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I.  Overview

A.
Objectives and Purposes

Ethical conduct is the foundation upon which the GS/OAS conducts its business. Compliance by Staff Members and Other Service Providers with the ethical principles that govern their behavior and the operations of the General Secretariat is essential to  foster public trust in GS/OAS and to ensure a positive and productive work environment.

The Code intends to summarize in concise, non-legalistic words the general ethical principles contained in our Internal Law that most commonly arise in GS/OAS’s daily activities. It is designed to assist Staff Members and Other Service Providers in understanding and complying with the ethical principles.  
B.
Application 

The provisions of the Code apply to all individuals performing services for GS/OAS, regardless of their form of contract, duration of employment, or Workplace.  All Staff Members and Other Service Providers must comply with the Code.
The definitions of capitalized words and abbreviations used in the Code are provided in Section IX of the Code.
C.
Relationship of the Code to Other Internal Law

The Code does not address every issue contained in Internal Law that might be considered to be of an ethical nature. Nor is the Code intended to address every ethical issue that may arise in the course of providing services to GS/OAS. Staff Members and Other Service Providers are responsible for informing themselves of all ethical requirement contained in Internal Law, including those that may be adopted at a later date, regardless of whether those requirements are referenced in the Code.  

The Code is designed to be an accessible summary for reference purposes, rather than a detailed, legalistic recitation of Internal Law. Staff Members and Other Service Providers should review carefully the relevant Internal Law when in doubt as to the details or applicability of a specific ethical provision.  References to the full text of the primary sources of the relevant provisions in Internal Law can be found immediately below each of the principles summarized in the Code.  

If there is ambiguity between the summary of a requirement contained in the Code and the text of a provision of Internal Law that is the source of the summary, then the text of the source provision shall apply.   Nonetheless, in the event of any inconsistency between the Code and Administrative Memorandum No. 58, Rev. 1, Policies with Respect to Ethics of Conduct and Conflicts of Interest,” the Code shall apply.

D. 
Common Sense and Further Guidance  

Staff Members and Other Service Providers should always exercise common sense and good judgment. They are encouraged to seek further guidance from the Director of the Department of Legal Services.   

E.
Consequences of Non-Compliance 

Consequences arising from violations by Staff Members and Other Service Providers of Internal Law, including the principles of ethical conduct, or of the law of a Member State where a Staff Member or Other Service Provider is providing service to the GS/OAS, will depend on the nature and severity of the violation.  
Staff Members who violate the Code and the other provisions of Internal Law may incur Disciplinary Measures.  These include, among others, dismissal, and forfeiture of indemnities, benefits or other monies.  GS/OAS may also take other measures to remedy, correct and prevent non-compliance.  These include, among others, transfer, contract non-renewal or termination, placement on administrative leave, compulsory restitution by way of deductions from compensation and/or termination benefits; and write-up in the corresponding performance and/or contract evaluation.  For Other Service Providers, violation may result in contract termination and exclusion from future contracting opportunities with GS/OAS, as well as legal action seeking restitution and other compensation for damages.

Violations of Internal Law may also constitute violations of the Local Laws of the Member State or another country of the Staff Member’s or Other Service Provider’s Workplace.  Sanctions for these violations may be criminal in nature and punishable by fine, imprisonment and other measures. 


References:  HQA Art. 12, Sec. 2; GS 54-56, 59, 62(e); SR 101.9,  105.2, 106.3, 110.5, Chapter XI; AM58R1; PCR Chapter VII, Section 4.1.1(5) and (7); CPR Rules, Chapter IV; BFR Sec. IV.2; AM 58R1

II.
Relationship with GS/OAS Colleagues and Other Persons

A.
Civility while Providing Services

While providing services to GS/OAS, Staff Members and Other Service Providers must treat colleagues, clients, and all others with whom they interact with dignity, decency and respect. 

References:  SR 101.10(a); GWH Arts. I, II; AM 111, Rev.4, Form 608 Sec. 7.

B.
Prohibition of Discrimination 

Staff Members and Other Service Providers must not discriminate against others based on race, religion, creed, gender or sexual orientation by anyone in the course of providing services to GS/OAS.
References: CH 137; SR 101.10(b); Form 608; GWH Art. II(A)(1)(i)

C.
Exercise of Authority & Abuse of Power

All Staff Members and other Service Providers must not exercise supervisory or hierarchical authority in a manner that violates principles of fairness or equality. 

