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Code of Conduct
for i-APS Employees and Consultants

Introduction

i-APS is an international humanitarian consulting firm that works in the field of monitoring and
evaluation, third-party monitoring, and training in support of humanitarian and relief projects
and activities to help humanitarian organizations improve the effectiveness of humanitarian
projects.

i-APS conducts work in many countries throughout the world. As a global consulting firm, we
must know and follow the laws and regulations that apply to our work in all locations where we
operate. Because we are a private company based in the United States, United States laws
govern our business operations and conduct. However, the global reach of our work means we
are subject to the laws of other countries as well.

This code of conduct applies to all persons contracted or employed by i-APS (including short-
term and long-term staff members and consultants). All must adhere to it based on respect
for human rights, international humanitarian law, and the principles of humanitarian action.
Failure to comply with this conduct may result in immediate termination. Anyone who directly
or indirectly performs, facilitates, condones or approves of any illegal or unethical conduct will be subject

to disciplinary measures, consistent with applicable laws and regulations.

Humanitarian Standards and i-APS

Alli-APS activities, and that of our humanitarian partners, are guided by the four humanitarian
principles: humanity, neutrality, impartiality, and independence. Humanity, neutrality,
impartiality, and operational independence are core fundamental principles that we and our
partners, the humanitarian community, adhere to when undertaking humanitarian activities.
These long-standing principles are the cornerstone of any humanitarian operation and are
derived in varying degrees from International Humanitarian Law, Human Rights Law, and a UN
General Assembly Resolution?, and are part of codes of conduct and organizational mission
statements guiding humanitarian organizations.

These principles provide the foundations for humanitarian action. They are central to
establishing and maintaining access to affected people, whether in a natural disaster or a
complex emergency. Promoting and ensuring compliance with the principles are essential

1 Resolution 46/182 (19 December 1991)
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development

elements of effective humanitarian coordination and i-APS work. The four humanitarian
principles are:

Humanity: Human suffering must be addressed wherever it is found. The purpose of
humanitarian action is to protect life and health and ensure respect for human beings.

Neutrality: Humanitarian actors must not take sides in hostilities or engage in controversies of
a political, racial, religious, or ideological nature.

Impartiality: Humanitarian action must be carried out on the basis of need alone, giving priority
to the most urgent cases of distress and making no distinctions on the basis of nationality, race,
gender, religious belief, class, or political opinions.

Operational independence: Humanitarian action must be autonomous from the political,
economic, military, or other objectives that any actor may hold with regard to areas where
humanitarian action is being implemented.

In order to address human suffering and provide support to organizations providing life-saving
assistance, we and our humanitarian partner organizations will:

e Request unhindered access to areas under the control of parties to the conflict.

e Agree to provide publicly available organizational information, and

e Agree to provide information on planned humanitarian activities in areas under the
control/influence of a party to the conflict.

e We will support the dignity of all persons and we will not engage in discrimination or
harassment of any kind, including but not limited to sexual abuse and exploitation, child
abuse, physical or mental abuse or human trafficking.

e We will adhere to Do no Harm principles in all that we do.

We or our partner humanitarian organizations that we support will not agree to requests by
parties to the conflict to:

e Provide beneficiary information revealing personal particulars. This is in order to protect
the privacy and dignity of those receiving humanitarian assistance.

e Influence the selection of staff for humanitarian organizations. This is to ensure our
independence and neutrality are respected by all parties.

e Allow the use of armed escorts for humanitarian vehicles or personnel.

e Allow influence over the content or findings of needs assessments or other such

questionnaires, which adhere to internationally recognized methodologies for assessing
humanitarian needs and response. This is to maintain independence and to assess needs
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impartially so they are credible and acceptable to the international community and
beneficiaries.

Deliver humanitarian assistance to parties to the conflict. Under International
Humanitarian Law, only wounded combatants without weapons/disarmed are
considered hors de combat and may be treated by medical agencies.

Take control of humanitarian stores, commodities, or warehouses.

