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SENIOR EXPERT CORPS

Dear experts
Dear SEC-coordinators

In close collaboration with the Advising Committee of the SEC we have, in the course of the last half
year worked over a number of basic papers of the Senior Expert Corps. These are now grouped
together in form of a manual, the “SEC Guidel

The valuable dialogues with experts as well as with our SEC-coordinators have made it clear that
there was a need to adjust the present instruments.

The aim of these new guidelines is to have new model-documents at disposition, which are according
to the actual needs. They should help us to improve further upon the quality of the selection
procedures of our clients on site, as well as upon the framework conditions and the feedback and
finally to augment the sustainability of the assignments.

It was furthermore important to us to work out a transparent document, enabling better understanding
of the course of action and the roles of the involved persons.

Nevertheless, instruments and documents are ultimately only an aid. The decisive factors are people
who implement the theoretical fundamentals. For this there is a need of persons who engage
themselves, who are ready to step up to new things, who are eager to learn about other cultures and
who from time to time question themselves — exactly as yourself! Jointly with you we would like to
create new possibilities and to assist small and medium sized enterprises of developing countries in
the development of their future.

“1f we stop to think of the poor
as sacrifice or even as burden,
and begin to accept them as
indestructible and imaginative entrepreneurs
as well as worth oriented consumers,

acompletenewworl d of possibilities wild.l
C.K. Prahalad, professor in ecomonics, University Michigan, USA

On this place | wish to thank all involved, experts, SEC-coordinators, the Advising Committee and my
two colleagues Nicole Luis and Ursula Hotz for their constructive collaboration, for the critical
feedback and the solution oriented suggestions.

We have not yet reached the end of the process with these guidelines, adjustments and
improvements will still be needed in the future. You are part of a continuous process.

As learning organisation and large SEC-family we will also face these challenges in the future.

s it

Anne Bickel
Project Manager Senior Expert Corps
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Overview of processes in SEC-assignments

The overview of processes shows the course of action from the acquisition in countries of the
South and in Eastern Europe from the initial request and procurement of experts up to the
assignment and the reporting. Responsibilities are shown and documents indicated, which are
to be used for the various process-steps.

Overview guideline-documents

For practical reasons not all documents are available in all languages. Some documents,
especially those serving internal and operative planning purposes were — also for practical
reasons — not attached to the guidelines.

AO_Principles SEC

Al Guidelines on SEC Assignments

A10_Code of Conduct



Overview of processes in SEC-assighments

HO=Head office Zrich

EX=Expert

| HO gives sophisticated feedback : What exactly is not clear? Chance s to get an expert

HO try to find a NEW expert
(during a period of 6 month)

ON HOLD:

|

no

process

HO: 2nd proof if
Assignment is ok
for next step

yes

HO looks for an expert in SEC database. <
Does an appropriate Expert exist?

yes

4/—l

HO send Assignment (2a+b) to expert
and gives Feedback to SEC-

%

respon-
sible documents

if no SEC-Coordinator sends Assignment Request back to client
in order to clarify.

HO

HO Expert list /Database

HO

HO A2a+b_Assignment Request and Checklist



expert decides

whether to
accept or not

expert needs
further
information

HO send CV of possible expert as well
as possible dates to SEC-Coordinator

A3_Expert_CV

HO looks only in extraordinary
cases for a new expert.

|
:

HO organizes flight and if necessray HO A6_HO_Travelorganisation_Expert
Visa an sends it to expert an to SEC-
Coordinator for confirming
HO signs Expert-
2 i HO A8a_Expert_Mandate

Mandate

|

HO sends defined documents
(see next on the right)
to the expert

Manager SEC A8b_Expert_Guidelines

HO A2a+h_Assignment Request and Checklist
A7_HO_Confirmationletter_Expert
A8a_Expert_Mandate
A8b_Expert_Guidelines
A10_Code of Conduct
All_Expert_Report
A12_Visitcards
A13_Assurance Elvia
Al14_ELVIA-Cards (without model
A15_journey recommendation EDA (from website)
A16_Important country Adresses (direct from file)

EX A17_Sympathy-Magazine, where available
A18_Expert_expences account
Al19a_Standard Description

SEC_Swisscontact_ DFESA
19_Divers (Information Swisscontact)




expert sends signed AB8a_Expert_Mandate

A8b_Expert Guidelines

Expert Mandate back

HO sends contact-details expert
(Mail, skype and phone number) to
SEC-Coordinator

X

direct contact between expert and

m I m
I O X

client is possible

2 to 3 weeks before assignment: HO
organize final pick up and adresses
and sends these information to
expert

Expert leaves EX

Switzerland

EX

Expert returns to
Switzerland

EX

Expert writes final report - ilf possible in
local language -
and send it to SEC-Head Office .
(if expert likes also directly to client)

Expert All_Expert_Report

HO forward final report to SEC-
Coordinator (important feedback for
internal monitoring)

Expert writes individual report with
recommendations for client and send it to:
- client
- SEC-coordinator

Expert Wi model. Individual form of feedback

HO checks receipt of report
(all involved persons:
HO, client and SEC-Coordinator)

I I I I
| | o | o | I ‘ I O

payment of contribution to HO
SEC-Coordinator and expert



Overview Guideline-Documents

which document exists in which language

Document does not exist in this language fffffffffffﬁ

HO=Head Office, Zurich

Document used by target group German English Spanish French remarks
Process and Principles

AO_Principles SEC all all original P P P
Al_ Guidelines on SEC Assignments SEC-Coordinators SEC-Coordinators original P P P
A10_Code of Conduct.doc HO and SEC-Coordinators  all /ff/f; original original original
Documents for Clients and SEC-Coordinators

