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FOREWORD 

 

Dear Members and Staff, 

This is the first formal code of conduct for Hamar Professional College 
(HPC). HPC commits itself to integrity and full accountability. The code is a 
guide to help us each resolve ethical issues in an increasingly complex 
business environment, and also serves as a proclamation of our 
commitment to the highest standards of integrity. While individual efforts 
and business practices may change over time, our dedication to honesty, 
integrity, transparency, accountability and mutual respect remain constant. 
We believe that conducting our operations ethically is critical to our 
success, and this Code is a public statement confirming that integrity 
underlies everything we do at HPC. We can all be proud of our pledge. 

Of course, no Code of Conduct can anticipate and address every situation. 
In many cases, common sense and good judgment will be your best guide. 
If you are unsure about any aspect of this Code or how it may apply to a 
situation with which you are faced, you are encouraged to consult with 
your supervisor. You may also send questions or concerns by email or other 
means to the Compliance Office. Whatever you do, keep in mind that when 
you act on the HPC’s behalf, our reputation for honesty and integrity is in 
your hands. 

 

The Founders 
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SECTION ONE: FUNDAMENTALS 

 

1. Purpose of This Code 
 
While all members and staff remain responsible for abiding by the 
Somali National/Local Laws and Regulations, this Code was 
developed to consolidate the ethical expectations of all of HPC’s 
members and staff. We have synthesized and summarized most of 
the rules, regulations and policies that influence how we must 
behave with each other, and with our partners, donors and the 
public, in order to uphold ethical principles and protect HPC’s 
reputation as a trustworthy organization. 
 

This Code also aims to promote, strengthen and support an ethical 
culture throughout HPC, underscore HPC’s commitment to the 
highest standards of integrity, and help you to make ethical decisions 
both in the context of your work for HPC and also in your personal 
interactions outside of work. HPC expects you to operate with 
integrity. 
 

2. To Whom Does This Code Apply? 
 
Every HPC member and employee (regardless of rank or level), 
consultant, service contractor, volunteer, and intern is expected to 
comply with this Code while working for HPC. We will note where 
specific policies and regulations apply only to members and staff, 
contractors or other limited groups; otherwise, this Code of Conduct 
identifies the ethical standards expected of all who work for HPC. 
 
Members and employees together with all others working for HPC 
are collectively referred to in this Code as “you”. “We” or “the 
Organization” are used along with “HPC” to mean Hamar 
Professional College. 
 
While this Code describes the ethical behaviour, we anticipate from 
you, it does not replace or supersede the various policies, rules, laws, 
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regulations, documents, web pages, bulletins and procedures that 
provide greater detail on specific subjects. It is our intention that you 
all abide by the spirit and intent of this Code as well as the specific 
policies and rules that may apply in each situation. 
 

3. Why A Code of Conduct Matters? 
 
As a part of the National NGOs, HPC embodies the highest national 
and international ideals. Government and private sector actors often 
look to the NGOs to be the leader in ethical behaviour. It is 
fundamental that our members and staff discharge their duties with 
independence, honesty, impartiality, and incorruptibility. The long-
term success of the Organization and its missions depends on 
maintaining the respect and confidence of Federal Government, 
Federal Member States, the public we serve, other NGOs and donors. 
As HPC is judged by the conduct of its members and staff, each and 
every one of us is bound to act ethically in every way, every day. 
 

The obligation to do what's right must be an essential part of the 
character of HPC and must underscore everything we do. When 
taking decisions, we must, regardless of who is present at the time, 
be guided by a culture that reinforces making the appropriate, ethical 
choice. 
 

4. HPC Core Values 
 
HPC has adopted seven values that define the overall expectations 
for organizational behaviour: 

 Integrity 

 Inclusion  

 Professionalism 

 Transparency for Accountability 

 Results orientation (Principled Performance) 

 Persistence 

 Service to others 
The purpose of these values is to create a unified culture that 
supports HPC’s vision to achieve a sustainable and affordable 
professional training through ethical practices. 
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5. Underlying Documents 

 
This Code of Conduct is substantially based on HPC’s values and 
International Standards, together with the Applicable National Laws 
and other documents, which you are expected to read and embrace: 
 

 The Charter of the Association 

 The Profile of the Association 

 The Declaration, signed by all members and staff, declaring 
that they will act with independence and impartiality and 
regulate their conduct with this Code and with the interests of 
the Nation only in view, and not seek or accept instructions in 
regard to the performance of their duties from any external 
body or entity. 

