
STANDARDS OF CONDUCT AND ETHICS

Guiding principles

1. The values upon which WOMANTRA was founded must also be those

that guide its representatives1 in all their actions: fundamental human

rights, social justice, the dignity and worth of the human person and

respect for the equal rights and treatment of women, men and gender

diverse individuals.

2. Representatives should share the vision of WOMANTRA. It is loyalty to

this vision that ensures the integrity and outlook of representatives; a

shared vision guarantees that they will, as far as possible, place the

interests of the organization above their own and use its resources in a

responsible manner.

1 In this document, representatives refer to Directors and O�cers of WOMANTRA.

1



3. The concept of integrity should embrace all aspects of a

representative’s behaviour, including such qualities as honesty,

truthfulness and incorruptibility. These qualities are as basic as those of

competence and efficiency and are equally important to the

organization’s success and integrity.

4. Respect, tolerance and freedom from discrimination are basic

human values. These are essential qualities for representatives who

must respect all persons equally, without any distinction whatsoever.

This respect fosters a climate and a working environment sensitive to

the needs of all. To achieve this in a setting that makes space for

individuals with diverse identities, positive affirmation that goes well

beyond passive acceptance is required. This includes respecting the

right of others to hold different points of view and follow different

cultural practices. It requires a willingness to work without bias with

persons of all nationalities, religions and cultures; it calls for constant

sensitivity as to how words and actions may impact others and the

avoidance of any expressions that could be interpreted as biased or

intolerant.

5. As working methods can be different in different contexts,

representatives should not be wedded to the attitudes, working

methods or work habits of any other/ former institution they have

represented in the past. They should be open to new ways of working

and relating in a work environment that is supportive and nurturing.
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6. Feminist solidarity means loyalty to the wider aims of the global

feminist movement and not only to the organization where one works.

And so representatives have an obligation to understand and exemplify

this wider loyalty where possible and appropriate. The need for a

cooperative and understanding attitude towards representatives of

other women’s rights and feminist organizations is most important

where individuals and/or organizations are serving in the same country

or region.

7. If the impartiality of the non-partisan, non-profit organization is to be

maintained, representatives must remain independent of any outside

authority and their conduct must reflect that independence. In keeping

with this mandate, they should not seek nor should they accept

instructions from any Government, person or entity external to the

organization. It cannot be too strongly stressed that representatives are

not, in any sense, representatives of Governments or other state

entities, nor are they proponents of their policies.

8. Impartiality is not required, however tolerance and restraint,

particularly in dealing with political or religious convictions is strongly

encouraged. Personal views must be balanced with those of the

organization and consensus should be reached internally, particularly

on controversial matters, before making them public, irrespective of the

medium used. This can mean that, in certain situations, personal views

should be expressed only with tact and discretion. This does not mean

that representatives have to give up their personal political or religious

views or national perspectives.
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9. Representatives who are responsible for projects in particular

contexts, countries or regions may be called upon to exercise special

care in maintaining their independence. At times they might receive

instructions from external parties but this should not compromise their

independence. If at any time they consider that such instructions

threaten their independence, they must consult their supervisors.

10. Representatives at all levels are accountable and answerable for all

actions carried out, as well as decisions taken, and commitments made

by them in performing their functions.

Working relations

11. Managers and supervisors are in positions of leadership and it is their

responsibility to ensure a harmonious workplace based on mutual

respect; they should be open to all views and opinions and make sure

that the merits of staff are properly recognized. They need to provide

support to them; this is particularly important when staff are subject to

criticism arising from the performance of their duties. Managers are

also responsible for guiding and motivating their staff and promoting

their development.

12. Managers and supervisors serve as role models and they have

therefore a special obligation to uphold the highest standards of

conduct. It is improper for them to solicit favours, gifts or loans from
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their staff; they must act impartially, without favouritism and

intimidation. In matters relating to the appointment or career of others,

managers and supervisors must be impartial and should not take into

account irrelevant considerations and/or personal preferences.

13. Managers and supervisors should communicate effectively with their

staff and share relevant information with them. Representatives have a

reciprocal responsibility to provide all pertinent facts and information to

their supervisors and to abide by and decisions taken, even when those

do not accord with their personal views.

14. Staff members must follow the instructions they receive in

connection with their official functions and, if they have doubts as to

whether an instruction is consistent with the Bye-Laws or any other

constitutional instrument, decisions of the governing bodies or

administrative rules and regulations, they should first consult their

supervisor(s). If the staff member and supervisor cannot agree, they

may ask for written instructions. These may be challenged through the

proper institutional mechanisms, but any challenge should not delay

carrying out the instruction. Staff members may also record their views

in official files. They should however not follow any verbal or written

instructions that are manifestly inconsistent with their official functions,

are unlawful or that threaten their safety or that of others.

15. Staff members have the duty to report any breach of the

organization’s regulations and rules to the official or entity within their

organizations whose responsibility it is to take appropriate action, and
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to cooperate with duly authorized audits and investigations. Any staff

member who reports such a breach in good faith or who cooperates

with an audit or investigation has the right to be protected against

retaliation for doing so.