A2a_Client_Assignment Request HO, SEC-Coordinators client ;.-"" original P P
A2b_Coordinator_Assignment Request_Checklist HO SEC-Coordinators / original P B
Ada_Client_Agreement HO, SEC-Coordinators client ,.-"': original P P
A4b_Client_Guidelines HO, SEC-Coordinators client original B P B
A20_Client_Report HO, SEC-Coordinators client o original P P
A21_Coordinator_Report HO SEC-Coordinators A original P ®
Documents for Experts

A3_Expert_CV HO Experts original P P P
A8a_Expert_Mandate.doc HO Experts original B P B
A8b_Expert_Guidelines HO Experts original P P P
Al11_Expert_Report.doc HO all original B P P
Al19a_Standard Description SEC&Swisscontact DFES Experts Medias original P P P

further documents for experts (not integrated in the guidelines)

B1_Expert_Personal file HO Experts orlglnal fffffffffﬁ

A12_Visitcards.doc HO Experts P individual design

A13_Assurance Elvia.pdf HO Experts original

Al14_ELVIA-Cards (without model) HO Experts without model
A15_journey recmmendation EDA (from website) HO Experts without model
A16_Important country Adresses (directtly from HO internal  HO Experts / without model
Al17_Sympathie-Magazin,where available HO Experts Awithout model
A18_Expert_expences account.xls HO Experts original

A19_Divers (Information Swisscontact) HO Experts fffj" /fffffff additional information
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AQ_ Principles SEC

Principles of the Senior Expert Corps

1. Overruling strategic specifications

The Senior Expert Corps i S part of Swisscont
supported by the Swiss Agency for Development and Cooperation (SDC).

Swisscontact is the organization of the Swiss private sector for development cooperation.
Its aim is to promote private economic and social development in selected countries in
the South and East through advisory services, training and continuing education. By
applying the principle of helping others to help themselves, Swisscontact and its local
partners are fighting poverty effectively.

The mission and the guiding principles of Swisscontact are the basis of SEC-
assignments. Senior Expert Corps aligns with Swisscontact’ s tfdcus areas:
Promoting vocational training, workforce development, and continuing education
Promoting small and medium-sized enterprises (SMES)
Minimizing environmental impact

2. Short description of the Senior Expert Corps
The Senior Expert Corps has been founded in 1979. The main goal is the aid to entrepre-
neurs and enterprises in developing countries and in Eastern Europe, which, thanks to
their social responsibility create sustainable jobs and revenue.

Since its foundation the Senior Expert Corps is using the experience of retired skilled
persons. These work without pay and give a practical contribution to the promotion of
sustainable development in countries of Africa, Asia, Latin America and Eastern Europe.

The strength of the experts lies in the advice and imparting knowledge in a great variety
of areas, reaching from improvement of quality to marketing, management techniques to
personnel training. With this they do not only resolve acute technical, commercial or
professional problems, but further with training and qualification of local employees the
job opportunities and revenue. Because of the long experience they are capable to give
quick and pragmatic assistance.

Small and mediums sized enterprises receive with this help to self-help at advantageous
conditions.

AO_Principles SEC_E 1
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3. Leading ideas
Senior experts are deployed to solve clearly defined problems which generally can be
worked upon in two weeks to three months. With this it is observed that, considering the
financial means available, adapted solution proposals are made, which can be
implemented without external help.

The Senior Expert Corps is not conducting own projects. The work of the experts is
reduced to advising of small and medium sized enterprises and institutions following the
principle of “ Hel p +the | @BEeause of this there will be no responsibility of
Swisscontact for the implementation of the proposals, nor will there be an obligation to
the project.

Target groups of the assignments are small and medium sized enterprises which cannot
afford regular consulting services. The improvement of the competitive capacity of the
clients, further training and education of the local staff and the conservation and creation
of new jobs are further important criteria when selecting assignments.

Specially eligible are enterprises and institutions which incorporate environmental
concerns in their policies, as well as demands for assignments in which a high part of
women may profit.

Follow-up assignments are desirable, as these secure sustainability and contribute to the
long term success of small and medium sized enterprises. For these, a suitable financial
contribution by the clients as well as a proof of implementation recommendations made in
the previous assignment is demanded (see in A2b_Checklist Coordinator).

Senior expert are taking the role of good-will carriers in Switzerland.

31 Main countries assisted

In the medium term Swisscontact is aiming to concentrate itself to countries complying
with the following criteria:

- Sufficiently secure

- Countries with existing Swisscontact-office (use of synergies, help possibility), a
gualified contact person on site and a yearly assignment potential of at least 5
assignments.

- Countries without Swisscontact-office, but with experienced and qualified SEC-
coordinators and a yearly potential of at least 10 assignments.

Assignments in countries without SEC coordinators and without a Swisscontact-office
can be accepted in exceptional cases (e.g. request by coordinating office of DEZA, Swiss
embassies, relief organizations) and under special conditions to be defined beforehand.

4. Main stakeholders

4.1 SEC- management

The management of the Senior Expert Corps is located within the offices of Swisscontact

in Zurich. Main functions are the appraisal and processing of assignments, the care of the

pool of experts, the selection and support of the country-coordinators, the

communication, the financial and conceptual planning and further development of

projects. Requests are examined, suitable experts are sought, selected and placed,
AO_Principles SEC_E 2
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travel to the place of assignment organised, the assignment monitored and by means of
assignment-report evaluated. Periodically, deepened evaluations by means of case
studies are conducted.

4.2 Advising committee

The Advising committee is composed by retired professionals and, if possible, a
representative of the foundation board of Swisscontact. It is constituting itself. The
committee perceives its tasks following the principles of the SEC. It acts as a counsel and
contributes to the efficiency, quality, the financing and to the planned number of
assignments.

The main tasks of the advising committee are:

- Strategic counselling of the SEC-management (choice of countries, areas of
professions, client-segments, etc.

