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FOREWORD

Over the years, WWF has become one of the most respected conservation
organizations in the world. We have built an extraordinary reputation worldwide by
delivering significant conservation outcomes and combining that with world class
ethics and integrity in the pursuit of our Mission. This combination is what makes
us uniquely successful.

We are a global multi-cultural organization, yet deeply rooted locally. We use
ethics and integrity as one of our most important cultural bridges to navigate in this
diversity. A culture which fosters ethics and integrity is powerful, especially in
today’s increasingly complex world with historical societal shifts. It helps us
achieve our full potential: e work better together, build local legitimacy and earn
the trust of our donors, supporters, governments and partners.

This is why, no matter what we do or where we work, we respect at all times WWF’s
values of compliance and ethics: loyalty, integrity, trustworthiness, and fairness.
These values protect us individually as well as our organization. We want our
leaders to lead by example and to uphold and foster a culture of compliance, ethics
and integrity, and to provide a secure and respectful environment to help those
who come forward in good faith with concerns.

This Code of Conduct is designed to help each of us understand and meet fully
these values. It explains how we can get help if we come across legal and ethical
dilemmas in our daily work and how to report it if we witness something of
concern. Each of us is required to comply fully with this Code.

Thank you for your commitment to uphold our values of compliance and ethics in
every occasion. Keep this Code handy and make it your own. Respect it and make
sure it is respected around you. Remember, the spirit of the Code is as important as
the letter. Come to us if you have questions.

We are all proud of working for WWF. Help us keep it that way and bring a
powerful WWF to future generations and deliver impact at scale.

Our mission Is
tostopthe
(egradation
oftheplanet's
natural
environment
andtobuild
afuture In
which
humans  [ive In
harmony  with
nature.
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WWEF is one of the world’s largest and most experienced
independent conservation organizations, with over

5 million supporters and a global network active in
more than 100 countries.

WWPEF’s mission is to stop the degradation of the planet’s
natural environment and to build a future in which humans
live in harmony with nature, by conserving the world’s
biological diversity, ensuring that the use of renewable
natural resources is sustainable, and promoting the
reduction of pollution and wasteful consumption.

Marco Lambertini Director
General

A WWEF International production

Published in March 2017 by WWF — World
Wide Fund For Nature (also known as World
Wildlife Fund), Gland, Switzerland.

Any reproduction in full or in part must mention the
title and credit the above-mentioned publisher as the
copyright owner.

© 2017 WWF — World Wide Fund For Nature (also
known as World Wildlife Fund). All rights reserved.



L0 MO DAU

Trong nhitng ndm qua, WWF di tré thanh mot trong nhiing té chirc béo ton danh tiéng
nhét trén thé giéi. Chung ta di xdy dung duoc sy uy tin nhu vay & mic d6 toan ciu
bang cach mang dén rat nhidu két qua bao ton quan trong, ciing tinh dao duc va chinh
tryc & mic cao nhét trong subt qua trinh theo dudi Sir ménh. Chinh nhiing yéu t6 nay
da tao nén sy thanh céng, va co thé néi chi duy nhat WWF da dat duogc trong thoi dai
ngay nay.

L& mét td chirc da vin hoa toan ciu, nhung cac hoat dong cia chung ta déu xuit phat
tir thyc tién dia phuong. Déi voi chiing ta, dao dirc va tinh chinh tryc 12 mét trong nhitng
cau ndi vin héa quan trong nhét dé dinh huéng trong thé gisi da sic mau. Mot nén van
héa nudi dudng dao dirc va tinh chinh truc 1a mot nén vin hoa co sic manh, dic biét 1a
trong thé gi¢i ngay cang phuc tap vai nhing thay ddi vé lich sir va xa hoi. Didu nay
gilp ching ta ¢y manh duoc tiém nang: lam viéc cling nhau hiéu qua hon, hoat dong
theo phép luat tai cac dia phuong va gianh dugc Sy tin tuong tir cAc nha tai trg, nhirng
ngudi ung hg, cac chinh pha va cac dbi tac cna WWF,

Day 14 1y do tai sao, bat ké trong viéc gi hay tai déu, thi ching ta lubn ton trong c4c gia
tri cua sy tuén thu va dao dac cuia WWF: muc dich, su chinh truc,sy tin ciy va cong
bang. Nhiing gi4 tri ndy bao vé mdi ca nhén ciing nhu té chirc. Chling ta mudn nhiing
ngudi lanh dao trong té chirc s& din diu bing hanh dong thuc tién ciing nhu tng ho va
tao didu kién cho mot nén van hoa ma trong dé moi ngudi déu tuan thu phap luat, c6
dao duc tt cling nhu sy chinh tryc, va tir 6 mang lai mot méi truong an toan va ton
trong 1in nhau dé gilp moi ngudi huéng vé phia truée véi nhitng méi quan tim dung
trong diém va sy thién chi.

