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 1. FOREWORD 

The following pages list a series of rules of conduct to be adopted when carrying out any 
activity for Ai.Bi. Friends of Children Association. The objective of this Code of Ethics and 
Behavior (hereinafter the COE) is to ensure the highest level of professionalism and 
excellence in the organization's activities, both in Italy and abroad. The code is addressed 
to managers, employees, and personnel of the following categories, hereinafter referred 
to as "Recipients of the COE ": 

✓ Board of directors and supervisory bodies; 

✓ All employees, collaborators, and volunteers; 

✓ Partners and organizations that Ai.Bi. has signed a partnership agreement with; 

✓ Consultants and service providers, contractors/subcontractors, and other persons who have 
signed a contract or agreement with Ai.Bi.1. 

✓ People (members, supporters, testimonials, or others) who come into contact with projects 
and activities (i.e. visitors). 

 

The Recipients of the COE must act and behave in line with what is indicated in this 
document, immediately report all violations of the code to their manager or contact 
person, and consult him in the event advice on the interpretation of the code is required. 

It is important to remember the behavior of each person who works within Ai.Bi. must 
comply with Italian legislation and in particular with Legislative Decree 231/20012, as well 
as comply with the laws of the countries in which they operate, to provide a responsible, 
quality service that is attentive to the needs of local partners. 

The COE integrates, contains, and, in some cases, summarizes some aspects of the 
following internal guidelines, to which reference should be made: 

 

✓ Internal Regulation 

✓ Safeguarding Policies, which include: 

• Child Protection Policy 

• Gender Policy 

• Human Resources Policy 

• Health, Safety and Security Policy 

• Whistleblowing Policy (WP) 

✓ Administration & Managing Policies, which include: 

• Financial Policy 

• Procurement Policy 

• MEAL Policy; 

• Policy on Accountability to affected population 

• Antibribery and corruption, antifraud, and anti-conflict of interest policy 



            

 
 
 

• Communication guidelines  

✓ The privacy policy includes: 

• Guidelines on the processing of computer data 

• Guidelines on the processing of paper data 
 

✓ Services Charter, focused on services rendered in the field of intercountry adoption. 
 

By signing the Declaration of Commitment (see at the end) the recipients of the COE agree to 
always respect its principles during working hours.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



            

 
 
 
 

2. INTRODUCTION 

ABOUT AI.BI. 
Ai.Bi. Associazione Amici dei Bambini is a NGO - Non Governmental Organization, constituted by 
a movement of adoptive and foster families, who fights every day to guarantee the right of 
abandoned children to be part of a family. Since 1986 Ai.Bi. works each day alongside the 
worldwide institutionalized children in order to fight against the emergency of abandonment. 
Our Association has a National head-office in Italy and 14 regional offices and information-
points, worldwide has branches in Eastern Europe, America, Africa and Asia. Our main activities 
are: International Adoption Cooperation Projects and Long-distance Support Support to Foster 
care, Family-like Homes and Temporary Foster care in Italy Promotion of children right to a 
family Cultural promotion about the emergency of abandonment. 
 
 
AI.BI.’S MISSION  
Our mission is to try to give every abandoned child a family, to guarantee his right to be a son. 
 
The objectives of our struggle are: 
 Prevent abandonment 

Children living in disadvantaged and troubled families are often at high risk of abandonment. In 
order to defend their fundamental right to have a peaceful childhood, Ai.Bi. supports families of 
origin with international cooperation projects. 
 
 Suspend abandonment 

When abandonment occurs, the minor must be guaranteed the maintenance of a family 
relationship with foster care. 

 
 Overcoming abandonment 

Definitive reception in a family must be the solution for every abandoned child. In some cases it 
is possible, through international cooperation projects, to reintegrate into the same family of 
origin. But where this does not exist or reintegration is not feasible, the minor must be 
accompanied to a new family through national adoption and international adoption. 

 
 Accompanying abandonment 

There are many adolescents who, although abandoned as children, have never been welcomed 
by a family. Ai.Bi. through international cooperation projects it follows their integration into 
society 
Promote the culture of hospitality 
In order to promote a profound cultural change aimed at spreading a different approach to 
abandonment, Amici dei Bambini has launched a project on the culture of hospitality. 
 