- Professional counselling of the SEC-management (periodic control of deployed
instruments as per practical experiences)

- Help with acquisition and mentoring of experts

- Assistance and coaching of SEC-coordinators

- Assistance in public relations and in search of finances

- Assessment of extraordinary requests

Mode of operation:

- Holding of at least two meetings per year, with invitation, agenda and minutes

- Presiding the meeting by president of committee

- In the case of assignments by members of the committee a meeting with the local
SEC-coordinators is to be organised when possible.

- Separate assignments to clear and coach the SEC-coordinators are possible

- The commission is working without pay. Expenses can be reimbursed.

4.3 Partners and clients

The advisory service of the Senior Expert Corps is, as a rule, directed to small and
medium sized production- and service-enterprises. Private and governmental institutions
can profit from the offer, if their request comply with the Swisscontact principles of
furtherance of small and medium sized enterprises (improvement of competitive
capability, education and training, creation of employment opportunities and maintaining
jobs).

Clients are responsible for the subsistence expenses (room and board, laundry, etc). In
the case of follow-up assignments they also participate increasingly at flight- and
administrative costs.

The Senior Experts can also be deployed at same conditions in the frame of
Swi sscontacts’ own projects, as far as t
and consulting firms. The request is normally also made by the aided enterprise or
institution.

The client establishes a clear analysis of the problems and a description of the tasks. He
is to ensure that a competent person, authorized to make decisions, is attached to the
expert as counterpart during his entire assignment, and provides the necessary logistics.

Ambiguities are to be cleared with the client if possible before the start of the assignment.

AO_Principles SEC_E
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4.4 Retired skilled professionals (experts)

Skilled retired professionals from most varied professions are admitted to the data base,
provided that they are willing to accomplish advisory missions without pay (inclusive of
preparation and follow-up). The criteria for admission are professional experience,
knowledge of languages, good state of health and working experience in foreign
countries.

The upper age limit depends first and foremost upon the capability to complete
assignments and the state of health of the expert; it lies however generally at 75 years of
age. Experts who are still in their professional life can also be admitted at the conditions
of the Senior Expert Corps.

Swisscontact is aiming to increase the proportion of women-experts to 20 %
(2010: 14.5%)

45 SEC-coordinators

SEC-Assignments are, as a priority, accepted only in countries which have a SEC-
coordinator, usually employed under mandated conditions. In exceptional cases, this
function can also be taken over by a Swisscontact employee (without mandate).

The SEC coordinators are directly subordinate to the SEC-management in Zurich. They
are responsible for acquisition of requests and their assessment, for mentoring of the
experts on site, for reporting, and they assist the SEC-management in monitoring and
evaluation. The hiring and monitoring of the SEC-coordinators takes place in close
collaboration with the Swisscontact country-representatives (program-managers).

SEC-coordinators are important key-persons. The monitoring, counselling and
furtherance of the SEC-coordinators, as well as a low fluctuation-rate are important
concerns of the SEC-management in Zurich. At least every second year a course of
instruction for SEC-coordinators, organised by the SEC-management in Zurich, is taking
place.

Name of document | AO_Principles SEC_E

file R:\B3-PRO\SEC\A-Process_Assignment
Verffied at: 30.05.2011 Verified from | Manager SEC, Valid from 01.08.2011
AC

Replace document Grundséatze SEC, Number of 4
November 2002 pages
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Al Guidelines regarding SEC Assignments_E

references handling SEC-Assignments

Applicant:
The Assignment request is to be submitted to the SEC Coordinator, a Swisscontact
Project Leader or directly to the SEC Head Office in Zurich.

Analysis of the target group:

It is the duty of both the SEC Head Office and the SEC Coordinator to verify if the
clients really are part of our target group. Our main target-groups are small- and
medium-sized enterprises, which are in need of the advantageous conditions of the
SEC and cannot otherwise afford expert/advisory services. The checklist to be
completed by the SEC Coordinators contains, in part D of the Assignment Request,
specific questions and guidelines in order to categorize applicants.

-»S e &2b_Coordinator_Assignment Request_Checklist

Assignments cannot be guaranteed for each request. It is therefore important NOT to
make any promises. It should further be pointed out to clients that the analysis of the
request usually takes up to 2 months.

Sharing of costs by client:

SEC experts draw no salary. Travel costs to the assignment site and back to their home
town, needed insurance premiums and a modest lump sum for expenses are borne by
Swisscontact (SEC).

The applicant/client commits himself to cover board, lodging and local transport of the
SEC expert. In the case of minimal assignment duration of 6 weeks, board and lodging
for one accompanying person will also have to be borne, if so wished by the expert. In
the case of follow-up assignments or, in the case of an affluent enterprise, a higher
contribution towards expenses may be required by the client even in case of a first
assignment, i.e. a contribution towards flight- and other expenses.

It must be pointed out to the client even before the application to Head Office in Zurich
is made that he may have to contribute towards expenses.

- S e &2b_Coordinator_Assignment Request_Checklist

Type of assignments — Completing Assignment Requests

SEC-Experts should only be deployed for assignments which allow the solution of
clearly defined problem situations within one to three months. Several assignments of
shorter duration with several clients may also be organized for the expert in the same
country, but the minimal duration of the whole assignment has to be at least four weeks;
in Eastern Europe, the minimum duration is of two weeks.

Al_Guidelines on SEC Assignments_E

Swisscontact Senior Expert Corps, Ddéltschiweg 39, CH-8055 Zurich Tel. +41 (044) 454 17 17, Fax .+41 (044) 454 17 97
e-mail: sec@swisscontact.ch homepage: www.swisscontact.ch




The task is to be described as exactly as possible in order on the one hand to find the
most suitable person and on the other hand to ensure that the expert can prepare
him/herself properly.