References:   GWH Art. II(A)(1)(d); OASAT Judgment No. 88, Vol. III, p. 21;   OASAT Judgment No. 100, Vol. 3, p. 302
D.
Harassment

1.
Workplace Harassment

All Staff Members and Other Service Providers must comply with Internal Law prohibiting Workplace harassment as set out in Staff Rule 101.10 and the Guidelines on Procedures for the Prevention and Handling of Workplace harassment, adopted by EO 05-7, Rev. 1.    The Rule and the Guidelines describe behavior that constitutes Workplace harassment and prohibit all forms of Workplace harassment, regardless of position or grade of the persons involved. Any Staff Member or other Service Provider who believes s/he has suffered Workplace harassment may file a complaint within the specified time period and in the manner described in the Guidelines. GS/OAS shall deal seriously and promptly with complaints of Workplace harassment. 
Staff Members and Other Service Providers are prohibited from taking or threatening to take retaliatory measures against any individual alleging, reporting or witnessing Workplace harassment.  Staff Members and Other Service Providers are expected to take appropriate measures to ensure that such conduct does not occur and is not condoned. 

References: SR 101.10; GWH; Form 608 Sec. 7
2. 
Sexual Harassment 

All Staff Members and Other Service Providers must comply with Internal Law prohibiting sexual harassment as set out in Staff Rule 101.8 and the Guidelines and procedures for the Prevention and Handling of Sexual Harassment, adopted by EO 95-1, Rev. 95-7.  The Rule and the Guidelines describe behavior that constitutes sexual harassment, regardless of position or grade of the persons involved.  Any Staff Member or Other Service Provider who believes s/he has suffered sexual harassment may file a complaint within the specified time period and in the manner described in the Guidelines. GS/OAS shall deal seriously and promptly with complaints of sexual harassment. 

Staff Members and Other Service Providers are prohibited from taking or threatening to take retaliatory measures against any individual alleging, reporting or witnessing sexual harassment.   Staff Members and Other Service Providers are expected to take appropriate measures to ensure that such conduct does not occur and is not condoned. 

References: SR 101.8; GSH; Form 608 Sec. 7.

E.
Intimate Relationships 

Staff Members and Other Service Providers should not allow any intimate relationship with another Staff Member or Other Service Provider to interfere with the performance of their duties or to disadvantage others in the Workplace. Staff Members and Other Service Providers who are involved in an intimate relationship with another Staff Member or Other Service Provider must disqualify themselves from supervising or evaluating that person and from participating in any process of taking or reviewing an administrative decision affecting the interests of that person. 

References: SR 104.16; AM 58 Rev1; Form 608 Sec. 19(a) 

F.
Violence in the Workplace

Acts or threats of violence in the Workplace are prohibited.  Staff Members and Other Service Providers must not commit or threaten acts of violence in the Workplace.  In addition to a violation of Internal Law, violent acts or threats that may constitute a violation of Local Laws.

References:  SR 101.10; GWH; OAS Form 608, Sec. 7
III.
Relationship with GS/OAS and the OAS

A.
Commitment to GS/OAS

Staff Members and Other Service Providers must perform their duties and regulate their conduct in conformity with the nature, purposes, and interests of the OAS.  They must not take any action that may be incompatible with their relationship with GS/OAS.

Staff Members and Other Service Providers must not engage in any activity that hinders the efficient performance of their duties or causes damage to the reputation of the OAS. 

References: CH Art. 118; GS 27-29; SR 101.4

B.
Loyalty Oath 

Staff Members must comply with the following oath they signed when beginning their duties with GS/OAS: 

“I solemnly undertake to perform loyally, discreetly, and conscientiously my duties as a member of the staff serving the General Secretariat; to conduct myself in accordance with the interests of the Organization of American States; neither to seek nor to accept instructions regarding my duties and obligations as a staff member from any government or from any authority other than the General Secretariat; and, in all respects, to abide by the provisions of the Charter of the Organization of American States and to comply with the General Standards to Govern the Operations of the General Secretariat, the Staff Rules, and other pertinent provisions.”

References: SR 101.7; GS Arts 32, 35

C.
Activities Compromising Interests of the OAS 

Staff Members and Other Service Providers must refrain from activities that might compromise the prestige or interests of the OAS or adversely affect Member States.