 
 
 



            

 
 
 
 
3. RESPECT FOR THE PEOPLE 

Everyone must consider others as human beings and respect their dignity, integrity, freedom, 
their beliefs, convictions, or opinions, and the equality of their fundamental rights (Declaration 
of Human Rights). Ai.Bi. pays particular attention to respect for boys, girls, and people involved 
in all its activities. 

 

 GIRLS AND BOYS 

Ai.Bi.’s personnel (the recipients of the COE) must behave in such a way to protect the boys 
and girls, the staff themselves, and the organization. The rules listed below must be respected 
throughout collaboration with Ai.Bi. 

 

The personnel (and the Recipients of the COE) must: 

▪ Care for boys and girls without discrimination based on gender, nationality, ethnic or 
social origin, language, religion, disability, personal belief, health condition, etc. 

▪ Create a safe environment and a culture of openness, where boys and girls can raise any 
issues and talk about them freely. 

▪ Make sure, through dialogue, that boys and girls are aware of their rights (listed in the 
UN Convention on the Rights of the Child) and know how to recognize what is a 
violation of their rights and who to contact in case this happens. 

▪ One-to-one activities between a minor and an adult should be avoided where possible. 

▪ Adopt appropriate and responsible behavior in front of boys and girls taking into 
account socio-cultural aspects. 

▪ Immediately report an actual or suspected situation of abuse of a girl or a boy according 
to appropriate procedure. By abuse we mean the exploitation of child labor, child 
trafficking, sexual, psychological, physical abuse, or neglect (for terminology refer to 
CSPP 2022). 

 

The personnel (and the Recipients of the COE) must not: 

✓ In front of boys and girls, use language or behave in bullying, degrading sexually provocative, or 
culturally disrespectful manner. 

✓  Hit a boy or girl. 

✓  Kiss, hug, stroke, or touch a boy or girl inappropriately. 

✓  Dress, wash, or do things that a boy or girl can do independently. 

✓  Remain inactive when seeing boys and girls engaging in sexualized games. 

✓  Remain inactive when seeing a boy or girl act with another in an inappropriate, aggressive, violent, 



            

or bullying manner. 

 

 

MALE AND FEMALE COLLEAGUES (the Recipients of the COE) 

In order to foster a serene working environment and boost team spirit, everyone must behave 
with fairness and respect towards all their colleagues, without distinction of contract or job 
and regardless of gender, nationality, ethnic or social origin, language, religion, disability, 
personal or political belief, age, marital status, family status or sexual orientation. 

If activities abroad are carried out, it is necessary not only to respect the laws but also the 
local customs and traditions. 

The managers of said activities (sector manager, office manager, program or project manager, 
etc.) must exercise the powers connected to their mandate, respecting and guaranteeing the 
dignity and integrity of their collaborators, promoting and facilitating their professional 
growth. Each new member of Ai.Bi. must be welcomed with an open-minded attitude. 

The following behaviors are prohibited: mobbing, harassment (verbal, physical, or graphic), 
discrimination, exploitation, abuse, intimidation, humiliation or marginalization, or any 
behavior that could cause psychological harm or question a colleague's desire or ability to stay 
in that job position. 
 
 
RELATIONS WITH THIRD PARTIES, SUPPORTING PARTNERS, AND BENEFICIARIES  

It is essential that, in the management of their activities both in Italy and abroad, any person 
who represents the Association or that in various capacities works for its mission, always 
behaves correctly and respectfully and that no discrimination or unequal treatment takes place, 
regardless of gender, nationality, ethnic origin or social, language, religion, disability, personal 
or political belief, age, marital status, family status or sexual orientation. The relationships with 
the outside world are not personal but are work relationships and a confidence that is not 
suited to customs must be avoided. 

It should never be forgotten that Ai.Bi., an independent association that bases its business on 
funding mostly from private individuals, owes a debt of gratitude to its supporters, including 
the "testimonials", partners, and those who support the activities in various capacities, and it is 
therefore of fundamental importance for the Association that proper behaviors are held with all 
third parties. Finally, the beneficiaries, whether they are minors or families, are the driving 
force of the Association's activities and they are owed the utmost respect and equal treatment. 

 

RELATIONS WITH PUBLIC INSTITUTIONS AND PUBLIC OFFICERS 

Ai.Bi. carries out its activities to contribute to the social good based on the authorizations of the 
Public Administration, and also carries out services of public importance by a delegation of the 
Public Authority, being subject to the control of the latter. Relations with the Public  



            

 

Administration and with the delegated officers are therefore extremely important and all 
employees and collaborators in various capacities are required to behave in a manner 
characterized by the utmost professionalism and diligence. 

