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The Syrian Society for Social DevJb~~n}'..s~;Y~ "tow. 1 , __ ,1 ~l.J~i_, ~1..!1_,1-JI ~1_,9 a....~ ' • .c.... ' I : -7 v-- - . 
Code of Professional Condu~t an'\ Gen! I , '- { , 1 ~~~~ ~ ~J_,....JI ~~ J 

Deontology Pohcy \ ~ .. ~ \.~ -:,_..t/ 
Article 1: 

~ :loJWI 

This is the Code of Professional Conduct and General ~I J ~I ul,J~b ~I .!ly...JI -ll-1~ d..w~ o..Ll. - -
Deontology Policy of the Syrian Society for Social t;.:JI3 0-- lj~l ~ ~J <(SSSD) ~~'>II ~ .l:J~I 
Development (SSSD). This Policy shall be effective as of .5).)'1'1 ~ 0-- I.A>J~! 
the date of its approval by the SSSD Board of Directors. 

Article 2: 

2-1- The provisions of this Policy shall apply to all SSSD 
employees and to the staff of all SSSD branches 
within the territory of the Syrian Arab Republic. 

2-2- Each new employee must, prior to their initiation, 
sign a document committing themselves to this 
Policy. A copy of this commitment shall be kept in 

their job file. 
2-3- This Policy is based on the principles of justice, 

equality of opportunity, transparency, accountability, 
impartiality, neutrality, belonging to the Nation, and 
belonging to SSSD-insisting upon achieving its 
mission and goals. The employee shall be responsible 
for compliance with the provisions of this Code, in 
addition to the principles upon which it is based. 

2-4- Any breach of the provisions of this Code entails 
accountability, disciplinary action and penalties in 
accordance with the provisions of the Law. 

Article 3 

This Policy aims to: 

3-1- Establish ethical standards, basic moral rules and 
principles for public service deontology, as well as 
values and professional culture among SSSD staff. 
This can be done by promoting compliance with 
those standards and rules and establishing good 
practices and governance by educating SSS staff and 
guiding them towards proper functional ethics and 
self-discipline frameworks that govern the course of 
work and are consistent with applicable laws and 
regulations. To do that, their duties and 
responsibilities must be clearly stated so that they 
can play their role in improving services and 
enhancing credibility in the public service. 

3-2- Enhance the confidence of the citizen/public service 
recipient in the work of SSSD and increase the respect 
and appreciation of its role in providing services in the 
best way possible. 
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5-1-3 

5-1-4 

5-1-5 

in all one's doings in accordance with the laws, 
regulations and instructions in force. 
Complete the required transactions for service 
recipients relating to the one's department 
activities accurately and swiftly, without 
deceiving or misleading, in accordance with the 
legislation in force; guide them to the complaint­
submission mechanism in case they wished to file 
a complaint to the concerned authorities. 
Give care priority to beneficiaries, their families, 
and people with specific needs. 
Treat personal documents and information 
relating to individuals with whom one deals in 
strict confidentiality and in accordance with 
applicable laws and regulations, never using this 
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3-1-5 

4-1-5 

5-1-5 

6-1-5 
5-1-6 

information for personal purposes. 
Refrain from any action that 
negatively people's trust in SSSD. 

j 0.:'.?-S!I aAJ J.>:- t;L. }Y. J...c 9\ I? (.LM.o~l 
may affect · .~I 

5-2-

5-2-1 

5-2-2 

5-2-3 

5-2-4 

In dealing with upper hierarchy/directors, an 

employee must: 

Comply with one's director's orders, directives, 

and instructions according to administrative 

hierarchy. If those orders and instructions are 
contrary to the legislations in force, the employee 

must inform their director of the violation in 

writing, not obeying the orders and instructions 

unless confirmed by the director in writing and, 

in that case, inform the HR department. In any 

case, the employee must refuse to obey 

instructions if obeying them constitutes a 

violation, misdemeanour, or felony punishable by 

the Penal Code or any other applicable 

legislation. 

Treating upper hierarchy with respect, refraining 

from trying to gain any preferential treatment by 

flattery, deception, or favouritism. 