Pay taxes or duties on aid deliveries or humanitarian services to beneficiaries. Where
authorities require taxes and duties to be paid by law, the formal procedures and
requirements necessary to pay taxes or duties should be publicly available,

Persons contracted or employed by i-APS must adhere to the following principles and agree to
the following:

I will act honestly and impartially with respect to my duties.

| understand that while working for or on behalf of i-APS, that the Company works with
organizations who distribute humanitarian aid only in a safe manner, with respect and
courtesy, and that all have equal access to humanitarian aid, and that humanitarian
assistance is provided with respect for their dignity, whether they are women, girls, boys,
or men, of all ages, including people with special needs.

I will respect the confidentiality, privacy, and dignity of all persons from whom we or the
organizations we work with collect data. | will never make private use of or disclose,
without prior authorization, any confidential information | obtain through my work with
i-APS.

| understand that i-APS maintains a Zero Tolerance policy on abuse or harrassment of
any kind, including but not limited to sexual exploitation, physical or mental abuse, child
abuse or exploitation, and human trafficking.

I will avoid outside activity that could reasonably be perceived as a conflict of interest.
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Fair Employment Practices
Fair Employment Practices and Diversity

Around the world, we strive to be a company where people are hired and advanced on their merits, and
where opportunities to develop are widely available. We also work to create an i-APS where responsible
finance is practiced, where employees treat each other with mutual respect and dignity and where a
healthy work/life balance is encouraged. We are fully committed to equal employment opportunity and
compliance with the letter and spirit of the full range of laws regarding fair employment practices and
nondiscrimination.

Discrimination and Harassment

We prohibit all forms of discrimination, harassment or intimidation that are unlawful or otherwise
violate our policies, whether committed by or against a manager, co-worker, client, supplier or visitor.
Discrimination and harassment, whether based on a person’s race, sex, gender, pregnancy, gender
identity or expression, color, creed, religion, national origin, nationality, citizenship, age, disability,
genetic information, marital status (including domestic partnerships and civil unions as defined and
recognized by applicable law), sexual orientation, culture, ancestry, military status, veteran’s status,
socioeconomic status, unemployment status or other legally protected personal characteristic, are
repugnant and completely inconsistent with our tradition of providing a respectful, professional and
dignified workplace. Retaliation against individuals for raising claims of discrimination or harassment, or
participating in the investigation of a claim, is also prohibited.

If you believe that you are being subjected to discrimination or harassment, or if you observe or receive
a complaint regarding such behavior, you should report it to your manager or another member of i-APS
Senior Management. You are not required to report your complaint to anyone who is the subject of the
complaint.

Sexual abuse and exploitation and child abuse

i-APS has a zero tolerance toward sexual exploitation and abuse and child abuse. Given the work
that i-APS employees and consultants undertake, there may be occasion to interact with
vulnerable individuals and children, such as in the case of conducting monitoring activities. i-
APS takes seriously all concerns and complaints about sexual exploitation and abuse and child
abuse involving i-APS employees and contractors. i-APS initiates rigorous investigation of
complaints that indicate a possible violation of this policy and takes appropriate disciplinary
action, as warranted. With regard to this policy, a child is defined as any individual under the age
of 18.

Sexual exploitation means any actual or attempted abuse of a position of vulnerability,
differential power, or trust, for sexual purposes, including, but not limited to, profiting
monetarily, socially or politically from the sexual exploitation of another.
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Sexual abuse means the actual or threatened physical intrusion of a sexual nature, whether by
force or under unequal or coercive conditions.

Child exploitation and abuse may include any of the following: physical abuse, emotional abuse,
neglect, child sexual abuse, grooming and/or online grooming.

Sexual exploitation and abuse and child abuse by i-APS employees, contractors or consultants
constitute acts of gross misconduct and are therefore grounds for termination of employment.
Sexual activity with children (persons under the age of 18) is prohibited regardless of the age of
the majority or age of consent locally. Mistaken belief in the age of the child is not a defense.
Exchange of money, employment, goods, or services for sex, including sexual favors or other
forms of humiliating, degrading or exploitative behavior by i-APS employees, contractors or
consultants is prohibited.