The appointment of a counterpart for the SEC-expert is most important. He/she should
be well informed of the problem situation, be able to ask questions and have enough
time to work closely with the epaxkueetodupervises
the implementation of the suggestions. The counterpart should in any case have the
necessary competence of decision.

Therefore the client has to complete the Assignment Request-form.

It is the task of the SEC-coordinator to check the Assignment Request before passing it
on to Head Office in Zurich in order to forward only understandable and detailed
documents.

-See Ada_ Client _Assignment Request

Visit of client on site

The SEC-coordinators must, before forwarding the Assignment Request, visit the client
on site and give their personal appraisal of the client, using the checklist
(A2b_Coordinator_Assignment Request_Checklist). In exceptional cases (e.g. follow-up
assignments) the on site visit may not be necessary. This must however be justified in
any case.

The visit will allow to clear open questions, to appraise the client and to check on the
designated lodging.

The client is to give the opportunity to the SEC-expert to get to know the country and its
indigenous people during week-ends. The clearing of this point is also part of the
assignment requests.

Return information HO Zurich

The SEC Head-office in Zurich informs the SEC-coordinator within a week, if the
request can be honoured and if an expert can be sought. It furthermore gives an
appraisal of the foreseen success. If the request is not accepted, SEC Head-office has
the obligation to give detailed reasons for the refusal.

Search for experts and contract with client
After having accepted the request for an SEC-expert, the SEC Head-office is searching

for ONE suitable expert and, after getting

applicant/client. After mutual consent a Letter of understanding between Swisscontact
SEC and the applicant/client regarding the deployment of an expert is drawn up.
-See A4a AQredmenh t _

-See A4b_Client Guidelines

Mandate with expert

Before departure, an agreement regarding the assignment is concluded between Swiss-
contact SEC and the expert, detailing the tasks to be completed (Client_Assignment
Request). There is no contractual relation between the client and the expert.

- See A8a Mawdaeer t _

- See A8b_Expert Guidelines

Al_Guidelines on SEC Assignments_E
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Liability
Swisscontact Senor Expert Corps does not assume liability for the activities of the SEC-
expert.

10. Picking expert at destination
The SEC-coordinators are required to pick up the expert at the airport. Should they not
be able to do this by themselves because of their absence or the distance involved, they
must organize and verify the pick-up by somebody else, normally by the client himself.
In any case the Head-office in Zurich must be informed who is welcoming the expert.
(Name, address, telephone and mobile phone; emergency number)

11. On-site mentoring
The SEC-coordinators are required to contact the SEC-experts shortly after their arrival
in order to enquire about their well-being and to be available as contact person for
possible queries or problems. In the case that the distance to the assignment-site is less
than 50 km, the expert should be visited at least once during his assignment.
Furthermore he or she should be called by phone at least once a week.

12. Assignment evaluation by expert
After the assignment an evaluation-report must be made by the expert. The report has
to be sent to Head office in Zurich.
- See All Expert Report
Additionally the expert has to write an individual report in local language for the client
(with cc to Head Office Zirich). There is no model for this kind of report.

13. Assignment evaluation by client
The client has to complete as well a form giving his evaluation of the assignment. This
form is to be sent to the SEC-coordinator, who is to forward the form to HO in Zurich.
- See A20_Client _Report

14. Assignment evaluation by SEC-coordinator

In order to obtain a general appraisal of the assignment, the SEC-coordinators are, as a
third opinion, to compose a short evaluation-report to be sent to HO in Zurich using the
appropriate form

- See A21_Coordinator _Report

Name of document | Al Guidelines on SEC Assignments_E
file R:\B3-PRO\SEC\A-Process_Assignment
Verified at: 30.05.2011 Verified from | Manager SEC, Valid from 01.08.2011
AC
Replace document Guidelines on Number of 3
SEC-Assignment pages
2000
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Introduction

The objective of Swisscontact"s activiti-es is t
cally sustainable development in selected countries of the South and East. Close to 300 col-

laborators in Switzerland and abroad aim at achieving this goal. Although Swisscontact has

strong faith in the honesty, fairness and integrity of all its employees, it also provides for po-

tential failures. Therefore, Swisscontact and its employees have established a set of values,

which are anchored in the Code of Conduct (CoC) and supplement present or future policies,

guidelines and rules adopted by Swisscontact. These values are to be recognised and re-
spected by allempl oyees and, to the extent possilkle, by
tive of the CoC is to provide the employees with guidelines concerning their expected con-

duct at work, regardless of their cultural background. Compliance with the CoC ensures a

constructive and innovative working climate based on mutual trust and safeguards Swisscon-
tact“s repudeacy.i on and eff

General Principles

Respect for people: All Swisscontact employees are entitled to fair, courteous and respect-
ful treatment by their superiors, subordinates and peers. Swisscontact values the individual-
ity, diversity and creative potential that employees bring into the organisation and which help
to fulfil its purpose and to realise its vision.

Respecting the contractual and legal obligations: employees shall fulfil their contractual
commitments. They are expected to respect the law applicable in Switzerland (see Annex)
and in the respective partner countries.

Equal rights: in their work with other people employees shall make no differentiation in re-
spect of gender, colour, religion, culture, education, social status, disability, age, sexual ori-
entation, family status or nationality.

Transparency: employees shall make sure that their actions and motives are understand-
able and comprehensible.

Loyalty: employees acknowledge the purpose, vision and internal regulations of Swisscon-
tact and are loyal to the foundation. This also includes providing constructive criticism, which
employees express openly and in an appropriate manner within Swisscontact.

Confidentiality: all business information is handled confidentially whenever its nature de-
mands discretion or if it is expressly required.

Partnership-based co-operation: co-operation with partners and target groups is always
fair, reliable and based on trust, honesty and mutual respect. The same also applies to the
behaviour among employees, whereby a constructive approach to conflict management
represents a key component.