Harassment and abuse of authority

16. Harassment in any shape or form is an affront to human dignity and

representatives must not engage in any form of harassment. All

individuals have the right to a workplace environment free of

harassment or abuse.

17. All representatives must know what constitutes harassment,

including sexual harassment2, comply with the company’s no tolerance

policy for harassment, report harassment including suspicions,

concerns and complaints and cooperate with any investigations

resulting from the receipt of complaints.

18. Reports can also be submitted anonymously but must contain

sufficient information for an investigation to be initiated. In the absence

of sufficient information, it may not be possible to investigate. To

amount to sufficient information the following details must be

provided: Who, What, Where and When.

19. Representatives must not abuse their authority or use their power or

position in a manner that is offensive, humiliating, embarrassing or

intimidating to another person.

2 WOMANTRA in keeping with the laws of Trinidad and Tobago, has adopted the guidelines and definitions of sexual
harassment as outlined in the National Workplace Policy on Sexual Harassment. See full policy here.
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Conflict of interest

20. Conflicts of interest may occur when a representative’s personal

interests interfere with the performance of their official duties or call

into question the qualities of integrity, independence and impartiality

required of their status within the organization. Conflicts of interest

include but are not limited to circumstances in which representatives,

directly or indirectly, may benefit improperly, or allow a third party to

benefit improperly, from their association with the organization.

Conflicts of interest can arise from a representative’s personal or familial

dealings with third parties, individuals, beneficiaries, or other

institutions. If a conflict of interest or possible conflict of interest does

arise, the conflict shall be disclosed, addressed and resolved in the best

interest of the organization. Questions entailing a conflict of interest

can be very sensitive and need to be treated with care.

Disclosure of information

21. Representatives should avoid assisting third parties in dealings with

their organization, where this might lead to actual or perceived

preferential treatment. This is particularly important in procurement

matters or when negotiating prospective employment. At times,
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representatives may, owing to their position or functions in accordance

with the organization’s policies, be required to disclose certain personal

and/or financial information where necessary to enable their

organization to take action to identify and/or resolve any potential

conflict of interest. The organization must ensure the confidentiality of

any information so disclosed, and must use it only for defined purposes

or as authorized by the parties concerned. Representatives should also

disclose in advance, when possible, any conflicts of interest that may

arise in the course of carrying out their duties and seek advice on

mitigation and remediation. They should perform their official duties

and conduct their personal affairs in a manner that preserves and

enhances public confidence in their own integrity and that of the

organization.

Use of company resources

22. Representatives are responsible for safeguarding the resources of

the organization, which are to be used for the purpose of delivering the

organization’s mandate and to advance the best interests of the

organization. Representatives shall use the assets, property, information

and other resources of the organization for authorized purposes only

and during such usage should act with the appropriate standard of

care and due diligence. Limited personal use of the resources of an

organization, such as electronic and communications resources, may

be permitted by the organization in accordance with applicable

policies.
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Post-employment restrictions

23. After leaving service with the organization, representatives should

not take improper advantage of their former official functions and

positions, including through unauthorized use or distribution of

privileged or confidential information; nor should representatives,

including those working in procurement services and as requisitioning

officers, attempt to unduly influence the decisions of the organization

in the interest or at the request of third parties with a view to seeking

an opportunity to be employed by such third parties.

Role of the  Board of Directors

24. The main function of the Board of Directors is to develop policies

that guide organisational decisions and activities. The executive heads

are responsible for directing and controlling the direction and assets of

the organisation. Accordingly, when submitting proposals or

advocating positions before a legislative body, committee or public

audience of any kind, Directors are presenting the position of the

executive head, and not that of an individual or organizational unit.

25. In providing services to any legislative or representative body,

representatives should serve only the interests of the organization, not

that of an individual or organizational unit. It would not be appropriate
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for representatives to prepare for Government or civil society

representatives, any speeches, arguments or proposals on questions

under discussion without approval from the Board of Directors or

otherwise appointed executive head. It could, however, be quite

appropriate to provide factual information, technical advice or

assistance with such tasks in the preparation of drafting company

resources and knowledge products.

Staff-management relations

26. An enabling environment is essential for constructive

staff-management relations and serves the interests of the

organization. Relations between management and staff should be

guided by mutual respect. Elected staff representatives have a cardinal

role to play in the consideration of conditions of employment and work,

as well as in matters of staff welfare. Freedom of association is a

fundamental human right and representatives have the right to form

and join associations, unions or other groupings to promote and defend

their interests. Continuing dialogue between staff and management is

indispensable. Management should facilitate this dialogue.

27. Elected staff representatives enjoy rights that derive from their

status, which may include the opportunity to address the Directors and

Officers of the organization. These rights should be exercised in a

manner that is consistent with the company Bye-Laws and in using the

broad freedom of expression they enjoy, staff representatives must

10



exercise a sense of responsibility and avoid undue criticism of the

organization.