Refrain from deceiving or misleading one's 

director; refrain from concealing matters related 
to one's work with the aim of influencing 

decision-making or obstructing the work process; 
cooperate with one's director and provide them 

with the opinion, advice and experience one 

possesses in all objectivity and honesty, putting 

in their disposal the information in one's 

possession in the best interest of work. 

Inform one's director of any excess, violation or 

challenges encountered in one's work. 
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Article 4- Employee Duties and General Responsibilities: 

An employee must: 

4-1- Perform duties and tasks entrusted to them to the 
best of their potential, with the intention of honesty, 
integrity, accuracy, professionalism, impartiality; 
serve the aims and objectives of SSSD; and achieve 
SSSD exclusive interests. 

4-2- Be aware of the laws and regulations in force and 
apply them without any excess, violation, or 

negligence. 
4-3- Devote the official working hours to the tasks and 

duties of one's job, refraining from doing any activity 

unrelated to one's official duties. 
4-4- Strive to improve one's performance and develop 

one's professional abilities by following the latest 
developments in personal work and SSSD work, 
submitting proposals that would improve working 
methods and raise the level of performance. 

4-5- Refrain from any actions, practices, or acts that 
violate morality and good behaviour; refrain from 

insulting political views or religious beliefs of others 
or inciting against these, within or outside one's 

circle. 
4-6- Facilitate the audit and control procedures carried 

out by competent authorities, by all possible means, 
providing information and responding to inquiries by 
audit and control officers in accordance with the laws 
and regulations in force. 

4-7- Refrain from strike and from inciting others to strike; 
refrain from organ1zmg collective job-related 
petitions and from participating in writing them, 
regardless of the reasons and motives, committing to 
the approved grievance pathways. 

4-8- Fulfil all one's financial dues to SSSD in accordance 
with the laws and regulations in force, without delay. 

Article 5- Dealing with Others: 

5-1-In dealing with service recipients, an employee 

must: 

5-1-1 Respect the rights and interests of others, 
without exception, and treat others with respect, 
tact, courtesy, neutrality, impartiality, and 
objectivity without distinction as to race, gender, 
religious or political beliefs, social status, age, 
physical condition, or any other form of 
discrimination. 

5-1-2 Strive to gain the trust of others through 
integrity, responsiveness, and proper behaviour 
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5-2-5 

5-3-

5-3-1 

5-3-2 
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Inform one's new upper hierarchy, fully and 

accurately, on the subjects and documents in 

one's possession, including pending matters, to 

ensure continuity of work. 

In dealing with colleagues, an employee must: 

Deal with one's colleagues with respect, tact, and 

honesty; maintain sound and friendly relations 

with them, without discrimination; respect their 

privacy and refrain from exploiting any 

information related to their private lives with the 

intention of abuse. 

Cooperate with one's colleagues and share one's 

opinions with professionalism and objectivity; 

provide them with assistance, whenever 

possible, to solve problems they might face in 

work; promote a positive attitude among 

colleagues to help improve work performance 

and the working environment and establish a 

sound institutional culture at SSSD. 

5-3-3 Refrain from any immoral behaviour, practices, 

~ --?_:~ "'.~. ~~·l_. 
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5-4 In dealing with subordinates, an employee must: 

5-4-1 Help subordinates develop their capabilities; 

help/motivate them to improve their 

performance; be a role-model for one's 

subordinates to work in compliance with the 

5-4-2 
laws, regulations, and instructions in force. 

Transfer knowledge and experience gained to 

one's subordinates and encourage them to 

increase information exchange and knowledge­

transfer among themselves. 
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5-4-4 

provide training and development opportunities 

for them in accordance with the relevant 

regulations and instructions in force. 

Reject any pressure from a third party leading to 

preferential treatment of a subordinate. 
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5-4-5 

5-4-6 

Respect subordinates' rights and cooperate with 

them professionally without favouritism or 
discrimination. 

Commit to give instructions to one's 

subordinates in writing in the event of receiving 

written notice from them that 

orders/instructions issued by him/her are 

contrary to the applicable legislation. 

