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Foreword

This document constitutes the Conflict of Interest Prevention and Management Policy of the CCL (Comité
de Coopération avec le Laos) and describes the procedures in force within the association, adhered to by
its members, employees, and partners, to anticipate potential conflicts of interest, avoid them, and
sanction them if necessary. This document must be read in conjunction with the laws and regulations in
force in Laos and France, the internal regulations, the administrative and financial procedures manual of
the CCL, and other general and sectoral policies of the CCL. In the hierarchical order of the CCL's
institutional documents, this policy is at the third level, after the Statutes, Regulations, and the
Administrative and Financial Procedures Manual. It ranks second among the CCL's general policies. This
document is proposed by the CCL management in Vientiane and approved by the Board of Directors.
Additional procedures related to conflicts of interest may be implemented within the specific framework
of projects, in case of particular requests from technical or financial partners of the project. However,
these must be validated by the CCL management. If applicable, these specific procedures will be integrated
into the project's procedures manual. Otherwise, the procedures described in this document will be
applied.
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Abbreviations

BoD Board of Directors

CCL Comité de Coopération avec le Laos
MoU Memorandum of Understanding
DNH Do No Harm

NGO Non-Governmental Organization




1. Generalities

1.1. Objectives

The members, employees, and partners of the CCL are bound by a duty of loyalty to the organization. This
duty of loyalty is reflected in professional life, in the exercise of their functions, and during decision-making
processes, whether individual or collective, by prioritizing the interests of the CCL over the personal
interests of its members, employees, and partners, or their relatives. The purpose of this policy, in the
interest of the CCL but also of its members, employees, and partners, is to:

e Define the ethical and integrity rules prevailing within the CCL regarding conflicts of interest.

e Describe the main situations in which members, employees, and partners of the CCL may prioritize
their personal interests, or those of their relatives, to the detriment of the CCL's interests.

e Establish mechanisms to prevent the occurrence of conflict of interest situations for members,
employees, and partners of the CCL.

e Establish procedures for responding to and combating conflicts of interest when they are proven.

1.2. Definition

Conflict of Interest: The notion of conflict of interest is defined, in French regulations, as "any situation of
interference between a public interest and public or private interests that is likely to influence or appear
to influence the independent, impartial, and objective exercise of a function."

Within the CCL, a conflict of interest occurs when a member, employee, or partner of the association is in
a position to personally benefit from their professional responsibilities, or to benefit a relative, potentially
to the detriment of the CCL's interests.

1.3. General Principles

Under no circumstances may a member, employee, or partner of the CCL derive undue benefit from their
position and responsibilities within the organization for their personal interests or those of their relatives.

In a conflict of interest situation, the judgment of a member, employee, or partner of the CCL may be
altered or biased, consciously or unconsciously, limiting their impartiality, independence, and/or
objectivity. This could lead to biased decisions and choices of the organization, whether strategic or
operational, with potentially deleterious effects on the functioning or future of the CCL.

2. Procedures to Anticipate and Prevent Major Conflict of
Interest Risks

2.1. Recruitment Cases

This section is to be read in conjunction with Chapter 3 of the administrative and financial procedures
manual relating to human resources. The main conflict of interest risk during recruitment processes is



related to potential personal (family, friendly, unfriendly) or professional relationships between recruiters
and candidates. Belonging to the family, friend, or professional circle of the recruiters must not give any
advantage or disadvantage in the recruitment process. Similarly, the candidate's belonging to or
relationships with CCL partners, whether institutional (local authorities, funders) or technical (other
associations, NGOs, organizations, and companies), must not give any advantage or disadvantage in the
recruitment process. To prevent such situations from occurring, particularly to limit the risk of nepotism,
and to ensure the impartiality and objectivity of the recruitment process:

e The CCL defines objective recruitment criteria for each job or mission offer. These criteria must be
consistent with the responsibilities of the position and are defined before the job offer is published
and applications are received.

e Pre-selection of applications and the final decision are made by a committee composed of several
people and based solely on these objective criteria.