 Applicable Laws and regulations 

 Other internal rules and regulations 
  

SECTION TWO: ETHICAL CONDUCT 

 

1. Independence & Impartiality 

In working for HPC, you represent the ideals of the Somali Nation and 
must seek to protect the best interests of HPC, rather than those of 
individual/ personal or political interests. You must act with complete 
loyalty to HPC, and not seek or take instructions from any other 
entity or person. You must also be independent, fair and objective in 
the conduct of your duties. 

2. Honesty & Professionalism 

HPC members and staff must uphold and promote the highest 
standards of ethical and professional conduct, and carry out their 
duties with honesty, integrity and professionalism. Be a model of the 
behaviour you want to see in others in the workplace. 

3. Obeying the Law 

HPC operates in approximately all Somali Territory. Regardless of 
where you carry out HPC activities, you are expected to comply with 
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local laws and honour your private legal obligations. For example, 
you must obey local traffic laws, pay your debts and family support 
obligations, and avoid activities that are illegal in your host 
community.  

4. Avoiding Conflicts of Interest 

A conflict of interest is a situation in which your personal interests 
clash, or appear to clash, with the interests of HPC. You have an 
obligation to try and avoid placing yourself in such a situation, 
however, it may not necessarily mean that you have done anything 
wrong - only that it may appear that your objectivity can be 
questioned. When you have a potential or actual conflict of interest, 
it may be perceived that you have some personal bias that will make 
it difficult for you to maintain your impartiality, which in turn 
undermines public confidence. For example, a staff member should 
not be affiliated with a HPC vendor. Even if the staff member has the 
best intention to ensure that quality service is provided to HPC, the 
staff member cannot protect and be loyal only to HPC when their 
personal interests in the vendor may cloud their judgment, and allow 
others to suspect that the staff member may not be objective and 
impartial. 

While working for HPC, you must base your actions and decisions on 
the Organization’s priorities, rather than your personal interests, the 
interests of family or friends, or those of the Government Officials. It 
is critical to avoid conflicts of interest, or even the appearance of a 
conflict, between your personal interests and your professional 
responsibilities. If you are in a situation that appears to create a 
conflict of interest, or raises questions of possible partiality or bias, 
review the situation with your manager or the Compliance Office. 

5. Protecting HPC Resources 

While working for HPC you have access to numerous HPC assets and 
resources (e.g., monetary funds, computer systems, telephones, 
supplies, vehicles etc.). You are responsible for their appropriate use 
and protection, which means you are expected to use HPC property 
and resources wisely and for the benefit of HPC and the public we 
serve, and to prevent waste or misuse. Our assets include not only 
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money and physical items, but also intangibles such as time, 
information and technology. Fraud and corruption cannot be normal 
and should be reported to the appropriate office. 

6. Protecting HPC’s Interests and Reputation 

We should all feel proud of our work at HPC. However, do not 
exaggerate your position or abuse it for personal benefit. Do not 
intentionally misrepresent your function, official title, or overstate 
the nature of your duties to anyone, including Government Officials, 
external entities, or the public we serve. Do not use your position as 
a means of convincing or coercing someone to provide you favorable 
treatment. 

HPC uses both traditional and digital media, such as Facebook, 
Twitter, Instagram, blogs and web pages as critical tools to inform 
the public about, and engage interest in, our work. 

If speaking to the media, posting on social media or publishing 
(digitally or otherwise) is part of your official HPC duties, you must 
not advance your personal point of view or support a position on a 
matter that is not supported by the Organization. 

If speaking to the media, posting on social media or publishing 
(digitally or otherwise) is not part of your official HPC duties, you do 
not speak for the Organization. Retweeting a HPC tweet is 
acceptable, but embellishing it is not. 

If you are not speaking on behalf of the Organization, before 
considering speaking to the press, issuing statements, taking part in 
media productions, or submitting books, articles or other material for 
publication or electronic dissemination related to the work of HPC, 
you must seek and obtain prior approval by the Organization via the 
Service Delivery and Outreach Office. When using social media for 
personal purposes, it is advisable to add a disclaimer in your social 
media profile that your views are personal and do not necessarily 
reflect the endorsement of your employer. 