 

 4. RIGHT TO PRIVACY 

In carrying out its activities Ai.Bi. processes the personal data of many categories of subjects 
such as boys and girls beneficiaries of Ai.Bi.'s projects, people who access Ai.Bi.’s services 
(courses, seminars, psychological and/or psychotherapeutic counseling, etc.), donors, 
partners, boys and girls reported for international adoption and families intending to 
undertake an international adoption, and also the data of its workers (employees, 
collaborators or volunteers, etc.). 

In carrying out these treatments, Ai.Bi. follows the related Italian and European regulations 
(Legislative Decree 196 of 30/6/2003 "Code on the protection of personal data" and 
subsequent amendments introduced by Legislative Decree 101/2018; EU regulation 2016/697 
(GDPR). 

The Association has also adopted a specific internal policy on the processing of personal data 
and guidelines for the processing and archiving of paper and computer data. All employees 
and collaborators are required to comply with the specific guidelines to which references 
should be made and to pay attention to all the information and training opportunities made 
available by Ai.Bi. 

 

 TREATMENT OF PERSONAL DATA 
The processing of personal data in Ai.Bi. is strictly related to the sector or sectors in which one 
operates and to the specific tasks or activities assigned by contract. At the time of hiring or 
starting the collaboration, all employees sign a commitment to confidentiality and undertake 
to process the data in accordance with the indications received. 

In particular, only authorized personnel is allowed to process the data of boys and girls 
beneficiaries of Ai.Bi.'s projects, people who access Ai.Bi.'s services, Ai.Bi.'s donors, and boys 
and girls reported for international adoption, families who intend to undertake an 
international adoption, partners. 

The appointment deed, which must be signed for acceptance, also contains the instructions to 
follow for the correct processing of personal data, while further instructions can be defined 
and introduced over time. In case of doubts regarding the processing, the people processing 
the data are required to contact their manager or contact person for the necessary 
clarifications. 

Particular attention must be paid to the processing of data belonging to particular categories 
(pursuant to art. 9 of the GDPR): 

- the data (i.e. personal data, data relating to the state of health, religious beliefs, other data 
relating to article 9 of the GDPR, images, stories) of adults, are acquired and processed by Ai.Bi. 
only with the prior written consent of the interested party; 

- the data (i.e. personal data, data relating to the state of health, religious beliefs, other data  



            

 

 

relating to article 9 of the GDPR, images, stories) of persons under the age of 18 are acquired and 
processed by Ai.Bi. only with the prior written consent of the holder of parental responsibility. 

 

• only forms and procedures established and approved at the Association's headquarters in San 
Giuliano Milanese can and must be used to compile and collect consent for the various activities. 

• all written consents are kept at the offices and offices of Ai.Bi. 

• Ai.Bi. always asks for written permission from boys and girls or guardians (boys and girls under the 
age of 18) before using their data, images, or stories. 

 

 WHERE AND HOW PERSONAL DATA IS STORED 
Documents containing personal data must be kept in paper and/or electronic archives 
according to the instructions received. The organizational measures in place provide for logic 
that guarantees different levels of access to data, based on their type, and they must be 
respected. Protected spaces (including IT) must be used for data belonging to particular 
categories, pursuant to art. 9 of the GDPR. 

For more information on how Ai.Bi.’s data are stored and protected, please refer to the 
Health, Safety and Security Policy of the Organization. 

 
 

IMAGES AND PRIVACY 

The images (photographs, video shootings, video recordings) are to be considered personal 
data, therefore their treatment must be in compliance with the provisions of the applicable 
Privacy Law. 

In particular, in addition to what is valid for other types of data, the personnel who make films 
or video-recordings, or video-recordings, or photographs to be used by Ai.Bi. for 
communication purposes must verify the rules and procedures set by the Headquarters and 
must also: 

✓ Before recording, photographing, or filming a person, ask for their consent. If this person is a 
minor, the consent of his parents or guardian must be requested in addition to her consent. 
Personnel must inform and explain how the collected material will be used and managed. 

 Before recording, photographing, or filming a person, it is necessary to comply not only with 
local traditions but also with any local laws governing restrictions on the reproduction of 
personal images. 

 Make sure films and photographs present people in a dignified and respectful manner. In the 
case of minors, there must be no sexual reference or exploitation of pain and suffering that 
could be offensive. 