28. Staff representatives must be protected against discriminatory or

prejudicial treatment based on their status or activities as staff

representatives, both during their term of office and after it has ended.

WOMANTRA should avoid unwarranted interference in the

administration of their staff unions or associations.

Relations with the public

29. For an organization to function successfully, it must have the

support of the public. All representatives therefore have a continuing

responsibility to promote a better understanding of the objectives and

work of the organization. This requires them to be well informed of the

achievements of their own organization and to familiarize themselves

with the work of WOMANTRA as a whole.

30. There is a risk that on occasion representatives may be subject to

criticism from outside the organization; in keeping with their

responsibility as representatives, they should respond with tact and

restraint. It is the obligation of the organization to defend staff and

representatives against criticism for actions taken in fulfilment of their

duties.

31. It would not be proper for representatives to air personal grievances

or criticize the organization in public. Representatives should
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endeavour at all times to utilize internal complaint mechanisms in

seeking redress and maintain confidentiality in conformity with their

Non Disclosure Agreement.

Relations with the media

32. Openness and transparency in relations with the media are effective

means of communicating the organizations’ messages. The

organizations should have guidelines and procedures in place for which

the following principles should apply: representatives should regard

themselves as speaking in the name of the organization and avoid

personal references and views; in no circumstances should they use the

media to further their own interests, to air their own grievances, to

reveal unauthorized information or attempt to influence their

organizations’ policy decisions.

Use and protection of information

33. Because disclosure of confidential information may seriously

jeopardize the efficiency and credibility of an organization,

representatives are responsible for exercising discretion in all matters of

official business. They must not divulge confidential information

without authorization. Representatives should not use information to

personal advantage that has not been made public and is known to

them by virtue of their official position. These obligations do not cease

upon separation from service.

Respect for different customs and culture
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34. The world is home to a myriad of different peoples, languages,

cultures, customs and traditions. A genuine respect for them all is a

fundamental requirement for all representatives of WOMANTRA. Any

behaviour that is not acceptable in a particular cultural context should

be avoided if potentially offensive to a co-worker or beneficiary.

However, if a tradition is directly contrary to promoting human rights

and dignity, representatives must be guided by their overarching

responsibility to uphold the dignity, human rights and fundamental

freedoms of all persons.

Security and safety

35. While an executive head assigns staff in accordance with the

exigencies of the service, it is the responsibility of organization to ensure

that the health, well-being, security and lives of their staff, without any

discrimination whatsoever, will not be subject to undue risk. The

organization should take measures to protect the safety of their staff,

while at the same time, it is incumbent on representatives to comply

with all instructions designed to protect their safety.

Personal conduct

36. The private life of representatives is their own concern and

organizations should not intrude upon it. There may be situations,

however, in which the behaviour of a representative may negatively

reflect on the organization. Representatives must therefore bear in
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mind that their conduct and activities outside the workplace, even if

unrelated to official duties, can compromise the image and the

interests of the organization.

37. Violations of the law can range from serious criminal activities to

trivial offences, and organizations may be called upon to exercise

judgement depending on the nature and circumstances of individual

cases. A conviction by a national court will usually, although not always,

be persuasive evidence of the act for which a representative was

prosecuted. Acts that are generally recognized as offences by national

criminal laws will normally also be considered violations of the

standards of conduct for representatives.

Outside employment and activities

38. The primary obligation of staff is to devote their energies to the work

of the organization. Therefore, staff members should disclose any

activity that may interfere with their work obligations; or is

incompatible with their status; or conflicts with the interests of the

organization. Any questions about this should be referred to your direct

supervisor.

39. Subject to the above, outside activities may, of course, be beneficial

both to staff members and the organization. Under these

circumstances, WOMANTRA shall allow, encourage and facilitate the

participation of representatives in professional activities that maintain

and enhance their professional and technical competencies.
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40. Staff members on leave, either with or without pay, should bear in

mind that they remain company representatives in the employ of

WOMANTRA and subject to its rules. They may, therefore, accept

employment, paid or unpaid, during their leave only with proper notice.

Conclusion

41. The attainment of the standards of conduct for company

representatives requires the highest commitment of all parties.

Representatives must be committed to the values, principles and

standards set forth herein. They are expected to uphold them in a

positive and active manner. They should feel responsible for

contributing to the broad ideals to which they dedicated themselves in

joining the WOMANTRA team. WOMANTRA accepts the obligation to

implement these standards through its policy framework, including

rules, regulations and other administrative instruments.

42. For these standards to be effectively applied, it is essential that they

be widely disseminated and that measures be taken and mechanisms

put in place to ensure that their scope and importance are understood

throughout the organization.

43. Respect for these standards assures that WOMANTRA will continue

to be an effective instrument in fulfilling its responsibilities and in

meeting the aspirations of all gender justice loving peoples of the

world.
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44. Representatives may make a motion to amend or append these

standards at any Quarterly or Annual meeting. Breaches of any of the

standards outlined in this document will trigger a special meeting to

discuss and determine appropriate repercussions as necessary.
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