0_,.:. ~~ ~ ~ 0_,WJ1_, ~_,.;.)"" 0~ rli>l -5-4-5 
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Article 6- To maintain confidentiality and disclosure :u.IO~i ~ ,.:..L...jlo..JI -:r c:l....:a!~i .:..l:!liJ ~~ ~ Jol.b.Ji6 oJL..ll 

mechanisms, an employee must: 

6-1- Refrain from disclosing to third parties official d..L<.L.....llj ~l>yl_, ~)I <..:..>L.~I _#1.) ~W~I r~ -1-6 

information and documents obtained or viewed clJ.) 015" ~1_,.... ~Y. 4..\1.9 ~wi ~ tibl_,1 J.,a> t_SJI 

during the performance of one's functions, _,i <..:..>G)>9 _,i <..::..>~ ~..-"" 0Uy J...\..,oJ ,~,;j_,foll _,1 t;.>l:.s' 
whether in writing or electronically, especially &> ·~ a,.¢:o Jh:i 0i ~ _,i ,a..,.,t> <..:..>~_Ai 
materials in respect of which special instructions, 0-" ~ a.a.91y j£. J.=.. I~!')!) ,.u....c> o..~..a ~~1 ~ 

resolutions, or legislation have been issued or ·~~l..>:..l..o.ll 

which must remain classified in nature, even 

after the end of one's service, unless one has the 

written consent of the Executive Director. 
6-2- Refrain from making any comment, statement, or 

intervention relating to subjects that are still ~ d..l>l..~..o _,1 <:'_.r.a:; _,1 &.W ~~ ~')1.:.~1 L>-C tl4i..o')JI -2-6 
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6-3-

under study or deliberation. 

Informing the Executive Director in the event of 

being requested to testify in a competent court 

of justice, unless one's testimony relates to 

information the disclosure of which is prohibited 

by law in accordance with the applicable laws and 
regulations. 

6-4- Disclose fully and accurately all official 
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information that should be disclosed by virtue of ~I ~)I <..:..>l..~l Jl L>-C ~.:._, J.otS" ~ cW~I -4-6 

one's job. ·~J ~ ~ cW~I ~y....J 

Article 7- Regarding accepting or requesting gifts, 

privileges and other benefits, an employee must: 

7-1-

7-2-

Refrain from accepting or requesting any gifts, 

hospitality, or any other benefit of any kind, 

whether direct or mediated, which may have a 

direct or indirect effect on the objectivity in the 

performance of one's functions, affect one's 

decisions, or obligate one towards some party in 

case they accepted. 

When an employee is in a situation where they 

cannot refuse gifts, hospitality, or other benefits 
not applicable to the situations in clause 1 of this 

article, or when they believe that the acceptance 

of certain types of hospitality would benefit SSSD, 
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7-3-

one must inform in writing one's direct upper 

hierarchy who, in turn, must inform the 

employee in writing whether gifts, hospitality, or 

other benefits should be rejected or retained by 
SSSD, donated to it, or disposed of by the 

employee concerned. 

SSSD shall open a register of gifts presented to it 

and mentioned in clause 2 of this article in which 

it will be recorded how to deal with them, either 

by retaining, donating, or keeping them by the 
employee. 

Article 8 - Regarding a conflict of interest, an employee 

must: 

8-1-

8-2-

8-3-

Refrain from carrying out any activity that would 

lead to a real, apparent, or possible conflict 

between their personal interests, on the one 

hand, and their responsibilities and functions, on 

the other. 

Refrain from carrying out any activity 

incommensurate with one's objective, impartial 

performance of duties, or which may lead to 

preferential treatment of natural or legal persons 

in their dealings with SSSD, harm SSSD's 

reputation, or jeopardize its relationship with the 
public. 

Inform immediately one's direct upper hierarchy 

in writing in the event of conflicting interests with 
any person in their dealings with SSSD or when 

the conflict arises between personal interest and 

SSSD interest, exposing the employee to 

pressures that contradict one's official duties or 

raise doubts about the objectivity to be dealt 

with. In all circumstances, the employee must 

explain the nature of the relationship and the 

subject matter of the conflict, in which case the 

direct upper hierarchy should take the necessary 

action. In all cases, SSSD interest shall be taken 
into account in dealing with such conflict. 