References: GS 27 – 36; SR 101.4, 101.6, 101.7; CPR Rules Sec. 5.12

D.
External Disclosure of Opinions 

Unless otherwise provided in their job descriptions or contracts, or otherwise authorized by the Secretary General, Staff Members and Other Service Providers must not act or express themselves publicly in any way that would with reasonable certainty adversely affect the OAS, GS/OAS, Member States, or the independence of the OAS.  Public expression would include for example, speaking to media outlets, delivering speeches, taking part in productions, or writing articles, books or on blogs or other internet postings.
References:  GS 27, 29; SR 101.4(e) and (f),101.13; OASAT Judgment No. 125, Vol. 3A, pp. 226-30; CPR Rules Sec. 5.12; D 29/84
E.
Drugs and Alcohol

The use of drugs or abuse alcohol in the Workplace is prohibited.  Staff Members and Other Service Providers must respect the alcohol and drug laws of their Duty Station or of any other country in which they are temporarily providing services for GS/OAS.  In addition to a violation of Internal Law, drug use and/or alcohol abuse may constitute a violation of Local Laws. 

References: SR 101.9; SR110.5; SR Chapter XI; CPR Rules Sec. 5.4.1; Form 608, Sec. 2.

F.  Documentation Submitted for Employment and Contract Eligibility and Compliance

The documents submitted to GS/OAS by Staff Members and Other Service Providers in relation to employment and/or contract eligibility and compliance must be true and accurate.  They must use reasonable care in preparing and/or obtaining those documents from others.

For Staff Member, the documents include, among others: monthly time and attendance reports; marriage and divorce certificates; birth and death certificates; other documents relating to their children and other dependents; health insurance claims and medical records; visas and other documentation related to immigration status, citizenship and national origin; documents in support of a request for the education benefit and dependency allowances; requests for tax reimbursement; travel expense claims and reports; requests for reimbursement of expenses; employment applications; resumes; diplomas, degrees, and titles; and other educational certificates awarded; professional licenses; educational transcripts; resumes, letters of recommendation; applications for continuing contract, competitions, and other employment opportunities in the Secretariat.
For other Service Providers, the documents include, among others: contract and bid proposals; progress and final reports; letters of recommendations; certificates of insurance; financial statements; resumes; requests for reimbursement of expenses; diplomas, degrees, titles, and other educational certificates; professional and other licenses; immigration status, citizenship, and national origin.

References:   CH Art. 120; GS Art. 127; SR 101.7, 110.5, 104.14, 104.15; AM 58 Rev1; OAS Form “Statement of Net Worth Presented in Compliance with Article 127 of the General Standards to Govern the Operations of the General Secretariat”

G. 
Reporting Personal Involvement in Local Criminal Justice System

Staff Members and Other Service Providers who are arrested for offenses other than minor traffic violations, or who are summoned before a court as a defendant in a criminal proceeding which could result in the imposition of a sanction under criminal law, or who are convicted, fined, or imprisoned for any offence other than a minor traffic violation must report that fact to the Secretary General. 

References:   SR 104.14; CPR Rules Sec. 3.1.1(h); PCR Sec. 4.1.1(6); Form 608, Sec. 19(b)

H.
Corruption
Staff Members and Other Service Providers must refrain from engaging in any activity considered to constitute corruption in accordance with the Inter-American Convention Against Corruption.   Specifically, they must not:

1,  Solicit or accept, directly or indirectly any article of monetary value, or other benefit, such as a gift, favor, promise or advantage for themselves or for another person or entity, in exchange for any act or omission in the performance of their official duties or duties required under their contract;

2.  Offer or grant, directly or indirectly, to a government official or a person who performs public functions, any article of monetary value, or other benefit, such as a gift, favor, promise or advantage for themselves or for another person or entity, in exchange for any act or failure to act in the performance of that official or person’s public functions;

 3.  Act or fail to act in the discharge of their official duties and/or duties required under their contract for the purpose of illicitly obtaining benefits for themselves or for a third party; 
4.   Fraudulently use or conceal property derived from any of the acts listed above; and

5.  Participate, attempt to participate, collaborate or conspire  as a principal, co-principal, instigator, accomplice or accessory after the fact, or in any other manner, in any of the acts listed above.