Where a i-APS employee, contractor or consultant develops concerns or suspicions regarding
sexual abuse or exploitation and child abuse by a fellow worker, whether ini-APS or not, they must
immediately report such concerns via the established agency reporting mechanisms. i-APS
employees, contractors or consultants are obliged to create and maintain an environment that
prevents sexual exploitation and abuse and child abuse and promotes the implementation of this
Policy. i-APS Managers at all levels have particular responsibilities to support and develop
systems, which maintain this environment.

Privacy for i-APS’ Workforce
i-APS seeks to protect the personal and confidential information it collects, uses and maintains about its

workers, including, but not limited to, medical information, government-related information (such as
national or government identification and tax data) and background check information. You must
comply with all i-APS policies and procedures relating to security and privacy of personal and confidential
information, including using or sharing information only for the purpose for which it was collected, and
only with authorized persons.

Workforce policies and procedures for privacy and security cover i-APS employees as well as other
individuals whose information is provided to i-APS within the context of the working relationship. When
we use other companies to provide services for us, we require them to protect the personal and
confidential information they receive about our workforce.

We may process information about our workforce globally, including in locations other than the
workplace. In doing this, we follow applicable law in connection with collecting, sending, storing and
using such information.

Safety in the Workplace
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Each of us must comply with the requirements of the i-APS Security Policy, as well as any applicable
project, country or regional health and safety policies established by the Country Manager, Team Leader
or required by the client. Threats or acts of violence, whether committed by or against managers, co-
workers, clients, vendors or visitors in the workplace will not be tolerated and should be reported
immediately. Any staff member who threatens or perpetrates a violent act will be subject to disciplinary
action up to and including termination of employment, civil litigation, and/or criminal prosecution.

Maintaining a Drug-Free and an Alcohol-Free Workplace
It's i-APS policy to maintain a work environment that fosters the health and safety of its employees and

protects the integrity of its business practices. Alcohol, illegal drugs and controlled substances can
adversely affect safety, productivity, attitude, reliability and judgment. They have no place in the
workplace. With the exception of lawful, moderate and prudent alcohol consumption during legitimate
business entertainment?, team members are prohibited from misusing controlled substances or selling,
manufacturing, distributing, possessing, using or being under the influence of illegal drugs or alcohol, in
the workplace or while performing work-related duties, as is undergoing treatment with a drug or other
substance that renders you unfit for duty.

2 Given the global nature of i-APS work, i-APS recognizes that alcohol consumption may be illegal or inconsistent
with local law or custom in some jurisdictions. i-APS expects all persons acting for and on behalf of i-APS to
exercise prudent judgment and be in compliance with local law and custom.
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Our Commitment to our clients
Protecting Assets of i-APS and Others

i-APS, client, supplier, distributor and other third-party assets may be used only for approved purposes
and in accordance with applicable licenses, terms and conditions. Assets include cash, securities, physical
property, services, business plans, client and employee information, supplier information, distributor
information, intellectual property (computer programs, ICT systems, models and other items) and all
other personal, proprietary and confidential information.

All employees, consultants and anyone contracted by i-APS are required to disclose and assign to i-APS
all interests in any technology, software, invention, creation, improvement, discovery, know-how,
design, copyright work or work of authorship made or conceived by you or a group including you that
arises out of, or in connection or relationship with, your employment or assignment with i-APS. All
employees, consultants and associates are also required to assist i-APS with any effort to perfect such
assignment or to secure appropriate intellectual property protection for any of the foregoing. If your
relationship with i-APS terminates for any reason, all rights to property, technology and information
generated or obtained as part of your relationship will remain the exclusive property of i-APS.