Corporate culture: employees understand that, with their work and behaviour, they all con-
tribute to the image building of the organisation.

Main Rules

Each employee agrees with the CoC and is willing to comply. Hence, all employees shall

conduct themselves in accordance with the letter and the spirit of these principles and rules.

The CoC is an integral part of the employment contract. Non-compliance with internal rules

will lead to disciplinary action.

Employees involved in the recruitment of staff must ensure that appointments are made on

the basis of a per s mnelaton tathdajdbreguremantsdin opdertoe nt i a |
avoid accusation of bias, these employees must not be involved in any appointment or other
decisions regarding promotion, development or salary etc. of employees, to whom they are

A10_Code of Conduct_E.doc 1
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related, or with whom they have a close personal relationship. The executive director and
each project manager are responsible for this within their teams.

The role, accountability and obligations must be made clear and understandable to all newly
recruited or newly appointed staff. New employees must be given full information about in-
ternal rules and regulations as well as assistance in case of doubt. Superiors must be aware
that they are responsible to foster a positive, motivating working environment and to encour-
age team work, in order to prevent de-motivation, discrimination and fraud. In case of an ac-
tual or suspected incident, they are obliged to take the problem seriously, investigate the
case immediately and - if required - take appropriate steps. This is a demanding task, which
deserves serious attention.

Discrimination: All actions or statements that put individuals of different origin, nationality,
colour, gender, religion, or other relevant criteria such as looks, disability, age, sexual orien-
tation etc. at a disadvantage, humiliate or ridicule them are regarded as acts of discrimination
and hence are not tolerated neither towards colleagues within Swisscontact, nor towards
colleagues in partner institutions.

Mobbing/Bullying: Mobbing/bullying is a systematic exclusion and humiliation of someone

by one or more persons. Such hostile conduct occur place repeatedly and over an extended

period of time.

A simple argument or conflict, as may occasionally happen in any work situation, is not con-

sidered mobbing. As long as the power struggle between the conflicting parties is even and

the conflict is dealt with in an open manner, it is nothing unusual. It might even serve as a

trigger for positive changes.

Typical cases of mobbing are act sialtelatianshipg,t t ack a
impair the possibility to communicate, devalue the quality of work, or even harm people's

health.

Sexual harassment: There is a thin but clear line between being friendly, obliging and a

sexual pass, i.e. harassment:

Any friendly type of close contact with someone is based on mutual agreement between two

persons. Sexual harassment, however, occurs when one person intentionally fails to keep

hi s/ her distance in an uninvited and unwel come w
theirdistance® differently. Hence, there is no gener al
This behaviour implies the degradation of a person on the basis of his or her sex and is of-

fensive, humiliating, and in many cases even threatens the victims. Hence, it can neither be

tolerated nor accepted.

Corruption: The acceptance as well as the handing over of gifts or other advantages
(money, loans, rewards, reduced prices or fares, etc.), from/to (potential) collaborators, pub-
lic officials, partner organisations, etc. is prohibited, except for the exchange of symbolic pre-
sents of low value in accordance with local customs of courtesy or when the competent su-
perior has given his/her written consent. In case of acceptance, the gift is to be used for
business or humanitarian purposes or jointly with other staff members. The procedure is to
be documented. If gifts or advantages have to be declined the person making the offer
should be informed of the standards and practices prevailing within Swisscontact.

Activities outside work: Employees do not take up another paid or unpaid professional ac-

tivity or accept responsibility for such, without the express written consent of the competent

superior. Advisory missions of employees, within their field of activity and during their work-

ing hours, requir e t he superior“s consent and will be und
Any fee will be treated as income for the organisation. Exceptions are to be formally laid

down in the employment contract.

Information: Openness in the dissemination of information and in decision making is the
norm for all employees within the organisation. Information obtained in the course of em-
ployment is not to be used for personal gain or bengfit, nor is it passed on to others who
might use it in such a way.
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Use and protection of assets: Employees adhere to high ethical standards and good busi-
ness practices, including the careful use and protection of any Swisscontact assets: financial,
physical, know-how, etc.

Conflict of interest: Employees take sufficient care to separate business from private
spheres. They immediately reveal conflicts of interest to their superior and resolve them in a
manner that is objectively verifiable by and understandable to all parties involved.

How do we make it work?

Compliance officer: Swisscontact appoints a compliance officer at the head office and at
each location in the partner countries. The compliance officer may not be the project man-
ager, the programme director or the executive director. He/she shall be responsible to re-
ceive and handle each query and complaint.

Information: each employee shall receive a copy of this CoC. In case of doubt employees
are expected to ask for an explanation and further information.

Implementation: this CoC is to be implemented in all Swisscontact offices in Switzerland
and abroad. The executive director in Switzerland and the project managers in the partner
countries are responsible for appropriate implementation.

Working environment: each employee is responsible for the working environment. The re-
spective superiors are responsible to maintain a positive, motivating working climate within
their team. They encourage feedback.

Awareness: in order to increase awareness the CoC and other related issues shall regularly
be subject of discussion in formal and informal meetings, as well as in staff training pro-
grammes.

Regular participatory appraisals and updating: the executive director and the project

managers are responsible for regular appraisals of the CoC, in order to assess its perception

and complianceaswellas t he “temper at ur enmenbdThese Gppraiselsr ki ng e
may result in an updating of the CoC. The programme directors are obliged to observe the

compliance with the CoC during their field trips.

How to proceed in case of breach of Code of Conduct

Express yourself clearly and confidently if you feel offended by specific comments or actions
or suspect a violation of the CoC by another employee:

Ask for a personal conversation: either one-to-one between the parties concerned, or in
the presence of a person of trust.