References:  Inter-American Convention Against Corruption; GS Arts. 27, 32, 137; SR 101.4, 101.7, 101.7; CPR Rules Sec. 5.12; Form 608 Sec. 2; EO 05-06 Rev.1, Annex II(A) and (b), Art. IX(1) (Model Cooperation Agreements, Anti-corruption Clause)
IV.
Responsibility for GS/OAS Assets 

A.
General Responsibility 

Staff Members and Other Service Providers must protect all GS/OAS Assets with which they come into contact as part of their duties in the course of providing services to  GS/OAS from waste, abuse, misuse and misappropriation. GS/OAS Assets include:  
· Buildings and land 

· Information technology

· Motor vehicles, equipment, and other tangible property

· Confidential Information

· The OAS name and logo and other intellectual property

· Financial resources and other intangible property

Staff Members and Other Service Providers must use GS/OAS Assets consistent with OAS objectives. Staff Members and Others Service Providers must not use OAS Assets for unauthorized activities or private gain. Staff Members and Other Service Providers should exercise the same care in incurring expenses and using OAS Assets that a prudent person would exercise when using personal funds or property. 

References:   SR 101.3; BFR Sec. IV.2; PCR Chapter VII; CPR Rules Sec. 5.12; AM 58R1

B.
Specific Assets

Staff Members and Other Service Providers should give particular care to these OAS Assets:


1.
Confidential Information

Staff Members and Other Service Providers must not communicate Confidential Information to anyone except as provided in the applicable rules.  Staff Members and Other Service Providers must never use Confidential Information for private advantage.  These obligations continue after the Staff Member’s separation from service and the termination of the Other Service Provider’s contract with GS/OAS.   

References: GS 31; SR 101.14; CPR Rules Sec. 5.12; Form 608, Sec. 6; AM 90 

2.
Intellectual Property


Staff Members and Other Service Providers must respect the intellectual property rights of GS/OAS and of third parties in the performance of their services with GS/OAS. They must cite sources as appropriate and obtain all permissions necessary to use the intellectual property from the owner.  All intellectual property rights in work produced by Staff Members and Other Service Providers as part of their official duties and/or under their respective contracts with GS/OAS are GS/OAS property unless otherwise agreed in writing by GS/OAS.
References: SR 101.5; CPR 5.2; Form 608, Sec. 5

3.
Information Technology

Staff Members and Other Service Providers must use the GS/OAS computers, networks, software, or cellular equipment with Reasonable Care and protect them from damage, misuse, and misappropriation.  

References:  SR 101.3; AM 90, 115; Form 608, Sec. 6

C.
Accuracy of Records, Fiduciary Duties & Fiscal Responsibility
Because all GS/OAS financial documentation submitted by Staff Members and Other Service Providers must be truthful and accurate, Staff Members and Other Service Providers must act with Reasonable Care in preparing, signing, recording and preserving financial documents.  They must also act with Reasonable Care when undertaking their Fiduciary Duties and other financial responsibilities, and in incurring expenses for GS/OAS.   
Staff Members and Other OAS Providers shall refuse to sign any document pertaining to their financial responsibility if in their opinion, it document does not comply with GS/OAS Internal Law.   If they are asked to do so,  then they should notify the Inspector General.  
References:; SR 101.3; SR 108.7; BFR Sec. IV.2; PCR Sec. 7.2; CPR Rules Sec. 4.3.

D.
Procurement 

All decisions and other actions taken by Staff Members and Other Service Providers participating in the procurement process must comply with Internal Law to provide for competitive, fair and transparent procurement process.

References: SR 101.3; BFR Sec. IV.2; PCR Sec. 4.2 and Chapter VII; CPR Rules Chapter IV.

V.
Conflicts of Interest 

A.
General Principal 

Staff Members and Other Service Providers must at all times act in the best interests of the OAS in the performance of their duties. They must observe all GS/OAS policies prohibiting competing personal, financial, or professional interests from interfering in the performance of their duties.


References:  GS 27-36, 137-39; SR 101.4, 101.7; CPR Rules 5.12; Form 608 Sec. 13; PCR Secs. 4.2, 7.1(3); BFR Sec. IV.2, Chapter XVI; AM 58R1

B. 
Hiring, Advancement, and Supervision of Relatives

GS/OAS restricts hiring of and contracting of services from Relatives of Staff Members, Relatives Other Service Providers, Relatives of Representatives to the Permanent Missions, and Relatives of other employees and officials of Member States.   
Staff Members and Other Service Providers who are spouses of another Staff Member or Other Service Provider must not serve in a superior or subordinate position with the other Staff Member or Other Service Provider.
Staff Members and Other Service Providers who are spouses of another Staff Member or Other Service Provider must disqualify themselves from participating in any process of evaluating or reaching or reviewing an administrative decision affecting the interests of the other Staff Member or Other Service Provider. 