 Personal references must be strictly limited to the name, age, and country. Further references 
must be agreed upon and authorized by the subject. This also applies to documents sent by e-
mail.  

 
In all the other cases it is forbidden to collect, use and store data and images of third parties. 
 



            

 
 
 

5. ETHICAL USE OF ECONOMIC RESOURCES  
Ai.Bi. aims to guarantee to the donors and the recipients of its activities the ethical use of 
resources. For this reason, the staff must act with transparency, paying the utmost attention 
to management, independence, fairness, efficiency and effectiveness, and verifiability of the 
use of available resources. 

The management of the Association's funds must be done in compliance with the “Financial 
Policy” document. Fundraising actions must comply with industry standards and rules. 

 
 

6. TRANSPARENT MANAGEMENT 
Ai.Bi. undertakes to have precise, transparent, and clear administrative management. 

All actions and operations of the organization must be properly recorded so that it is possible 
to verify ex-post the decision, authorization, and execution process. 

To achieve these objectives, the participation and active collaboration of the staff are 
required, to facilitate the clear communication of the data necessary for accounting. 

No information necessary for carrying out control activities (inspections or audits attributed to 
independent bodies) must be hidden. 

Bribery in contractual relationships (abuse of power for the private advantage of any person) 
is prohibited. This includes: 

 

- - Offer, give, request, or receive gifts, loans, prizes, commissions, or other financial or material 
benefits from/to third parties as an incentive. Goods of modest value can be offered (gadgets, 
calendars, panettone, etc.) but only if authorized by the Administration. 

- Corruption and acceptance of sums of money not included in the costs of the Association’s 
services. 

- Granting and receiving benefits. 

- Fraud and embezzlement (use of funds for personal use). 

- Agreements and contracts restricting competition (without respecting the rules that AiBi has 
adopted). 

- Extortion and money laundering. 

 

7. ETHICAL MANAGEMENT OF STAFF (and of the Recipients of the COE) 
Ai.Bi. recognizes that its staff constitutes an intangible asset that must be taken care of. Therefore 
the following rules apply: 

✓ Personnel selection must be conducted following internal guidelines, with impartiality 
and transparency according to criteria that take into account the motivation, competence, and 
aptitude of the candidate. No discrimination based on gender, nationality, ethnic or social 
origin, religion, disability, personal or political belief, age, marital status, family status, or sexual 
orientation can be accepted. 



            

 

 

✓ At the establishment of the working relationship, the contractor must receive, in 
addition to his contract, the Internal Regulations, the COE code, and the other applicable 
internal policies, as well as the security rules on privacy and the procedures to be adopted in 
carrying out the activities. Employees destined for foreign countries also receive a copy of the 
insurance guarantees activated. 

✓ Staff must be treated fairly, effectively, and transparently. Each person knows and is 
consulted on the launch of any new policy that concerns them. The staff is aware of the 
remuneration and benefits policy, defined based on merit and objective criteria. 

✓ Ai.Bi. must take care of the well-being of its collaborators. Their duties must comply with 
the provisions of the contract for the period of activity. Staff must be aware of their work goals 
and be able to achieve them. In addition, it is necessary to encourage and recognize the 
potential and good performance of the staff. 

✓  The professional growth of staff must be at the heart of the organization's concerns. 
The training received must always be consistent with the needs of Ai.Bi. (taking into account 
the financial aspects), also taking into account the aspirations of the person. 

✓  Staff must be aware of existing disciplinary measures. 

✓  Any complaints must always be heard by the personnel manager, by their sector 
manager, or during the appropriate meetings. 

✓ Listening and sharing must be at the center of the decision-making process. An 
operational or organizational change must be communicated in advance, leaving room for 
discussion. 

 
Ai.Bi. pays particular attention to avoiding and sanctioning any act that offends the dignity of 
workers, and intends to prevent and combat any sexual harassment, abuse, exploitation, and 
mobbing behavior (reference is made, to the extent applicable, to the code of conduct for the 
prevention and fight against mobbing by the Ministry of Foreign Affairs and International 
Cooperation (MAECI). 
Ai.Bi. ensures that diversity is not made the object of ridicule or discrimination, either among staff 
or towards the public, nor does it constitute an obstacle to the full use of professional skills and the 
development of the career prospects of employees. 
Finally, Ai.Bi. pays particular attention to the creation of suitable environments and workplaces as 
regards the safety and health of employees and those who have access to them, in compliance with 
national and international legislation on the subject. 
 