Write a personal letter: if you feel uncomfortable about a conversation, express yourself
in a letter, listing the remarks and actions you find offensive or suspicious of a violation of
the CoC. If the situation does not improve after such a letter you should write a second
one and send a copy to the compliance officer, the head of human resources at the head
office or any other superior of trust.

Collect evidence and look for witnesses: write down what happened when, where and
how.

Consult the compliance officer or any superior of trust (orally or through a confidential
letter), who will treat the matter with absolute confidentiality. There will be no retaliation
for such reporting.

Investigation: In case a violation of the CoC has been reported and could not be solved in
the above stated manner, a formal investigation will be undertaken by the compliance officer
or the superior approached.
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The procedure is to be documented and the head of human resources has to be informed.
Those receiving complaints or violation reports are responsible to acknowledge them per-
sonally and rapidly, to inform the plaintiffs of the procedure and to solve all complaints re-
ceived within due time. If needed, he/she is responsible to ask for support from the head of-
fice. In case of unsatisfactory handling by the management, employees are entitled to involve
the Executive Committee (Geschaftsfihrender Ausschuss) of Swisscontact. Depending on
the severity of the case, breaches of conduct might be taxed by a written warning, realloca-
tion to a different job, or even dismissal and legal prosecution.

Confidentiality: Confidentiality is guaranteed by the compliance officer, the head of human
resources at the head office and all superiors involved.

False complaint: False accusation and misleading information might be subject to discipli-
nary action of appropriate degree.
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Annex

Specific examples of harassment

Sexual harassment

In the majority of cases the victims are female - independent of their age, looks, marital
status, education, and professional position. Young professional beginners and women who
out of fear or insecurity do not defend themselves well are more at risk than other women.
Sexual or sexist harassment includes for instance:

unwelcome body contact
request for sexual actions or favours

passes in connection with a promise for advantages or with a threat of disadvantages in
case of non-compliance

presentation or foisting of pornographic material

suggestive comments, “pushy” behaviour
obscene jokes (also by e-mail)

suggestive, meaningful glances

Sexual harassment at work - as well as anywhere else — is always a blatant disregard for
human dignity.

Robertson G. and A. Sharama. 2001. Stop Sexual Harassment. Skill Card® and Swisscon-
tact.

Discrimination

In a company discrimination particularly applies to salary/wages, promotion, or training. But
mockery about different looks, age, body shape, way of life, or other characteristics is also
discriminating. For example:

putting certain groups (e.g. persons of certain origins, working mothers) at a disadvan-
tage with respect to promotion, training, or bonuses.

regular delegation or transfer of unpopular tasks to the same person or group of persons
ignoring an individual belonging to a certain group (e.g. cleaning staff)

xenophobic jokes, statements, and comments

so-called gay jokes

offensive imitation of language or posture

Particularly when discriminating against whole groups, offenders usually feel they can hide
behind common prejudices, moods, and opinions. We do not want and must not support this.
Swisscontact does not tolerate any discrimination neither against groups nor against indi-
viduals.

Mobbing/Bullying

spreading rumours about the victim

abruptly stopping conversations whenever the victim enters the room

allocating tasks that are clearly below the victim's qualifications or that are pointless

allocating tasks that are unfeasible or lack proper explanation

ridicule the victim's work or achievements

gossiping about the victim's private life

excluding the victim from private social activities during the working day (e.g. lunch

break)

withholding important work information from the victim

., Swearing or yelling" at the victim (verbal
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- threatening the victim
- discriminating against or sexually harassing the victim
- etc.

All of us experience many of the above at some point. As individual and separate cases they
are not unusual. However, if such incidents do repeatedly occur over an extended period, it
is generally already considered a case of mobbing/bullying.

Other types of power misuse

Misuse of power occurs when a person is directly or indirectly made dependent on another
person. Any humiliating exploitation of a working relationship is against corporate policy of
Swisscontact.

From that perspective the following actions may be examples of power misuse:

- making the dependent person fulfil private tasks and/or favours against his/her will

- allocating undemanding tasks that do not comply with the person's job description

- ,selling” dependent individual®s ideas as your
- threatening to dismiss the person out of spontaneous anger

- generally ignoring company rules to the disadvantage of the dependent individual

- threatening to use violence

The course of a mobbing/bullying case

Mobbing is a continuous process lasting for an extended period of time which may result in
disablement or, in the worst case, even in the victim's suicide. In order to prevent such esca-
lation it is helpful to know the various phases of mobbing/bullying. This also makes early in-
tervention possible.

Phase 1: An unsolved conflict continues to simmer below the surface. Alternatively, unclear
responsibilities, duties, and processes cause insecurity and fear. The conflict or fears are
projected into a particular person, i.e. the mobbing victim, by one ore more persons, be it
intentionally or unintentionally. Also, the victim may be used as a vent or a scapegoat.

Phase 2: In most cases, the victim is being insulted, although at this stage the persons in-
volved are often no longer aware of the conflict's origin. Subsequently, the victim loses
his/her self-esteem and is pushed more and more into an outsider's role.

Phase 3: The situation gets out of control and turns into a vicious circle. Continuous humilia-

tion unnerves the victim to such an extent that his/her performance starts to decline. Victims

may turn into ,problem employees” facing industr
health problems occur more frequently: the victim is constantly sick.

Phase 4: The process has escalated. In many cases the victim loses his/her job either
through resignation or dismissal by the company.

Such mobbing cases may result in severe psychosomatic illnesses and in the victim's resig-
nation from working life altogether.

Who mobs/bullies - who gets mobbed/bullied?

The majority of cases reveal that colleagues or supervisors are the offenders, sometimes in
collaboration with each other. However, there have been cases of supervisors being mobbed
by their subordinates.