e Any member or employee of the CCL participating in the analysis and selection of applications
must declare if they have personal or professional relationships with the received applications. If
such a situation occurs, the CCL member or employee, finding themselves in a conflict of interest
situation, will withdraw from the analysis of the application(s) concerned. It is therefore possible
to recruit a personal or professional relation within the CCL, if and only if: i/the recruited person
objectively meets the criteria defined in the job offer, ii/the link between recruiter and recruit has
been announced as early as possible in the recruitment process (ideally upon receipt of
applications), iii/the recruitment decision has been validated by a committee from which the
recruiter in a conflict of interest situation is excluded. Any attempt to exert pressure or threats on
recruiters by a member, employee, or partner for the recruitment of a candidate, or even by the
candidate themselves, will result in the exclusion of the application from the recruitment process.
The person exerting the pressure or threat will be subject to sanctions as mentioned in the internal
regulations.

2.2. Purchasing and Contract Award Cases

This section is to be read in conjunction with Chapter 6 of the administrative and financial procedures
manual. The main conflict of interest risk during purchasing and contract award procedures is related to
potential personal (family, friendly, unfriendly) or professional relationships between suppliers (material
goods) or candidates (intellectual services) and persons involved in the purchasing procedure, whether
they are members, employees, or partners of the CCL. Belonging to the family, friend, or professional circle
of persons involved in the purchasing procedure must not give any advantage or disadvantage in the
decision-making process. To prevent such situations from occurring and to ensure the impartiality and
objectivity of the purchasing and contract award procedure, the CCL has formalized these procedures in
Chapter 6 of the Administrative and Financial Procedures Manual, sometimes supplemented in the
project's Administrative and Financial Procedures Manual depending on the rule(s) of the donor(s). These
procedures are based on:

e The strict separation of the purchasing decision and the payment act for any purchase exceeding
100¢€.



e Fair competition between suppliers/candidates, via approved and sighed quotation procedures by
different persons.

e Analysis of contract award or execution bids by an evaluation committee composed of at least 3
members or employees of the CCL, based solely on the objective criteria defined before the
purchasing or contract award procedure. These criteria necessarily include the price and quality
of the products, or the price and technical quality of the proposal in the case of intellectual
services. Any member or employee of the CCL participating in the evaluation committee must
declare if they have personal or professional relationships with potential suppliers or service
providers. If such a situation occurs, the CCL member or employee, finding themselves in a conflict
of interest situation, will be excluded from the evaluation committee for the contract concerned.
Any member or employee of the CCL participating in the purchasing or contract award process
must declare if they have personal or professional relationships with potential suppliers or service
providers. If such a situation occurs, the CCL member or employee, finding themselves in a conflict
of interest situation, will be excluded from the decision-making process.

e In the case of intellectual services, all consultancy contracts must include a non-competition
clause. This article necessarily states that: i/the consultant may not derive any personal profit
related to the performance of the consultancy work as described in the terms of reference and
the contract itself, ii/in the event the consultant performs similar consultancy, in terms of field of
intervention and location, they must inform the CCL in advance and communicate transparently
their terms of reference. The CCL reserves the right to cancel the contract if a conflict of interest
is declared. In the case of purchasing an intellectual service, the management of intellectual
property rights must be described in the consultancy contract. Otherwise, the intellectual
property rights are exclusively held by the CCL, excluding the authors' moral rights, as specified in
French regulations.

2.3. Establishment of Technical or Financial Partnerships

In the context of project development or implementation, the CCL establishes technical and financial
partnerships. Technical partners are the local organizations or authorities participating in the project
implementation. Financial partners are the donors enabling total or partial project funding. The creation
of these partnerships is guided by the following criteria:

e Technical Partnerships:

e The technical competence of the potential partner is evaluated by at least 3 members or
employees of the CCL (a project advisor, the program officer, or the CCL director if
applicable), based on their past experiences (projects, publications, expertise of
employees, independent recommendations received...) and during at least one meeting
to co-construct the potential partnership.