 
 
8. APPROACH TO CHILDHOOD PROTECTION MEASURES 
 
It is required of all employees and collaborators of Ai.Bi. to know the Convention on the Rights 
of the Child (CRC) and the law n.184 / 1984, updated with various subsequent amendments, 
about everyone’s right to have a family. Ai.Bi., its employees, and its collaborators who work on 
projects are required to comply with the applicable rules in this matter, also in order to protect  
 
 



            

 
Ai.Bi.’s image. The centrality of the family and prevention of family disintegration are essential 
aspects of Ai.Bi.’s approach to the protection of minors. 
 
 
FOSTER CARE 

Foster care, in line with law 184/1983, is a temporary abandonment prevention measure and 
cannot be applied in cases of permanent abandonment. Family foster care is preferable to that 
in communities or structures, except in cases of special needs for support that is provided for by 
specialized structures. The custody of minors under the age of 6 must in any case take place 
either in the family or in a family-type community, as different structures are not allowed. 

 

ADOPTION 

National Adoption is not under the purview of Ai.Bi., as it’s the sole responsibility of the Italian 
government authority. On the other hand, Ai.Bi. is an authorized agency for intercountry 
adoption, only in the countries where it is authorized and within the limits of the delegation, 
as well as under the control of the Commission for international adoptions. This task is carried 
out on the basis of the provisions of the law, and although the mandate does not oblige to 
bear results it must nonetheless be carried out by the staff with professionalism, that will 
maintain the utmost transparency towards the CAI and the aspiring parents. 

 
PRINCIPLE OF SUBSIDIARITY 

International adoption must be the last way to go in order to realize the interest of a boy or 
girl when there has been no possibility to help him within his own family (if there is one) and 
in his country of origin (where possible). 

Verification of the state of abandonment and eligibility for adoption is the responsibility of 
the authority in charge in the country of origin: a direct intervention by the Authorized 
Agency in this phase could be connoted as undue and in conflict of interest (the Agency may 
have an interest in "forcing" the procedure). 
 
 

 THE INTEREST OF THE MINORS 

Ai.Bi.’s employees (all the Recipients of the COE) must act in the supreme interest of minors. 
In order to achieve this goal, they must: 

 

- Collect all the information concerning the boy or girl, and if necessary carry out an 
in-depth analysis of their conditions and needs. Compatibly with the specific problems 
and difficulties of each country, they should be prepared to meet and live with their 
future parents, according to the methodologies and tools developed by Ai.Bi. When 
mature enough, they should be involved in the adoption process, compatibly with the 
specific regulations and practices established by each country. 

 

 



            

-  

 

- Identify, through the various initiatives provided for by Ai.Bi.’s procedures, the 
availability, and limits of the couple, fostering a relationship of trust with the 
Association. Couples must be made fully aware of the dynamics concerning 
intercounty adoption and must be accompanied during the process, in accordance 
with the mandate. Accompaniment and support must always be offered, even after 
adoption, if requested by the family. 

 

 

      COLLABORATION AND TRANSPARENCY 
Ai.Bi.’s employees in Italy and in foreign countries must comply with the following criteria: 

- Strict compliance with the regulations, procedures, directives, and/or guidelines in 
force in Italy and in the various countries where Ai.Bi. operates in the field of 
international adoption and the protection of minors. 

- Collaborative, respectful, and equal approach with all the institutions involved and 
local partners. 

- Economic and operational transparency: no donation or undue payments or even just 
pressure to obtain preferential channels or to obtain a greater number of minors’ 
files. 

- In the best interest of the boy or girl, internal communication between colleagues, 
sectors, branch offices and Italian offices must be taken care of and encouraged, in 
compliance with roles, skills, and levels of responsibility. Any communication must 
preferably be sent in writing, both as information between different sectors and 
countries, and where it is addressed to authorities or to the adopting couples. 
Otherwise, a written report must be prepared to keep track of the activity performed. 
Communications must be filed in the relevant file. 

 

Ai.Bi. guarantees that the adoptions of foreign boys and girls take place in compliance with the 
principles established by Italian law, the guidelines of the CAI, the Hague Convention of 29 May 
1993, and the guidelines of the Hague Conference on private international law (www 
.hcch.net), and the Ethical rules of EurAdopt (www.euradopt.org). 