Misappropriation, misrepresentation, including fraudulent financial reporting, or unauthorized
disclosure of i-APS assets is a breach of your duty to i-APS and may constitute an act of fraud against i-
APS, even when such acts are committed without personal gain. Similarly, carelessness, waste or
unauthorized use in regard to i-APS assets is also a breach of your duty to i-APS.

Communications, Equipment, Systems and Services
i-APS equipment, systems and services, including but not limited to computers, telephones, voicemail,

laptops, fax services, Internet access, e-mail, SMS (text) messaging, instant messaging and other
electronic communication tools, devices, data links and data services for on-site, mobile or remote use
are provided for business purposes and to enable you to perform tasks related to your job.

You may not use i-APS equipment, systems and services for any inappropriate or unauthorized purpose
or in a manner that would violate applicable law, regulation or i-APS’ policies or procedures. Further, i-
APS will not tolerate the use of its equipment, systems or services in a manner that could be embarrassing
or harmful to i-APS or detrimental to its reputation or interests. Personal use of i-APS’ equipment and
services, where and to the extent permitted, must be kept to a minimum and must also comply with i-
APS policies and procedures, as well as applicable laws and regulations.

The Internet may not be accessed from an i-APS device to view, download, store, transmit, or postillegal,
harassing, demeaning, offensive, or inappropriate material, or for any other purpose which conflicts with
i-APS’ policies and procedures on unlawful discrimination and harassment. Copying, selling, using, or
distributing information, software and other forms of intellectual property in violation of intellectual
property laws or license agreements is prohibited.

Privacy and Security of Client Information

Version: 2.0 Approval Date: 10/06/2023
Cade: OP-HR-001-AN-APS



PAPS

i-APS is committed to protecting personal and confidential information about our clients and using it
appropriately. To this end, we strive to maintain appropriate systems and technology and accordingly,
to train staff with access to such information. When we use other companies/ partners to provide services
for us, we require them to protect the personal and confidential information they receive.

You must safeguard all personal and confidential information about our clients by ensuring that client
information is used only for authorized purposes relating to your position and job responsibilities and is
shared only with authorized persons. You have an obligation to protect all personal and confidential
information from misuse by third parties, not to disclose it to any unauthorized person, and not to use it
or permit it to be used for an unauthorized purpose. You may collect, use, access, maintain, transport,
transmit and disclose personal and confidential information only for the performance of your position
and assigned job duties.

Fair Treatment
i-APS is committed to dealing fairly with its clients, partners, suppliers, competitors and employees. No

person acting on behalf of i-APS may take unfair advantage of anyone through manipulation,
concealment, abuse of confidential information, misrepresentation of material facts or other unfair
dealings or practices. In addition, i-APS complies with the laws and regulations that specifically prohibit
discrimination against prospective or actual clients on the basis of race, sex, religion, or other non-risk
factors.

Our commitments to our partners, communities and planet

Anti-bribery and anti-corruption

Accepting Gifts and Entertainment

In general, you may not accept gifts or the conveyance of anything of value (including entertainment)
from current or prospective i-APS clients, suppliers or distributors. You may never accept a gift under
circumstances in which it could even appear to others that your business judgment may be compromised.

Similarly, you may not accept or allow a close family member to accept gifts, services, loans or
preferential treatment from anyone -clients, partners, suppliers, or others- in exchange for past, current
or future business with i-APS.

Cash gifts or their equivalent (e.g., gift cards or vouchers) may not be accepted under any circumstances.
Noncash gifts may be accepted when permitted under applicable law if they are (1) nominal in value (i.e.,
less than or equal to USD 100 per provider per calendar year) and (2) appropriate, customary and
reasonable gifts based on family or personal relationships, and clearly not meant to influence i-APS
business.

Similarly, invitations to appropriate, customary and reasonable meals and entertainment at which the
provider is present, such as an occasional business meal or sporting event, may be accepted when
permitted under applicable law and in accordance with i-APS policies.