¢ Management competence is evaluated through a questionnaire of necessary verifications.

e Additionally, the values upheld by the potential partner must be consistent with the values
upheld by the CCL and defined in the Statutes, the CCL Charter, and the various policies in
place of the potential partner.



e Financial Partnerships: The values upheld by the potential partner and the origin of the funds
must be consistent with the values upheld by the CCL and defined in the Statutes and the CCL
Charter.

The decision to establish a partnership is made based solely on these criteria, collegially involving:

e Technical partnerships at the project level: the CCL management, the program officer, and the
project advisor. In the event of a conflict of interest between the management and/or the project
advisor and the potential partner, the person in a conflict of interest situation will withdraw from
the decision-making process.

e Technical and financial partnerships at the organizational level: the CCL management and the CCL
Board of Directors.

Any partnership is formalized in a partnership agreement that defines the operating rules and the duration
of the partnership. The partnership agreement may not be negotiated and formalized by a member or
employee of the CCL who has or has had family, friendly, unfriendly, or professional relationships with the
partner.

Belonging to the family or friend circle of members or employees of the CCL is not a selection criterion for
establishing partnerships.

It is possible to establish a partnership with an organization whose member or employee has a personal
or professional relationship with a member or employee of the CCL, if and only if: i/the partner objectively
meets the criteria of technical competence and values, ii/the necessary verification questionnaire is
compliant, iii/the link between the partner and the CCL member or employee has been explicitly stated
before the establishment of the partnership. In such a situation, the partnership agreement may not be
negotiated and formalized solely by the person in a conflict of interest situation.

2.4. Other Undue Advantages

In the exercise of their functions, members, employees, or partners of the CCL may neither solicit nor
accept gifts, favors, or other advantages, whether intended for themselves, their family, or their relatives.
Members, employees, or partners of the CCL must inform their direct hierarchical superior and/or the CCL
management and/or the Board of Directors if they are offered any advantage by any person or entity in
connection with their function within the CCL. When a member, employee, or partner of the CCL is unsure
whether they can accept a gift or advantage offered, they must seek and obtain the opinion of their direct
hierarchical superior and/or the CCL management and/or the Board of Directors.

3. Procedures for Combating Conflicts of Interest

3.1. Obligation of CCL Members, Employees, and Partners in Conflict of
Interest Situations to Inform Their Hierarchical Superior

A member, employee, or partner of the CCL who considers themselves to be in a conflict of interest
situation, in accordance with this policy, must inform their hierarchical superiors, the CCL management,



or, if necessary, the members of the CCL Board of Directors. This obligation to inform must be done in
writing, by completing the template provided in Annex 04.3.1, to be sent to the following email addresses:

e paris@ccl-laos.org (Board of Directors and CCL office)

e directrice@ccl-laos.org (CCL Management)

e oranother email address of a direct hierarchical superior (coordinator or project advisor). The CCL
member, employee, or partner who informs in good faith of their conflict of interest situation may
not suffer any prejudice from the CCL related to this information.

3.2. Obligation of CCL Members, Employees, and Partners Identifying a

Conflict of Interest to Inform Their Hierarchical Superior

A member, employee, or partner of the CCL who believes they have identified a potential conflict of
interest situation, in accordance with this policy, concerning another member, employee, or partner of the
CCL, must inform their direct hierarchical superiors, and/or the CCL management, and/or the CCL Board
of Directors. This obligation to inform must be done in writing, by completing the template provided in
Annex 04.3.2, to be sent to the following email addresses:

e paris@ccl-laos.org (Board of Directors and CCL office)

e directrice@ccl-laos.org (CCL Management)

e oranother email address of a direct hierarchical superior (coordinator or project advisor). The CCL
member, employee, or partner who informs in good faith of the conflict of interest situation of
another member, employee, or partner of the CCL may not suffer any prejudice from the CCL
related to this information.