References:  SR 104.16; AM 99 R1 Annex A; CPR Rules 3.1.1; Form 608 Secs. 19(a) and 20; PCR Secs 4.1, 4.1.4

C. 
Financial Interests, Outside Employment and Remuneration

Staff Members and Other Service Providers must not allow personal financial interests to interfere with the performance of their duties. 

Staff Members may not engage nor accept remuneration for continuous or recurring employment outside of GS/OAS without prior written approval from the Secretary General. Staff Members must not participate in the management of or have a financial interest in a business if it is possible that they will receive a benefit from their participation or financial interest as a result of their position or association with GS/OAS.   

In the conduct of their personal financial affairs, Staff Members and Other Service Providers must not attempt to benefit or appear to benefit from their affiliation with the OAS or from any special knowledge or confidential information acquired as a result of their relationship with the OAS.  They must not misuse privileged information, reveal confidential information or participate in civic or professional organizations that might involve the divulging of this information.  

Staff Members and Other Service Providers should advise and request their immediate family members not to attempt or appear to benefit from any special knowledge or Confidential Information about the OAS that they may possess as a result of their relationship to the Staff Member or Other Service Provider.

References:   GS 27-32; SR 101.4, 101.7; CPR Rules Sec. 5.12; AM 58R1 

D.
Social and Political Activities 

Staff Members may exercise their right to contribute to political parties and a particular candidate, vote and join and participate in political parties. Staff Members and Other Service Providers must refrain from any activity that is reasonably certain to compromise the prestige or independence of the OAS or that is detrimental to the independence and impartiality necessary for them to undertake their services with GS/OAS. 

References:  GS 29, 30; SR 101.6; Form 608, Sec. 15; EO 05-1

E.
Services or Appointments with Governments 

Impartial and constructive relations between GS/OAS and representatives and officials of Member States are critical to the operations of the OAS and GS/OAS.  Staff Members and Other Service Providers must always act in the best interests of the OAS and must refrain from any expression or activity that would cast doubt on their independence from Member States. Staff Members and Other Service Providers must not seek or receive instructions from any government or from any authority outside of the OAS.

Staff Members must not render services to any government or related entity unless approved by the Secretary General.  The acceptance of an appointment to any governmental post or the nomination to an elective public office by a Staff Member shall constitute the Staff Member’s resignation.   For an Other Service Provider, it shall constitute sufficient cause for immediate termination of her/his contract.

References:  CH 118; GS 28, 32 – 34; SR 101.13; CPR Rules 5.12; Form 608 Sec. 13

F.
Gifts, Gratuities, and Awards

Staff Members must not accept a decoration from any government. Staff Members must not accept  honors, awards, remuneration, favors, or gifts from any government if the Secretary General believes that such honors, etc., are incompatible with their status as international civil servants or with the interests of the OAS. Staff Members must not accept any gratuity or favor from any commercial firm or individual doing or seeking to do business with GS/OAS, or any government.   Other Service Providers must not accept favors, gifts or awards from governments and commercial enterprises which may impair their independent judgment or impartiality in the performance of their contractual obligations to GS/OAS.

References: GS Art. 32; SR 101.4, SR 101.13; PCR Sec. 4.2.1; CPR Rules Sec. 5.12; Form 608 Sec. 13

G.
Additional Ethical Provisions for the Secretary General and the Assistant Secretary General

In addition to the ethical obligations the Secretary General and Assistant Secretary General must follow as Staff Members, the Secretary General and Assistant Secretary General have additional ethical obligations. These include, among others, avoiding any action which might result in or create the appearance of: giving preferential treatment to an organization or person; losing complete independence or impartiality of action; making an administrative decision without observing established procedures; or adversely affecting the good name and integrity of the GS/OAS. 


References: GS 132-136
H.
Disclosing Conflicts 


1.
Directors and Others Involved with Vendors 

Before beginning her/his duties, every Staff Member must sign the following Conflicts of Interest Statement, and must update the Statement whenever there is a change in her/his situation regarding conflicts of interest or whenever requested by the Department of Human Resources:


I declare that, to the best of my knowledge and belief, I have no connection that might conflict with the correct performance of my duties in the General Secretariat and with responsibilities assigned to me by the Charter of the Organization of American States, the General Standards, and the Staff Rules.  I undertake to consult the Secretary General in the event that any connection that could involve a conflict of interest occurs and to divest myself of that connection if, in his/her opinion, the connection involves such a conflict.  My failure to do so shall constitute grounds for disciplinary action in accordance with Rule 10.5 and Chapter XI of these Rules.


