accompanying them fo ralse a matter with & colleague ar
providing mediation to help them work through the issus,

Where it s nol appropriaie or possaible to resolve matters informally and a formal grievance pursued, cara
should be taken to provida both parties with support and tha right to be accompanied o formal mestings. In
same cases, it might ba helpful either during or after the process to arange counselling ar coaching for the
people concemned. CAFOD will cover reasonable cosis where this is appropriate.

Guidance on applying the Disciplinary policy

All the principles of the disciplinary padicy apply where it is determined that disciplinary action is required as a
result of 8 complaint. Individuals subjact to disciplinary proceedings are entitied to the right to be accompanied
al formal meetings and should be provided with additional support a2z appropriata (swch as counsalling).
Disciplinary confidentiality applies and thersfore the oulcome of proceedings will nol be direclly reported back 1o
the staff who made tha initial discourselcomplaint. However, care will be taken o suppeorl this parson foliowing
the conclusion of thelr case.

Rizk Statement

Duie to the nature of our operations, there s a medium risk that CAFOD siaff will engage In activites that
breach this policy. The impact on the organisation of proven or alleged breaches & high due 1o the polential
harm fo individuals and associated reputational damage.

Dissamination

This policy will be disseminated to all staff and included in new staff Induction, All staff are required to sign to
acknowladge receipt of the palicy at the time of receiving and this process will be repeated avery three years.
Staff can accass the pobcy at any time on CAFODPeople.

Compliance with policy

The Head of Peaple is responsible for moniloring compliance thraugh iracking of disclosures and investigated
cases. If s1aff have concarns that they feel unakble to address through grievance process, they can repor
through the CAFOD Whistleblowing Policy : :
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Trustee Responsibilities

This policy s owned and signed off by the Boand of Trustees who are committed to ensuring that executie
management adhese 1o and uphold the prnciples and practices contained within it

Links to Policies and Guidance

There are a numibar of policies and guidance documenis mentaned in this document. These can be located
using the finks bekow:

rgariisational Pollcles

4]
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CAFODPeorin: W IriplEcs Folcias

Additional guidance and information

= 5 B ] LS [ ] N - i e, -
VZAS = Bullyly g and Harmssmant = -'-."'l"'f-l e

= Equality

This section is for paper copies only:

I have mad and understan contents of this Dignity in the workplace policy.

Signed: Datei MNovemnber 27 2025
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