Mobbing can happen to everybody. There are no known specific characteristics of potential
victims. Nevertheless, there are factors that increase the likelihood of a person being victim-
ised, such as peculiar looks, an unusual lifestyle, or lack of sensitivity in dealing with others.
Likewise, unusually high performance or ambition may provoke resentment among col-
leagues, thus sowing the seeds for future mobbing.
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Possible consequences

For the victim

- loss of self-esteem and continuous self-blame

- de-motivation

- psychological and physical illnesses (e.g. depression)

- social isolation even in the victim's private life

- loss of job/resignation

- suicide

The consequences of all types of power misuse may even turn into an existential threat. This

is why every case of harassment and misuse of power must be taken seriously and clarified
thoroughly.

For the team and Swisscontact as employer
- de-motivation of all people involved
- declining job performance of the victim

- hostile working climate and mutual distrust, or even the total failure of co-operation
among the team

- absences due to actively or passively spending time on the case
- absences due to the victim's sick leave
- damage to the organisation® i mage and reputat:i

In addition to losing a pleasant working climate, every single case of harassment and power
misuse has also financial consequences for Swisscontact.
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Extracts from the Swiss Law

The Swiss Feder al Constitution stat esecialyndfobody n
with reference to their origin, race, gender, age, language, social status, way of life, religious,

philosophical, or political conviction, or due to any physical, mental or psychological handi-

cap.”

The Swiss Feder al Legislation bans diigatedi mi nati o
against either directly or indirectly on the basis of their gender, or, in particular, of their mari-

tal status, their family situation, or, in case of female employees, of pregnancy. The prohibi-

tion shall apply, in particular, to employment, job assignment, setting of working conditions,

remuneration, education and continuing education, promotion and dismissal. Adequate

measures taken for the realisation of actual equal treatment shall not be deemed to be dis-

criminatory.?

Regarding sexual harassment it states: “Any har a
behaviour on the basis of sex, impairing the dignity of women and men at work, shall be

deemed to be discriminatory. This includes, in particular, to threaten, to promise advantages,

to imgose constraints, or to apply pressure, in order to obtain concessions of a sexual na-

tur e*. 7

“I'n the course of the employment relationship, t
employee's individuality, pay due regard to the employee's health, and care for the preserva-

tion of morality. The employer particularly must ensure that employees are not sexually har-

assed and that the victims of sexual harffassment

The law applicable for all employees under contract with Swisscontact Zurich is Swiss Law.

! Art. 8, Paragraph 2

ZArt. 3

*Art. 4

* Swiss Contract Law, Article 328, Paragraph 1
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Checklists

For all employees
I have full knowledge of the Code of Conduct and other relevant internal documents (per-
sonnel policy, personnel regulations etc.). | understand their content and their implica-
tions.
| shall adhere to them and comply with these principles and rules.
| shall adopt a pro-active behaviour. | may have to modify some of my habits.
| shall provide my feedback, positive or otherwise, in any situation.
I know how to react and whom to contact at my local office and at the head office, if |
suspect a violation of conduct, receive a hint from a colleague having a problem or feel
victimised myself.

For project managers/executive director
Each of my employees has a copy of the CoC and of the relevant key documents (per-
sonnel policy, personnel regulations).
| shall regularly check that their content is understood and well received.
I am responsible to implement them in my project/office.
| shall constantly endeavour to increase awareness of specific issues among my employ-
ees in meetings, training programmes, etc.
| shall encourage people to provide feedback.
| shall regularly take time to investigate how people feel.
In case of need, | shall ask for support from head office or from an external source. |
know whom to contact.

For compliance officers/head of human resources
| shall encourage people to give me their feedback.
| shall regularly take time to investigate how people feel.
As soon as | receive a query or a complaint, | shall make sure to acknowledge its origin
and inform the person about the next steps.
In case of need, | shall ask for support from the programme director and/or the executive
director. | know whom to contact.

For executive director and programme directors
When travelling, | shall enquire abauwar é¢he CoC
| regularly check that the CoC is being enforced and, if needed, updated.
When rules/procedures/policies/regulations are modified, | shall inform all parties con-
cerned.

A10_Code of Conduct_E.doc 9

Swisscontact Senior Expert Corps, Doltschiweg 39, CH-8055 Ziirich Tel. +41 (044) 454 17 17, Fax .+41 (044) 454 17 97
e-mail: sec@swisscontact.ch homepage: www.swisscontact.org




Il) Documents for clients and
SEC-coordinators

6. A2a_ Client_Assighment Request

7. A2b_Coordinator_Assignment Request_Checklist

8. Ada_Client_Agreement

9. A4b_Client Guidelines

10. A20_Client_Report

11. A21_Coordinator_Report



=)
swisscontact

SENIOR EXPERT CORPS

A2a_Client_Assignment Request for a Senior Expert

PART A) General information of Inquiring Institution

All Information will be treated confidentially by Swisscontact Senior Expert Corps.

Specific questions for financial institutions or companies/ with more than 100 employees are
highlighted in red.

Every question has to be answered. If a question is not relevant for you and can not be
answered, please write a short explanation of reasons.

1. Name of Inquiring Institution

Industrial sector

Name of inquiring institution/enterprise

Postal address

Street

City/Town

Country

Telephone

Facsimile

e-mail:

homepage: www. (if available)

Year companyl/institution founded

2. Legal Form

[] enterprise/ltd company [] foundation
[ ] association [] others:

Only for associations: How many members/companies are involved during the assignment?
[ ] one (1 more than one (exact number):

If more than one institution is involved, please list them:
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3. Profit Organisation or Non-Profit Organisation?

] Non-profit Organisation
[] Profit Organisation

4. Number of personnel

Categories (please cross applying)

] I) less than 50 employees ] 1ll) between 101 and 300 employees
] ||) between 51 and 100 employees [] IV) more than 300 employees
percentage of female staff %

5. Information about contact person

Please take into account that you should propose a key person, who is able to accompany
the expert during his/her assignment.