References:  GS 137; SR 101.7; CPR Rules Sec. 5.12; Form 608 Sec. 13

Staff Members performing functions at the Director level and higher and all those involved regularly in selecting, approving, and paying Staff Members and Vendors must present a sworn Statement of Personal Net Worth and a sworn statement disclosing specified financial associations and creditor information. They must present this statement when they commence providing services to GS/OAS, as otherwise requested by GS/OAS and when they separate from service from GS/OAS. 
GS/OAS may refer to the statements only to the extent necessary to address issues arising concerning the ethics and conflicts of interest rules and policies.  GS/OAS must process and maintain all such statements in the strictest confidentiality even after the Staff Member separates from service. 


References:  GS 137; SR 101.7; CPR Rules Sec.  5.12; Form 608 Sec. 13


2.
Statement Concerning Conflict with Vendor 

Staff Members who participate in selecting, evaluating, or  paying a Vendor must immediately disclose  to the Secretary for Administration and Finance and the Director of Human Resources: (i) the extent, if any, of his/her interest or the interest of any Relative of the Staff Member in the Vendor; and (ii) the extent of any indebtedness the Staff Member and/or the Staff Member’s spouse has in the Vendor.  At the request of the Secretary for Administration and Finance, the Staff Member shall not participate in any decisions involving the Vendor 


References:  PCR Sec. 4.2.2; CPR Rules Sec. 4.1; AM 58R1

VI.
Relationship to Member States and Civil Society

A.
Privileges and Immunities

GS/OAS, Staff Members and in some cases Other Service Providers enjoy privileges and immunities. These privileges and immunities are granted under the OAS Charter and agreements between GS/OAS and Member States to enable GS/OAS to work independently to accomplish its goals and purposes.   The privileges are not provided for the personal benefit of the Staff Members and Other Service Providers who may enjoy them and may not be abused.

Only the Secretary General may waive the privileges and immunities of GS/OAS, Staff Members, and Other Service Providers.  Most of the agreements on privileges and immunities between GS/OAS and Member States require the Secretary General to waive privileges and immunities when in his/her judgment, the waiver can be made without prejudice to GS/OAS and failure to waive them would impede the course of justice. 
References:   CH Arts. 133-35; GS Art 37; SR 101.9; Multilateral Agreement, Articles 13, 14; HQA Art. XVI; AM 81; CPR Rules Arts. 5.6, 5.8.1

B.
Respect for and Compliance with Local Laws

In the conduct of their personal affairs and duties for GS/OAS, Staff Members must abide by and may be subject to violations of the Local Laws of their Workplace. The only exceptions to this provision are the rare occasions in which the Secretary General determines that those laws are inconsistent with the Internal Law and/or impede GS/OAS in achieving its objectives.  

Other Service Providers have similar obligations to comply with all applicable laws under their respective arrangements with GS/OAS.  In most countries, however, they may be more vulnerable to prosecution by local authorities for failure to comply with applicable law because they are not normally protected by privileges and immunities.    A Member State may agree occasionally to extend privileges and immunities in a separate special mission agreement to Other Service Providers assigned to the mission.  Other Service Providers assigned to any such mission are responsible for clarifying with the chief of mission. the extent to which they are covered.
References:  SR 101.9; HQA Art. XII(3); SR 101.9; SR 110.5; CPR Rules Sec. 5.4.1; Form 608, Secs. 2, 6, 19.

C.
Obligation to Pay Taxes 

In most Duty Stations, the employment income received by Staff Members from GS/OAS is not taxable.  At Headquarters and several other Duty Stations, however, the employment income received from GS/OAS by Staff Members who are citizens or permanent residents of the country in which they serve is taxable.  Staff Members must determine their individual obligations under the tax laws of their country of origin and Duty Station and pay to the appropriate authorities any taxes they owe under those laws.  
In most Duty Stations, the income that other Service Providers receive from GS/OAS is taxable.   Other Service Providers must determine their tax obligations and pay to the appropriate authorities any taxes they owe.  
References:  SR 101.9; HQA Art. XII(3); SR 101.9, 103.19; SR 110.5; CPR Rules Sec. 5.4.1, 5.6.6; Form 608, Sec. 2.
D.

Domestic Employees
Staff Members who use the privilege in some Duty Stations to bring a domestic employee from other countries with them to work in their homes in the Duty Station must comply with all the requirements of GS/OAS and the labor and immigration Local Laws  of the  Duty Station and the country of origin of the domestic employee.  Staff Members are responsible for informing themselves of those laws and requirements.