3.3. Reporting Mechanism

Furthermore, the CCL is committed to implementing a reporting mechanism available on the CCL project
sites and its website. CCL project teams are required to inform their partners and beneficiaries of the
existence of the reporting mechanism. A report can be submitted in writing via the website or orally via a
hotline. A section of the website is dedicated to collecting reports and directly refers to the following
emails:

e paris@ccl-laos.org (Board of Directors and CCL office)

e directrice@ccl-laos.org (CCL Management) The link on the website for collecting reports explains
the process and the different contacts to whom the report should be submitted, as well as the
information required for the report. It also explains the processing times and how the report will
be handled. A report can be communicated in three languages (English, French, or Lao), with the
CCL handling the translation. The person submitting a report must disclose their identity and
contact information or provide precise information to facilitate processing. Confidentiality towards
a person submitting a report is required. If a report does not relate to fraud or corruption, the
complainant will be redirected appropriately.
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3.4. Handling of Reports

Any report is recorded within 3 days of its submission or more in exceptional circumstances. The person
submitting a report will be kept informed of the decisions taken regarding the report (handling procedures,
results, etc.). However, the CCL reserves the right to confidentiality or publicity regarding the measures
taken. Upon receiving a report regarding a potential conflict of interest situation, the CCL is obliged to
conduct an investigation and decide on possible sanctions. The decision not to conduct an investigation
must be justified. Within 3 days of receiving the report, the CCL informs the complainant of its receipt and
the next steps. Additional information may be requested if necessary. The confidentiality of all parties is
essential and required. Internally, an investigation process will be implemented to verify the subject of the
report. A crisis management committee will be convened between the Director, the Program Officer, the
Project Coordinator, and the project advisor. In any case, the persons responding to the case must be
objective and unrelated to the subject. They may not be witnesses or suspects and must declare any
conflict of interest before the investigation. Once the investigation is completed, the informant will be
informed of the results of the investigation and, if deemed necessary, of the potential sanctions decided.
The receipt of a report must be communicated to the Board of Directors, which will monitor the evolution
of the situation.

3.5. Disciplinary Measures

Any violation of this policy, particularly any failure to promptly, completely, and accurately report a conflict
of interest, may result in disciplinary measures against the person concerned, up to their
dismissal/termination. If a problematic conflict of interest situation is proven and has not been declared,
appropriate sanctions will be taken as mentioned in the internal regulations. A complaint may be filed with
the Laotian or French courts to complement the disciplinary sanctions, depending on the severity of the
facts and the legal obligations of the country.

With the aim of being as transparent as possible, the CCL is also obligated to inform the donors of the
project impacted by a problematic conflict of interest situation, as well as the measures taken to resolve
it. Following a conflict of interest situation deemed problematic, the CCL Management will submit to the
Board of Directors a proposal for an action plan aimed at improving the existing policy.

3.6. Training of CCL Employees and Members on Conflicts of Interest

All CCL staff and Board members must be trained on the notion of conflict of interest and the measures
for preventing and combating conflicts of interest. This training is provided:

e Upon hiring any new CCL employee and during their orientation period, the employee will receive
specific training on the CCL's internal rules and procedures, provided by the management and the
administrative and financial management of the CCL. This training includes the subject of conflicts
of interest.

e Each year, the CCL organizes an internal seminar, during which certain internal procedures,
including those related to conflict of interest risks, are reviewed and discussed among CCL
employees.



e Upon the first election of a CCL member to the Board of Directors, the new member will be
provided with the administrative and financial procedures manual, the CCL Charter, and the
policies in place, including the conflict of interest prevention and management policy.

4. Inclusion of Conflicts of Interest on the Board of
Directors' Agenda

The CCL Board of Directors agrees to include the subject of conflicts of interest on the Board of Directors'
agenda at least once a year (in the first quarter of the calendar year). This agenda item aims to:

e Examine potential conflicts of interest declared and identified by CCL employees, members, and
partners.

e Discuss emerging conflict of interest risks, related to the evolution of the CCL's internal structure
and the socio-economic situation of the intervention areas.

e Discuss the requirements or demands of CCL partners related to conflicts of interest.

e Discuss legislative and regulatory developments related to conflicts of interest in France and Laos.
The discussions and decisions of the Board on this subject may lead to the updating of this policy.
The summary of the Board's discussions on this subject is recorded in the (meeting) reports or
minutes of the Board meetings.



