Agreement to Follow our Code of Conduct
It’s the responsibility of every NCC staff member to help create and maintain a fair, honest and professional workplace in which we respect other people, their differences, and follow company policies. Whether you’re a full-time, part-time, temporary, casual or contract person, you play an important role in our workplace, and in the image and professional presentation of NCC to others.

You must sign, date and return this sheet to Human Resources
· I am familiar with and agree to follow NCC’s Code of Conduct. I will comply with our rules of confidentiality both during and after employment. To the best of my knowledge, I am not involved in any situation that conflicts — or might appear to conflict — with the code. I also agree to notify my director or Human Resources of any new situation that might put me in conflict with the code.

· I would like to confidentially discuss a situation that may put me in conflict with the code. Please contact me at ______________________________.

Name:

_________________________________________________



(BLOCK LETTERS)

Date:

__________________________________________________

Signature:
__________________________________________________

Region/Division:_________________________________________________

Return to:

Human Resources, National Office

Our Code of Conduct

Confidentiality of Information  

All Nature Conservancy of Canada (NCC) staff are expected to conduct themselves in a professional and business-like manner, including ensuring the confidentiality of all NCC business, particularly as it relates to donors, board members, conservation partners, and other sensitive information.  

Confidential and sensitive information and technology includes knowledge, IT applications, records or data in any form (written, electronic or verbal) which NCC has a legitimate interest in protecting from unauthorized disclosure.  This includes, but is not limited to project files, strategic plans, terms and conditions of contracts completed or under negotiation, donor information such as appraisals or giving histories, employee salaries, contents of official personnel files, sensitive scientific information, and software applications.

All information about NCC is proprietary to NCC and is a valuable trade secret.  Inappropriate disclosure of this information could severely damage the economic interests of NCC.  Employees agree not to disclose any such information to anyone outside NCC, except where such disclosure is necessary for the proper and bona fide execution of their duties, without the prior written consent of NCC.  The employee’s obligation not to disclose such information without prior written consent will continue to apply even after the individual has left the employ of NCC.

Conflict of Interest

The Nature Conservancy of Canada expects all staff to maintain high standards of honesty, integrity and ethical conduct.  Employees must be constantly aware of the need to avoid situations which might result either in actual or perceived conflicts of interest with NCC.  In order to assist employees in avoiding actual or perceived conflicts of interest, NCC has established the following policy and procedures.

Definitions

For the purposes of this policy and these procedures

“employee” means any employee of the NCC, including any person employed on contract, or retained or appointed by NCC to perform any duty or function.

Prohibited Acts

All employees shall avoid actual or perceived conflicts of interest between themselves and NCC, whether or not those conflicts are specifically prohibited by this policy.

In addition to those matters specifically prohibited by this policy, conflicts of interest include, but are not limited to situations in which an employee acts in any manner which might result in or create the appearance of using his or her relationship with NCC for private gain.

An employee shall not, directly or indirectly:

1. engage in any personal business transaction or private arrangement for personal profit which:

a. arises out of his or her association with NCC,

b. may be based on confidential or non-public NCC information, or

c. interferes with the performance of his or her obligations to NCC;

2. divulge confidential or restricted NCC information to any unauthorized person or release such information in advance of authorization for its release;

3. act in any matter which involves NCC and in which the employee has a personal interest which is incompatible or inconsistent with his or her obligations to NCC;

4. offer or accept gifts, gratuities, or other personal rewards designed to influence business transactions; or

5. influence negotiations or transactions between NCC and its suppliers, contractors, clients or other parties for personal gain.

Identification and Reporting Procedures

1.
Every employee shall disclose in writing to Human Resources, immediately upon becoming aware, the nature and extent of any situation or matter where the employee may have a conflict of interest or the reasonable likelihood of a conflict.  

2.
Any employee who wishes to obtain clarification or direction on whether a situation contradicts this policy, may request such clarification or direction from Human Resources.

3. Each year employees will be reminded in writing of their obligations under this policy.

Condition of Appointment or Employment

1.
It is a condition of appointment or employment that employees of NCC at all times abide by the standards, requirements and procedures set out in this policy.

2.
Except with the written consent of Human Resources, departure by an employee from any of the standards, requirements and procedures set out in this policy is prohibited and NCC may take any steps or proceedings in respect of any violation or non-compliance as may be available to it, including, but not limited to, disciplinary action up to and including termination of appointment or employment.