B6 Quy tic wng xt nay duoc lap ra dé giip mdi ngudi trong ching ta hidu duoc va dap
tmg ddy du cac gid tri ndy. N6 hudng din cach chiing ta tim dugc sy tro gidp trong cac
tinh huéng khé xir vé& mat phép ly va dao dirc trong c6ng viéc hang ngay, va cach bao
c4o néu ching ta chung kién mot didu gi do dang lo ngai. Moi nguoi phai tuan thii day
du theo B quy tic nay.

Cam on ban da cam két duy tri cac gi4 tri tuan thi va dao dirc trong moi tinh huéng.
Hay ludn ghi nhé Bo Quy tic nay va ndi tai héa né. Hay ton trong né va rdi nhiing
ngudi xung quanh ban ciing s& lam nhu vay. Hay nhd ring, tinh thin cua Bé Quy tic
ciing quan trong nhu ndi dung. Hay héi ching tdi khi ¢ diéu gi con chua rd.

Chuing ta cam thay vinh dy khi dugc lam viéc cho WWF. Hay ludn giir diéu do va cing
phét trién WWF thanh mét tb chirc vitng manh hon nira cho thé hé mai sau, va mang
dén nhimg tac dong to lon cho moi nguoi
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WWF la mét trong nhing t6 chirc bao ton doc Iap lon nhat
va giau kinh nghi¢m nhat thé gici, voi hon 5 tri¢u ngudi ting
ho va mot mang ludi toan cau hoat dong tai hon 100 quoc

SUMENH CUA
CHUNG TA LA
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TRUONG TU'
NHIEN TREN TRAI
DAT VA XAY DUNG
TUONG LAI TRONG
D0 CON NGUO!
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Noi dung'xuﬁ't ban cua WWEF International
Duoc xuét ban vao thing 3 ndm 2017 béi WWF -
Quy Quac té Bao vé Thién nhién (con dugc goi la

gia. Quy Bong vat Hoang da Thé Giéi), Gland, Thuy

St ménh cia WWF la ngén chan su suy thoai méi truong tu Si.
nhién trén Trai D4t v Xy dung tuong lai noi con ngudi sng
hoa hop véi thién nhién, bing cach bao ton da dang sinh hoc
trén thé gisi, dam bao viéc sir dung tai nguyén thién nhién
c6 thé téi tao duoc la bén viing va thuc ddy lam giam 6 nhidm
ciing nhu sy tiéu thu lang phi.

Moi ban sao toan bo hodc mét phan phai dé cap dén
tiéu dé va ghi nhan cha so hitu ban quyén nhu trén.
© 2017 WWF - Quy Quéc té Bao vé Thién nhién
(con dwoc goi la Quy Pong vat Hoang da Thé
Gigi). Pa dang ky Ban quyén.



Ethics for impact

SOMEBASICS BEFOREWE START

MOT SO DIEM CO' BAN TRUPOC KHI BAT DAU

WHAT IS THE CODE OF This Code of Conduct is for all employees, volunteers, interns, etc. (“staff’) at WWF

CONDUCT ANDISIT FOR ME? International and its field offices (“WWF”). Compliance with this Code is a condition
, of employment.

B Quytac imgxklagiva B Quy téc tmg xt» ndy danh cho tét ca nhan vién, tinh nguyén vién, thuc tap sinh,

no ¢o danh cho tai h ay V.V (9oi chung la “nhén vién’) tai WWF Inlternational yé céac van phong thyee dia (goi

khﬁng7 chung la “WWF”). Viéc tuan thd Bé quy tac nay la diéu kién khi lam viéc tai WWF.
WWF’s Code of Ethics, summarized below, sets the seven principles that we

HOW IS THIS CODE RELATED embrace at WWF of how we interact with our world and conduct ourselves

TO OUR EXISTING CODE OF towards others. This Code of Conduct guides us in how to “live” WWF’s

ETHICS? ethical values on a daily basis.

BG Quy TéC nay ¢ lién quan B6 Quy tdc dao dic cia WWF, duwoc tdm tat bén duwéi, dét ra bdy nguyén tic

 dén B6 Ouy e dao di phai ndm duoc tai WWF vé céch tuong tac trong chinh thé giél xung quanh,
g’ en, OQU)/ c (go Qv ciing nhw cach hanh xt véi nguoi khéac. Bé Quy tic umg x& nay huwéng dén
hién c0 cuia WWF? céach “séng” theo cac gia trj dao dirc ciia WWF trong dél séng hang ngay.

PRINCIPLES
NGUYEN TAC

1. Beglobal, independent, multicultural and non-party political.
Ludn nhin tter phwong dién toan cau, dgc lap, da van héa va phi dang
phai chinh trj.

2. Use the best scientific information and evalqate our endeavours.~
Biét tdn dung thong tin khoa hoc mét cach tét nhat va danh gia né luc
cua ban than.