Giving Gifts and Providing Entertainment
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In certain circumstances, the giving of gifts and entertainment (e.g. meals, entertainment,
transportation, lodging or other things of value) may be seen by others as a conflict of interest or, in
extreme cases, bribery. If giving any gift or entertainment could be seen as consideration for corporate
or government business or for any governmental favor, you must not give the gift or provide the
entertainment. Appropriate gifts and entertainment may be offered to clients, by persons authorized to
do so, subject to the procedures applicable to your business, legal entity or region.

Related Party Business Dealings
You must notify your supervisor of any business relationship or proposed business transaction i-APS may

have with any company in which you or a related party has a direct or indirect interest or from which you
or a related party may derive a benefit, or where a related party is employed, if such a relationship or
transaction might give rise to the appearance of a conflict of interest.

Fair competition
We abide by laws designed to preserve free and open competition. The U.S. and other countries have

adopted laws prohibiting or regulating transactions and relationships that could have the purpose or
effect of limiting competition. These laws apply to business practices of dominant companies,
agreements and dealings between competitors and others that limit competition, and mergers and
acquisitions. All team members must compete fairly and vigorously in compliance with applicable
competition-related legal requirements, agreements with regulators and i-APS policies and procedures.

Respecting the intellectual property of others

Intellectual property such as trade secrets, patents, unique ideas and inventions, creative works and
trademarks, are valuable information assets. We protect our intellectual property and respect the
intellectual property of others.

You may not bring to i-APS proprietary or confidential information of any former employer, or use such
information to aid the business of i-APS, without the prior consent of your former employer and unless
permitted by applicable law or regulation. You must not disclose personal, proprietary or confidential
information about any client, supplier, distributor, beneficiary, i-APS’ workforce or i-APS to any
unauthorized person.

Your obligation to safequard such information includes, but is not limited to, protecting it from misuse,
using information only to the extent necessary to perform your assigned job duties and not using such
information or permitting such information to be used for unauthorized purposes. Such information
must not be shared or discussed outside i-APS, except where permitted or required by applicable law or
regulation, or pursuant to a subpoena or order issued by a court of competent jurisdiction or requested
by a judicial, administrative or legislative body.

Examples of such information include, but are not limited to: any system, information or process that
gives i-APS an opportunity to obtain an advantage over our competitors; nonpublic information about i-
APS’ operations, results, strategies and projections; nonpublic information about i-APS’ business plans,
business processes, as well as nonpublic information acquired in the course of your work about i-APS’
workforce, supplier, and client relationships; personal and confidential information relating to
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individuals, including clients, suppliers and beneficiaries; nonpublicinformation about i-APS’ technology,
systems and proprietary products; and information subject to regulatory or contractual restrictions.

Preventing money laundering and terrorist financing
Money laundering is the process by which funds generated from criminal activity such as drug trafficking

are moved through legitimate businesses in order to hide their criminal origin. Terrorist financing refers
to funding for terrorist activities and can come from legitimate or criminal sources. Team members must
never knowingly facilitate either money laundering or terrorist financing, and must take steps to prevent
inadvertent use of i-APS’s business activities for these purposes.

Protecting the environment
We are environmentally responsible in the design and provision of our products and services, and in the

operation of our facilities, selection of suppliers, and other business activities. We comply with all
applicable environmental laws and regulations regarding sustainable practices and environmental
protection.

At work, team members should practice recycling where available, and take action to reduce
consumption of water, energy, and other resources. Conserve paper by limiting printing and reusing
boxes or other containers when possible. Properly dispose of all electronic products and components in
compliance with applicable legal requirements.

Promoting human rights
i-APS supports the protection and preservation of human rights around the world by following the

fundamental principles set forth in the United Nations Universal Declaration of Human Rights, the
International Labour Company’s (ILO) Declaration on Fundamental Principles and Rights at Work, and
the United Nations Guiding Principles on Business and Human Rights.

Consent signature page

I
| pledge to abide by it, which is a condition of working with i-APS.

, confirm that | have read this Code of Conduct, understood it, and

1

Signature: Location: Date:
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