Name

Position/function within the institution /
enterprise

Education and training of key person

Professional experience of key person

Tel / Mobile

E-Mail address

6. Information about previous expert assignments

Did you have previous expert assignments in your company/organization? (from Swiss-
contact or other expert services such as PUM Netherlands or SES Germany)

] yes ] no

If yes, please detalil.

year of assignment Duration of Main area of Name of expert
assignment assignment
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PART B) Detailed information of Inquiring Institution

1. Main activity and target groups

Main activity (principle purpose) of the
institution/enterprise

Most important products/services

Most important customer- / target groups

2. Management

Who of the management is involved in this
SEC-assignment?

Number of females in other leading
positions. Which positions?

3. Financial situation (in USD/EURO)

Annual revenue (current and last 2 years)

4. Marketing

How do you advertise your
institution/enterprise? (e.g. homepage,
leaflets, word to mouth campaign, no
marketing measures)

Please provide information material such as
annual reports, brochures, product
information or homepage-address if
available

5. Future Plans / Perspectives

What kind of specific plans do you have for
the future? (e.g. intention of expansion /
growth targets / certification / opening new
customer segments or new target markets
(which,where?)
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6. Additional information only for clients with more than 100 employees

Please add an organigram

Please describe your Management-system
and give information about number of
management (e.g. single guidance,
management team, board of
directors/trustees, etc.)

7. Additional information only for financial institutions

Annual gross/net profit (current and last
year)

Borrowed capital

Capital resources

Controlling (how are the finances and the
solvency controlled?)

Please add annual report of the last year
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PART C) Description of the assignment

1. Objective of SEC assignment

Which of the objectives below are the three most important of the SEC assignment?

[] increase of efficiency [] provide a concept

[] Quality improvement of the products [] provide a business plan

[] project innovation [] improvement of market position
[] solve a technical problem [] creating additional jobs

] further education

[ others:

2. Initial situation: Range of activity at which the SEC Assignment is to take place

3. Detailed description of problems

4. Existing facilities in the institution/enterprise

(please provide additional information as detailed as possible bearing in mind that this is
standardized questionnaire for all countries in the world)

Is access to water a problem? []yes [Jno
Is direct access to electricity a problem? []yes [Jno
Are electricity cuts a problem? []yes [Jno
Do you have direct access to Internet? []yes [Jno
Do you have a functioning printer? []yes [Jno
Do you have a functioning photocopier? []yes [Jno

Machines/tools:

please list all existing machines and tools,
which are important for the assignment.
Type/brand of machines and amount of
these. If possible send some pictures as
well.

For hotels only: How many rooms / beds? rooms: beds:

Restaurant(s): Type(s)? How many seats?
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5. Description of SEC Expert tasks (as detailed as possible)

6. Expected results

7. Desired qualification of SEC Expert

Professional experience

Technical skills

Languages

others

8. Duration and desired dates of assignment

Desired duration of assignment

Requested starting date of assignment

9. Conditions for board and lodging during the assignment

Where is the expert accommodated during the assignment?

Take into account that expertsdodeed’ t need a
- a clean and secure room

- enough light in the room (most of them even work in the evening)

- a clean and comfortable bed

- a table, a chair and a cupboard/shelf

- clean toilet and shower facilities
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If affordable and possible experts usually prefer a three star standard hotel in order to
have some privacy in the evening.

10. Transport:

How is the transportation of the expert organized between his/ her accommodation and
his/her place of assignment?

11. Weekend-Organization

If the expert wishes to have an organized excursion, would you be ready to support him/
her at the organization and/or to accompany him?

What kind of excursions and activities can you propose for the expert at weekends?

12. Other specific needs

Please add other specific needs if expected and not mentioned so far.

This “ As Reqgestmeind based on “ Guidelines on SEC Ass

Date: Signature of client:
Name of document | A2a Client_Assignment Request_E.doc
file R:\B3-PRO\SEC\A-Process_Assignment
Verified at: 30.05.2011 Verified from | Manager SEC, Valid from 01.08.2011

AC
Replace document Anf-2003-E.DOC Number of 7

pages
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SENIOR EXPERT CORPS

A2b _Coordinator_Assignment Request_Checklist_E

Introduction:

The present Checklist (part D) supplements the Assignment Request which consists of the
following parts:

Part A): General Information
Part B): Detailed information of Inquiring Institution
Part C): Description of the assignment

Duties of applicant (client)

Assignment Request (Part A-C) will be fulfilled by the applicant (client). The applicant is
required to fill in the Assignment Request truthfully and as informative as possible.

Duties of SEC-Coordinator

The SEC-Coordinator is required to check the Assignment Request for its completeness
and, if necessary, to obtain additional information and to deliver an individual estimation of
the potential client to the Head-Office in Zurich in form of the Checklist (Part D)

This part was particularly created for following reasons:

1. Better quality of the assignments (more quality than quantity)

2. Higher level of details in view of a better preparation of the expert

3. Safeguarding sustainability

4. Instrument for SEC-Coordinators in order to obtain accurate evaluations of the client.

Goal of every mission:

Please bear in mind our principles when approving the Assignment Request and completing
the checklist.

The goal of every assignment is to consult clients and to support them in finding solutions for
specific problems, so that one or several of the following points can be realized:

- Improvement of the market position

- Further education of employees

- Increasing revenue and profitability

- Job creation or preservation of existing job

Sustainability is one of the most crucial points and should be considered when choosing new
clients.

Assignments should furthermore serve to involve as many people as possible in order to
profit from the expert's know-how. Employees should benefit from:

- participating in training sessions to increase their knowledge and skills

- improved working conditions
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PART D) Assignment_Checklist SEC-Coordinator

1. Client visit

It is a duty for the SEC-Coordinator to visit the client personally before a potential expert
assignment takes place. If it is not possible t