All regulatory references are available on the website http://www.commissioneadozioni.it/ 
 
 

8. SAFETY AND HYGIENE IN THE WORKPLACE SAFETY 
The recipients of this code must comply with the safety and health regulations required for the 
country where it carries out its activity. Everyone must be informed of the regulations in force 
in the country in which they work. Each employee must be concerned about his own safety 
and health and that of the people around him. Everyone must comply with the provisions 
issued by their manager and by the employer regarding safety. 

Upon starting their collaboration with Ai.Bi., personnel must: 



            

 

 

 

- (within 60 days from the start of the collaboration) receive training/information on the basic 
notions of safety, and be informed on who is the contact person/representative of the 
workers for safety matters to contact in case of need.  

- At the headquarters, everyone should be informed about people who have received first aid 
and fire fighting training. Staff must be informed on how to evacuate the office in case of fire, 
and on the location of fire extinguishers and other safety devices. For the purposes of the 
anti-fire regulations, the signing of an attendance sheet is required at the entrance to all 
those who enter the premises at the headquarters. 

The staff and collaborators at the other offices in Italy and the expatriate personnel 
(including the Recipients of the COE), must observe the same protection and prevention 
measures that are observed at the head office and that would be observed in Italy (e.g, use of 
seat belt in the car, even in countries where it is not mandatory). Ai.Bi. undertakes to provide 
all the necessary information on the country where the staff will work and on the appropriate 
behaviors to adopt, with regard to safety, particular risks in the area where they will be 
staying and where they will carry out their activities, vaccinations, and the hygiene 
precautions to be taken. 

Employees and collaborators hired under an Italian contract are subject to a medical 
examination at the time of hiring and periodically in accordance with the provisions of the law.  
Office managers should facilitate the integration of new employees and collaborators into the 
workplace and, in particular abroad, make everything possible to facilitate their cultural 
integration into the society; furthermore: 
 
 - ensure the implementation of the measures envisaged for the physical safety of personnel; 
 - coordinate the safety measures of employees and any family members. 
 

 

USE OF DRUGS AND ALCOHOLICS 
 
 It is forbidden to perform one's duties under the influence of drugs or alcohol. 
 It is forbidden to consume, possess, distribute or sell drugs or alcohol within Ai.Bi.’s 

premises or in the performance of work activities. 
 It is important to remember that local legislation in a foreign country may be particularly 

severe in repressing even the sole possession of illegal substances for personal use. 
 Any exceptions for the consumption of alcohol on the occasion of holiday parties or 

celebrations should be first authorized by the Administration. 

 

 

 

 

 
 



            

 
 
 
 

 9. CONFIDENTIALITY OBLIGATION 

All information and personal data relating to donors, supporters, recipients, colleagues, and 
in general any information that becomes known in carrying out the activities, must be treated 
with the utmost confidentiality for purposes related to the role played and for the purposes 
of Ai.Bi.’s Statute. It is forbidden to use the information and data obtained for personal 
purposes. 

All collaborators and Recipients of the COE who have access to or process data and 
information while working for Ai.Bi. are bound by professional secrecy. 

 
 
 10. IMAGE AND REPUTATION OF THE ORGANIZATION 

It is forbidden to engage in conduct that, although not punishable by law, may damage 
Ai.Bi.’s image or reputation. In particular: 

 

 RELATIONS WITH THE OUTSIDE WORLD 

The staff who represent Ai.Bi. externally both with the media, suppliers, public 
administration, funding bodies, external consultants, and/or various partners, must speak 
about Ai.Bi. with fairness and transparency without harming the organization. 

 

 AVOID CONFLICTS OF INTEREST AND PREVENT ABUSE OF POSITION 

Under no circumstances must the staff receive personal benefits from the implementation of 
any of Ai.Bi’s activities. It is forbidden to ask for donations, money, or favors of any kind. 

A conflict of interest occurs when a high decision-making responsibility is entrusted to a 
person who has interests of a family, financial or personal nature that could compromise the 
impartiality required by this function. Any situation of conflict of interest must be reported to 
the immediate superior and to the Management offices. 

  

 MAINTAIN AN ATTITUDE OF POLITICAL NEUTRALITY 

Ai.Bi. is committed to maintaining an attitude of political neutrality in the various countries 
where it operates. Ai.Bi. refuses to preferentially support a political party and makes sure 
that its activities are not interpreted as support for a political party or movement. The 
political beliefs of the staff are private. Political activities must be carried out outside office 
hours and outside the workplace. Ai.Bi.’s employees must not use Ai.Bi.’s image or their 
position within the organization to support their political views. 