Do not use the HPC logo or indicate an official connection with HPC 
so as to avoid confusion. Avoid political or other controversial or 
offensive statements, or criticisms of any government level, and 
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remember that your statements should reflect your independence, 
impartiality and loyalty to the HPC.  

Do not publish anything or give any reply to any question that you 
would not want to see reported in the news, and certainly nothing 
that can serve to harm the Organization’s reputation. Use good 
judgment and professional discretion; do not engage in any social 
media activities that can serve to embarrass you, your co-workers or 
HPC. 

HPC often engages third parties, including vendors or suppliers, 
NGOs, partners or private sector organizations. We must be certain 
to conduct due diligence before contracting with any such entity or 
individual in order to ensure we avoid engaging in business 
transactions with parties who do not meet HPC’s expectations with 
regard to ethical behaviour and business practices; a simple “Google 
search” is not sufficient. Remember to vet principals and owners of 
the entities as well.  

7. Behavior Towards Others – Respect and Tolerance  

As one of the most highly professional actors, we are expected to 
help set the ethical tone for other organizations to follow. Our 
behaviour must be exemplary and a model for others to emulate. As 
such, we expect you to demonstrate at all times respect, tolerance 
and professional behaviour towards your colleagues and others, both 
within and outside of the Organization. Your behaviour reflects 
directly on HPC and impacts our national credibility and reputation. 
That, in turn, has an effect on the willingness of donors to continue 
supporting our efforts and how well the Organization will be able to 
carry out its objectives in the future. 

HPC has a zero tolerance policy for the protection against sexual 
exploitation and abuse. You are prohibited from taking advantage of 
your role at HPC or exploiting others for sexual or other illicit 
purposes, both in the workplace and outside. 

HPC does not tolerate harassment – sexual or otherwise - or abuse of 
authority. We all must work together to maintain a harmonious 
working environment by behaving in a manner that is free of 
intimidation, hostility, offence and any form of harassment or abuse. 
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We expect you to be respectful to your colleagues and treat them 
fairly. 

HPC recognizes the worth and equality of all persons, without 
discrimination; you must do so as well. You must not engage in any 
unfair differential treatment or arbitrary distinction based on a 
person’s clan, race, ethnicity, creed, social or political background or 
affiliation, colour, nationality, religion, age, gender, disability, 
physical attributes, marital status, family size, sexual preference or 
orientation, social origin, class, caste or other similar status, whether 
it affects one person or a group of persons similarly situated. 

8. Drugs and Alcohol 

The misuse and abuse of drugs, chewing khat/Qat and alcohol, both 
legal and illegal, interferes with a safe, healthy and productive work 
environment and is prohibited. 

HPC prohibits the use, possession, distribution or sale of illegal drugs 
by its members and staff. Generally, members and staff are not to 
conduct HPC business while under the influence of illegal drugs or 
alcohol. 

9. Conduct Outside of Work & Post-employment Restrictions 

How you comport yourself in your private life reflects upon how 
others view HPC. We expect that all members and staff will embody 
HPC’s values in all that they do and say both inside and outside of the 
workplace. Although your social activities and interactions outside of 
work are generally private, remember that, especially in field 
missions, you may be recognized and associated with HPC. 

Whether you resign, retire, or are involuntarily terminated, your 
obligations of confidentiality do not cease when your service ends. 
You have a perpetual obligation to maintain the confidentiality of 
proprietary and other non-public information that came to your 
knowledge through your work at HPC. 
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SECTION THREE: OBLIGATIONS AND CONSEQUENCES 

 

1. Duty to Comply 

HPC is subject to the Somali Nation’s laws, rules or regulations. We 
have also established a body of policies, administrative instructions, 
rules, regulations and standards to govern your/our behaviour. You 
are expected to know and obey the rules and standards that apply to 
you – ignorance is no excuse. If you are unsure of what to do, or 
whether a particular rule or policy applies to you, seek guidance from 
your manager, the Office of Human Resources, or the Compliance 
Office. You are still obligated to follow the rule, policy etc. even when 
another individual does not, including your management. 
Remember, too, that we are each responsible for our own behaviour; 
if you are asked to do something that you know, or believe, violates a 
rule, policy or the like, you are obligated to refuse to do so. 