References:  PC 51-09; G-5 Visas, What the Staff Should Know; U.S. Department of State Foreign Affairs Manual, 9 FAM 41.21 (2004);
E.
Compliance with Court Orders Regarding Spousal and Child Support

Staff Members and Other Service Providers must fully and timely comply with court orders requiring them to support members of their immediate family.  Those include orders to pay spousal and child support.  Failure to do so will result in GS/OAS voluntary compliance with any garnishment order issued by a competent tribunal demanding deduction of the amounts due for spousal and child support from the Staff Member’s or Other Service Provider’s compensation.

References:  HQA Art. XVI, Sec. 4; SR 101.9 
F.    Appointment of Agent for Service of Process

A Staff Member separating from service in the United States of America who has a civil action pending against him in relation to a non-OAS related matters or in relation to an OAS matter with respect to which immunity has been waived must appoint an agent residing in Washington, D.C., to receive legal process in that civil action. If the Staff Member does not do so, the Headquarters Agreement requires GS/OAS to appoint the agent. 


References:   HQA Art. XVI, Sec. 4; SR 101.9

G.  
Use of OAS Travel Document
GS/OAS provides Staff Members and Other Service Providers with a Travel Document to facilitate their entry and exit from Member States while on official OAS business.  Member States who recognize the Travel Document assume that any person using the document is on official business.  Use of the Travel Document for personal travel, except for the home leave travel authorized under the Staff Rules for internationally recruited staff, is strictly forbidden.
References:  AM 79 Rev 3; PC 32-01; CPR Rules Art. 5.9.1
H.
Duty to Cooperate in External Investigations

Staff Members and Other Service Providers who receive requests for information from investigating authorities of a Member State or any other government should cooperate in supplying the requested information.  Before supplying any information, however, they should seek and comply with the advice of the Department of Legal Services so as not to prejudice their privileges and immunities and/or those of GS/OAS.  

References: SR 101.11; GWH; Multilateral Agreement, Sec. 11;  HQA Art. XVI(5)
VII.  Duty to Report Misconduct and Other Breaches: “Whistleblower” Protection
Staff Members and Other Service Providers should report all violations or suspected violations of administrative and financial misconduct, the Code or other provisions of Internal Law, to the Director of the Inspector General, the President of the Staff Association, the Secretary for Administration and Finance, the Director of the Department of Human Resources and/or the Director of the Department of Legal Services. .  They should only report facts they reasonably believe to be true. 

Staff Members and Other Service Providers may report incidents of misconduct anonymously, but are encouraged to identify themselves. 

Staff Members and Other Service Providers should review the procedures for reporting misconduct and should be aware of the whistleblower protection provided to those who report misconduct. GS/OAS prohibits retaliatory actions taken against Staff Members or Other Service Providers who report, allege or witness misconduct.

References: SR 101.11; GWH; BFR Sec. IV.2(b); Multilateral Agreement, Sec. 11;  HQA Art. XVI(5). 
VIII.
Ethics Committee
The Ethics Committee is authorized to review periodically GS/OAS conflicts of interest policies and to recommend to the Secretary General any changes in those polices.   The Ethics Committee may also advise the Secretary General on specific cases brought to its attention involving violations of the provisions of the Code and violations of other provisions in Internal Law regarding ethical conduct.


References:   EO 96-3; AM 77 Rev1; BFR Sec. XVI.

IX.
Definitions   

The following definitions apply to the capitalized words and abbreviations used in the Code:

“Administrative Issuances”:  Executive Orders; Administrative Memoranda of the Secretary for Administration and Finance; Directives of the Secretary General; Personnel Circulars issued by the Director of Human Resources; and other normative and regulatory instruments issued by other GS/OAS officials pursuant to duly delegated authority.

“AM”:  Administrative Memorandum issued by the Secretary for Administration and Finance.
“Appropriate Authorities”:  National and local authorities in an OAS Member State 
“BFR”:   Budgetary and Financial Rules.
“CH”:  OAS Charter.
“Code”:  this Code of Ethics.
“Confidential Information”:  Any information known by a Staff Member or Other Service Provider exclusively by reason of his/her association with GS/OAS and which has not been made available to the public as directed by the Secretary General or as otherwise permitted under Internal Law.
“CPR Rules”:  Performance Contract Rules.
“D”:   Directive of the Secretary General.
 “Disciplinary Measures”:  The procedures and sanctions set out in Chapter XI of the Staff Rules and Staff Rule 110.5. 
“Duty Station”:  For Staff Member, the country and city where Staff Member is permanently assigned, as stated in her/his Notice of Personal Action provided by the Department of Human Resources..   For Other Service Providers, the principal country and city where s/he performs services for GS/OAS.