8-4- Refrain from using one's job, whether directly or 

indirectly, to obtain financial gain or something of 

value for one's own interest or their family's. 

8-5- Refrain from using knowledge or information 

obtained in the course of one's duties, as well as 

after the termination of one's work at SSSD, as a 

means to achieve personal benefits to oneself or 
others, whether directly or indirectly; nor should 
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8-6-

8-7-

8-8-

8-9-

one abuse others by not disclosing information in 

order to give unfair or unacceptable privilege to 

third parties. 

Get the necessary approvals and mandates in 

accordance with the relevant laws and 

regulations in case one wishes to participate in 
collecting donations, awards, or in-kind 

contributions for SSSD. The direct upper 

hierarchy may request the employee to reduce, 

modify, or terminate such activities when they 

believe that there will be a conflict of interests, 

whether potential, apparent, or real. 

Avoid close relations with individuals or 

associations whose interests depend mainly on 
SSSD decisions. 

Not accept a job, within six months from the date 

of leaving work, in any association that had 

special formal transactions with SSSD; one is not 

allowed after leaving the job to provide advice to 

the customers of such an association on the basis 

of information unavailable to the public 

regarding SSSD programs and policies. 

The direct upper hierarchy shall inform the 

employee who intends to leave working at SSSD 

of the obligations stated in this article. 

Article 9- Regarding Merit, Competence, 

Competitiveness, and Equity, the employee must: 

9-1-

9-2-

Take measures pertaining to the selection, 
appointment, promotion, training, rewarding, 

evaluation, transfer, assignment, secondment, or 

any other matter concerning the employees' 

work, in an absolutely transparent and impartial 

manner, free of any considerations related to 

kinship, friendship, or utilitarian concepts, 

without any discrimination based on gender, 

race, age, or religion, only following the principles 

of merit, competence, competitiveness, and full 

compliance with approved powers and work 
procedures. 

Report to the direct upper hierarchy in writing of 

any violation of the laws, regulations, and 

instructions in force one is aware of during one's 

work in the selection, appointment, promotion, 

training, performance evaluation, and the like. 

The direct upper hierarchy shall verify the 

veracity of the report and take the necessary 
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measures with the concerned authorities to 

ensure correcting the situation in accordance 

with approved laws. 

9-3- Refrain permanently, whether directly or l,?~ r~l ~ pt,... fl. .9\ pt,... ~ .1.¥" \;S~ t_lM.o':lll -3-9 

indirectly, from any preferential treatment of any .~~IJ d.h..,.,JYI J)l;.. 0"' ~ l,?:Y ~ d..Lo~ 

person through personal recommendation or 

favouritism. 

Article 10: In dealing with SSSD property, the employee 

must: 

10-1-

10-2-

Preserve 5550 property, assets, and interests, not 

neglecting any of its rights and informing one's 

direct upper hierarchy of any infringement 

regarding 5SSD assets and/or interest or any 
negligence or behaviour that may harm it. 

Refrain from using 5SSD property for personal 

gain or to promote goods or services for one's 

personal benefit or a third party's. 

10-3- If provided with a PC, one must consider: 

A. Taking all necessary measures to maintain the PC 

entrusted to them. 

B. Refrain from downloading any software on the 

PC before consulting the SSSD IMT Department. 

C. Make sure the PC is switched off before leaving 

work. 
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D. Maintain the confidentiality of information on YY"'bJI j~ ~ o.:l_p._,...ll .;.,Lo_,.l.a..JI ~ ~ Ji>LQ;,JI . ..:, 

one's PC by using one's own secret password. 4,> d,.,oGJI _,..JI a.....t) Jl.cuu...ul J')l;.. 0"' cll~J <4,> W"GJI 

E. Refrain from using the PC for entertainment, as .J1.i.U ~WI r~J 

well ~s from downloading games and yW:,YI J:>p f'~J ~I ...,O!.>i:-:Y j~l rl~l r~ ·~ 
entertamment programmes. ..a_~fil CZ:"!r.JIJ 

F. Refrain from accessing other people's devices 

and trying to get information therefrom. 