Leaders are no different than lower level staff; we are all bound by 
the same ethical standards of the Organization. Leaders, however, do 
have a special obligation to embody and promote those standards to 
their staff and co-workers, embracing role model behaviors and 
setting the “tone at the top”. This includes mid-level managers 
whose day-to-day responsibilities put them in close contact with 
personnel, and close to the delivery of the products and services we 
provide. As such, they set the “mood in the middle” and are critical 
to the success of the effort to strengthen the ethical culture at HPC 
and embed ethical behaviour in all that we do. 

2. Non-compliance 

Integrity is doing the right thing, even if no one is watching. Not only 
is our expectation that members and staff should be honest and 
engage in good, appropriate, ethical behaviour, but the raw 
practicality is that if you do something wrong, you will likely be 
caught. If you are found to have violated rules, regulations, policies, 
standards, administrative issuances or national/local laws, you may 
be subject to discipline up to and including demotion, loss of 
membership, summary dismissal or termination of your contract, or, 



 

 10 

depending on the violation, even referral to local authorities for 
possible criminal prosecution. 

3. Reporting Wrongdoing & Protection from Retaliation 

If you see something, say something. What does this mean? 

HPC must maintain an open-door, speak up culture, where members 
and staff can approach appropriate offices with concerns of any sort, 
without fear that they will be punished for doing so. If you see, or 
suspect, that a member or staff member, or a vendor, supplier, 
partner, government official, NGO or anyone else is acting or has 
acted improperly (or if you receive credible information from 
someone else that leads you to believe there may be improper 
activity taking place, such as harassment, fraud or corruption etc.), 
you have an obligation to report the suspected misconduct without 
fear of reprisal or retribution. 

HPC actively promotes “whistleblowing”, which means we 
encourage you to come forward, speak up, speak out and raise good 
faith concerns of possible misconduct, fraud, corruption, harassment, 
abuse of authority, discrimination or other wrongdoing. We support 
an open environment where such good faith reporting is viewed as a 
positive action – because you are protecting the best interests of the 
organization. 

For protection against retaliation, the Compliance Office is 
empowered to protect members, staff, contractors, interns and 
volunteers from retaliation for good faith reporting of misconduct or 
for cooperating with duly authorized audits or investigations. And 
remember, retaliation is itself misconduct. If you believe that you 
have been subject to retaliation or a threat of retaliation because you 
reported misconduct or cooperated with an audit or investigation, 
contact the Compliance Office for confidential advice and guidance. 
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SECTION FOUR: ETHICAL DECISION MAKING 
 

1. Making Ethical Decisions 

Computers can only follow rules. Human beings, on the other hand, 
make real-life decisions that require discretion and judgment. While 
we are also expected to (generally) follow rules, sometimes we are 
unsure whether the rules apply, or we are faced with unique sets of 
facts. How do you make an “ethical” decision? When faced with an 
ethical dilemma, consider the following: 

 What are the relevant facts? What are the issues? Who may be 
affected by this decision? 

 Are there specific rules and guidelines for this situation? Does 
it comply? 

 Do you have information that should cause you to question 
taking certain action? 

 Will my decision reflect well on HPC in the eyes of the public, 
Government and donors? 

 How would I feel if my decision were to appear on the front 
page of tomorrow’s newspaper or circulated on social media? 

 Do I need help deciding what to do? 

If you are not certain what to do, get the advice you need. Seek 
guidance from your manager or the Compliance Office. 

2. Role of the Compliance Office 

The HPC Compliance Office is an independent, confidential, impartial, 
and professional resource for all members and personnel, 
everywhere. We promote an organizational culture that places the 
highest value on honesty, integrity, accountability, transparency, and 
mutual respect. 
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The Compliance Office offers five lines of service: 

 Providing confidential, pragmatic ethics advice and guidance. 

 Promoting ethics awareness and education initiatives on 
ethics, values and standards. 

 Providing protection against retaliation and promoting 
whistleblowing. 

 Administering the financial disclosure of HPC members and 
staff, and addressing conflicts of interest. 

 Consulting on, developing and clarifying ethical standards, 
policies and principles at HPC. 

The Compliance Office provides confidential advice to HPC members 
and personnel. Generally they cannot be required to disclose 
information brought to their attention in confidence nor can they 
disclose the name of anyone who seeks their advice, unless that 
person gives them permission to do so. Except in very limited 
circumstances, the Compliance Office cannot be compelled by 
anyone (or anybody) to reveal information that has been imparted to 
us in confidence. You can feel free to seek their counsel secure in the 
knowledge that your conversation with them will remain private. 

 

    