“EO”:  Executive Order issued by the Secretary General.
“Form 608”:  OAS Contract Form for Performance Contracts mandated under AM 111 Rev 4.
“Fiduciary Duty(ies)”:  Duty of utmost honesty, unswerving loyalty, and reasonable care owed to GS/OAS and to others having a beneficial interest in OAS Assets by those Persons entrusted with managing them.  
“GA”:  OAS General Assembly.
“GS”:  General Standards to Govern the Operation of GS/OAS.
“GS/OAS”:  OAS General Secretariat.
“GS/OAS Assets”:  All assets owned, used by, and entrusted to OAS or GS/OAS.
“GSH”:  Guidelines for the Procedures and Handling of Sexual Harassment, in EO 95-7.
“GWH:  Guidelines for the Procedures and Handling of Workplace Harassment, in EO 05-7 Rev. 1.
“Headquarters”:  GS/OAS headquarters in Washington, D.C.

“HQA” and “Headquarters Agreement”: Headquarters Agreement Between the Government of the United States of America and GS/OAS.
“Internal Law”:  The OAS Charter, the General Standards;  Resolutions of the General Assembly and of the Permanent Council;, the multilateral and bilateral agreements between GS/OAS and Member States on privileges and immunities; the Executive Orders, Administrative Memoranda, Directives, and other GS/OAS administrative issuances of the Secretary General and other GS/OAS officials within their respective area of competence; the OAS Retirement and Pension Plan, the Rules and Regulations of the OAS Retirement and Pension Plan, the Section 401(m) Retirement Plan, the judgments of the OAS Administrative Tribunal; long-standing administrative and financial custom and practice within GS/OAS not expressly contradicted by any of the above.   
 “Local Law”:  The laws adopted and enforced by the competent governmental authorities. 

“Member State”:  An OAS Member State.

“Multilateral Agreement”:  Agreement on Privileges and Immunities of the OAS (13 State Parties).
“OAS”:  Organization of American States.
“OAS Assets”:  All assets owned, used, and otherwise entrusted to OAS of GS/OAS.

“OASAT”:  OAS Administrative Tribunal.
“Other Service Providers”:  Persons who are not Staff Members as defined below and in GS Article 17(a) but who work under contracts and/or other arrangements to provide services for or on behalf of GS/OAS.   They include, among others, “independent contractors” contracted pursuant to GS Article 17(b); persons contracted by those independent contracts to provide services for GS/OAS in the Workplace (as defined below); interns; and former Staff Members and other persons who volunteer their services to GS/OAS. 

“PC”:  Personnel Circular issued by DHR.
“PCR”;  Procurement Contract Rules.
“Reasonable (ness)”:  How a prudent and competent person of the same profession would act in similar circumstances. 
“Reasonable Care”:  Level of care used by a prudent and competent person of the same profession in similar circumstances.
 “Relative”:  spouse, son or daughter, stepson or stepdaughter, father or mother, stepfather or stepmother, brother or sister, half brother or half sister, stepbrother or stepsister, uncle or aunt, nephew or niece, first cousin, father- or mother-in-law, son- or daughter-in-law, or brother- or sister-in-law.
“Secretary General”:  OAS Secretary General.
“SR”:  GS/OAS Staff Rule.
“Staff Member(s)”:  Persons appointed as GS/OAS staff members as defined in GS Article 17(a) and 68.   They include Career Service Personnel; Personnel on Continuing Contracts; Personnel on Series A and Series B Fixed Term Contracts; Trust Personnel; Local Professional Personnel; Temporary Support Personnel; and Associate Personnel.  It also include the Secretary General, the Assistant Secretary General, the Executive Secretary for Integral Development, and the Assistant Secretaries, in any matters that may be applicable to them.
“Vendor(s)”:  An individual, enterprise, or other organization that sells goods and services to GS/OAS.   Vendors include Other Service Providers who provide services in exchange for remuneration. 
“Workplace”:  Wherever a GS/OAS Staff Member or an Official Service Provider is performing services for GS/OAS, permanently, temporarily, on mission or otherwise.  
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