G. Use the PC for the purpose of developing skills 

and abilities, in line with the interest of work. 

H. Refrain from using the PC to do one's personal 
work. 

I. Rationalize the use of printers as much as 
possible. 

Article 11- Regarding the employee's rights, S5SD must: 

11-1- Clearly define the functions, responsibilities, and 

expected accomplishments of every staff 
member. 
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their career on the basis of merit, competence, ·uo.riJI_¥ts;':;_, ~l;.:;JIJ iiji~IJ Jl.Q..:.u..u).il LY'L...i 

11-3-

11-4-

11-5-

competitiveness, and equal opportunities. 

Provide good and safe working conditions and 

ensure that no discrimination is exercised against 

them at the workplace. 

Provide appropriate and continuous training 

opportunities to improve opportunities for 

advancement and career pathways. 

Guarantee freedom of opinion and expression 

within the framework of legal texts and in 
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11-6-

accordance with the provisions of this Policy. 
Ensure their right to appeal or complain against .i:;..;l t.,bl> Ji} t,Si 0-" LS~ll _,1 ~t,. d.h- JAS3 0i -6-11 

·ru:..u1 r~~ t.a9_,_, ~ any wrong decision taken against them, in 

accordance with the provisions of the Law. 

Article 12: SSSD's Mechanisms to Implement the Code 

of Conduct: 

12-1- Adopting the Code of Professional Conduct and 

General Deontology Policy. 

12-2- Incorporating compliance with this Policy into 

employment contracts. 

12-3- Establishing appropriate disciplinary actions to deal 

with violations of the Fundamental Principles 

when they occur and include these procedures in 

the Staff Regulations and Rules. These actions will 

be taken on a case-by-case basis. 

12-4- Developing and implementing a strategy to 

disseminate the Code of Conduct and conducting 

training sessions for employees at all levels. 

12-5- Creating a database of former employees whose 

services have been terminated for violation of the 

Fundamental Principles2• 

Article 13- Instruments: 

13-1- Establish a confidential system for direct and 

indirect reporting of incidents of violation. 

13-2- Submit periodic reports to the central authority 

responsible for the General Deontology Policy. 

13-3- Integrity Hotline-a telephone number or e-mail, 

as shown in posters distributed in the SSSD 

administrative offices and community centres. 
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Article 14- Awareness/Training: 

14-1- A significant contribution to the ongoing success 

and public credibility of the General Deontology 

strategy lies in the effectiveness of the 

programmed awareness raising/training of 

management staff and volunteers throughout 

SSSD. This will be achieved through the 

development of both educative and awareness 

training for all personnel involved in internal 

control systems to ensure that their responsibilities 

and duties in this respect are regularly highlighted 

and reinforced. 

14-2- These trainings shall be held in the SSSD branches 

in all governorates. 

Article 15 - Measures: 
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15-1- Constitute a committee to follow up on cases M .d.ll> ~ ~ ~ ..:..~L:.JI ~14l ~ ~ -1-15 
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reporting within a maximum period of one week. 

15-2- Conduct investigations regarding reports and 

committee will be constituted immediately after ~)1,.~1 - ~~ ..:..:lll.:>Jij ..:..\.C)(,.~I uo~ ~ •!?.-! -2-15 

\..; !""'- ·~ 

reported cases. 

15-3- Keep special reports that include the names of 

employees who have performed any act contrary to 

the provisions of SSSD's Code of Conduct and 
General Deontology Policy. 

Article 16- General Provisions: 
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16-1- Employees must have access to this Policy, be rW'if1.9 d....,l,;...JI o.U. ~ t_Jlb~l <..Alby.ll ~ ~~ -1-16 

aware of its contents, and comply with its .~~~ r\r.l~l.9 ~~~ 
provisions. 

16-2- SSSD shall enable the service recipient to access 

this Policy. 

16-3- The Board of Directors is responsible for 

overseeing the activation and implementation of 
this Policy. 

16-4- This Policy will be reviewed on an annual basis. 
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