 



            

 

 
IT IS PROHIBITED TO: 

✓ Use Ai.Bi.’s computer devices to store unauthorized images or audio-video recordings; in 
the case of images of minors, the authorization must be granted by parents or guardians. 

✓ Keep or advertise pornographic material on the premises used for Ai.Bi’s activities. 

✓ Post or share unauthorized material or pornographic material in any medium. 

✓ Have any kind of sexual relationship with people under the age of 18 in any country in the 
world. 

✓ Purchase sexual services. 
 

  
 11. RESPECT FOR THE ENVIRONMENT 

Ai.Bi. recognizes the great importance of protecting the environment, adapting and mitigating 
climate change, and the need to develop a growing sensitivity to the issue in all our daily 
actions. The staff is committed to paying attention to energy savings and avoiding waste. Paper 
printing must be avoided in cases where documents can be filed on a digital system. Every 
employee and collaborator is required to pay attention to the rules for waste sorting 

 

 

12. USE OF MATERIALS AND PREMISES 
Each person is responsible for the protection and conservation of the premises and the 
materials they use for their duties. The material must be used scrupulously and only for the 
purposes of the work. Any damage must be promptly reported to the manager or delegate. 
The assets of Ai.Bi. (material, documents) must not leave the premises unless expressly 
authorized by their manager (e.g. smart working, external events, etc.). 

Telephones, fax machines, computers, laptops, and e-mail accounts are intended for 
professional use only. Any other use must be limited or carried out for safety reasons. 

Internet searches not related to the performance of one's duties or the use of Ai.Bi.’s network 
for purposes not related to one’s duties are not allowed. The Management may evaluate 
restrictions, taking into consideration the legislation in force in each country. 

The use of computers: before uploading files and other external material to the internal 
network (laptop) or to the PC (USB key, CD, ...), an anti-virus must be used. To download new 
software, ask your IT contact person. It is recommended to save work documents directly on 
the internal network (server) rather than on the PC. 

Ai.Bi.'s cars, digital systems, stationery goods, and any other property owned by the 
Association must be used only by authorized persons and only for professional reasons; they 
can be used for personal reasons only exceptionally and with prior authorization of the 
Management. Personnel must comply with the authorization procedure at the headquarters, 
and this must be applied in each branch office. Anyone that uses Ai.Bi.’s property improperly 
or illegally will be responsible for his actions and any damage, as well as crimes, committed. 



            

 

 
 
13. APPROVAL, IMPLEMENTATION AND REVIEW OF POLICIES 

All Recipients are required to know the COE and to immediately report any suspected 
violation, within 24 hours, to the designated Focal Points or their superior. For the reporting 
process, refer to the procedure set out by Ai.Bi.’s Safeguarding Policy.  

Ai.Bi. will ensure that all reports are properly investigated and resolved, based on the 
reporting and investigation procedures set forth in the Safeguarding Policy, the provisions 
contained in the Whistleblowing Policy (WP), and in accordance with legal and statutory 
obligations. 

 
The reporting procedure guarantees compliance with the principles of: 
 

 Confidentiality: the identity of whoever makes a report must remain secret. This is 
possible as long as the person is not eventually called to testify in a trial. 

 Fairness: the accused, if Recipient of the COE, will receive Ai.Bi.’s best possible support 
under the legal principle of presumption of innocence and will be deemed innocent until 
proven guilty. 

 
The present document is approved by the Board of Directors and its President and remain in 
force until any amendments or replacements approved by the BOD. The BOD is ultimately 
responsible for the implementation of the policies and ensures that these are adequately 
known and understood by the staff involved. 
The staff involved in the coordination and implementation of projects, in the administration of 
offices and projects, in Italy and abroad, are adequately informed on the policies and 
procedures described in this document.  
The Code of Conduct and the other policies mentioned in the present document are accessible 
online by employees, collaborators, suppliers, and donors. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



            

 
 
 
 
 

14. DECLARATION OF COMMITMENT 
 

I, (Name and Family name) 
__________________________________________________________  declare that I have 
read and understood the CODE OF ETHICS AND CONDUCT Ai.Bi., I agree with the principles 
contained therein and I accept the importance of implementing the code while working or 
collaborating with Ai. Bi. 

I.D.: 

Qualification / role: 

 

place, date / / 

signature 