3. Seek dialogue.
Tim céach dai thoai.

4. Build concrete conservation solutions holistically. i R
Xay dung céac gidi phap bdo tén bén ving mét cach tong thé.

5. Involve local communities and respect their needs.
LGi cudn sy dong gop cua cac céng dong dia phwong va t6n trong nhu
cau cua nguwai dan.

6. Maximize our effectiveness by building partnerships.
Toi da héa hiéu qua bang cach xay dung cac quan hé ddi tac.

7. Run operations responsibly, with accountability and transparency.
Hoat déng c6 trach nhiém, thé hién qua viéc gidi trinh va bdo dam tinh
minh bach

OUR WORLD

Minimize our environmental impact, comply with environmental protection
legislation, and encourage others to do the same.

THE G101 CUA CHUNG TA

Gidm thiéu tac dong cda con nguoi déi véi méi triromg, tuan thd luat bdo vé moi
trirong va khuyén khich nguwdi khac hanh dong twong tur.



OURSELVES

Ethical principles guide our behaviour towards each other; the public;

governments and organizations; the media and opinion influencers; our corporate
partners; our suppliers and consultants; and our institution.

BAN THAN

C4c nguyén tdc dao dirc chinh 14 kim ch/ nam trong cach hanh xd véi nhau; & noi
cbng céng; déi véi cac chinh pha va céc té chirc; truyén thong va nhikng nguéi cé sic
anh huéng; déi tAc doanh nghiép; cac nha cung cép va tw van; va té chirc cda chinh

chdng ta.
WHAT DO ALL THESE Ethical behaviour: I\/]ora]ly good or correct conduct.
CONCEPTS MEAN? Hanh vi dao dirc: Tot vé dao dirc hodc cw xtr ding muc

Txt i nhinakhai e Integrity: The quality of being honest and having strong moral principles.
“1 Ca’n’ ’mq %l fieMm Tinh chinh triec: Thé hién qua sy trung thye va sé& hiru nhivtng nguyén tac dao die'c manh mé
ndy co y nghia gi?

WWF International code of conduct — page 3



DOES THIS CODE EXPLAIN ALL
THE STANDARDS |

NEED TO KNOW?

Lidu B Quy tac nay c6 gidi
thich hét nhiing tiéu chudn
ma toi cdn phai biét?
WHAT ABOUT DIFFERENT
LAWS AND STANDARDS

IN DIFFERENT COUNTRIES?
Doi vt nhimg ludt 1§ va tiéu
chuan ¢nhiéng nwdc khac
nhau thi phai hanh xtpra sa0?

DO MANAGERS HAVE
SPECIAL OBLIGATIONS?
Nhiing c4p quan Iy ¢ nghia
vy ddc biét i hay khong?

WHATDO DO IF 1AM
NOT SURE?

Toi phai lam gi néu toi
khong chac chan vé
hanh vi cda minh?

This Code is a compilation of our existing policies and is intended as a user-
friendly overview. For details, we must refer to the relevant policies. This document
is not exhaustive. Other WWF or WWF Network policies may exist, be

implemented or updated from time to time.

B& quy tdc nay la mét tap hop cac chinh sach hién c6 ciia WWF va duwoc ding véi
muc dich tham khao. Dé biét chi tiét, cdn tham khdo cAc chinh sach ¢ lién quan. Tai
liéu nay khdng dé cép dén tét ca cac khia canh. Cac chinh sach hodc Mang luéi khac
ctia WWF cé thé tén tai, duroc thuc hién hodc cap nhét theo théi gian.

If the local law or the local WWF office requires higher standards than those in
this Code, we apply these higher standards. Hosted staff or those travelling must
also comply with the rules of the host office. Please contact local human
resources staff to understand these rules. Given the worldwide reach of WWF,
cultural norms may also interact with our policies. In this case, always seek
guidance and prior permission from your manager

Néu luat phap dia phwong hodc van phong WWF tai dia phuwrong yéu céu céc tiéu
chuén cao hon so véi céc quy dinh trong B6 luét nay, thi ching ta sé 4p dung cac
tiéu chudn cao hon ctia noi dé. Nhan vién Juu tri hodc nhing nguéi di céng tac ciing
phai tuan thd cac quy tac cda van phong tai noi dé. Vui long lién hé véi nhan vién bo
phan nhan s tai dia phuwong dé hiéu rd cac quy tdc nay. Do pham vi hoat déng toan
céu cia WWF, nén céc tiéu chudn van héa déi khi lam thay déi cac chinh sach. Trong
triromg hop nay, ban phai ludn tim sw huéng dan va sw cho phép truée tir cdp quan
ly.

Yes. Managers must ensure team members are aware of and understand this
Code of Conduct. Leaders are expected to be spotless examples. There are lots
of important things managers should do to show Tone at the Top: by visibly
displaying their respect for and compliance with these rules, treating their
colleagues and our partners with professionalism and respect, doing the right
thing when a concern is raised, and responding in an appropriate manner.

C6. Nguoi quan ly phdi ddm bdo rdng cac thanh vién cda minh nhén thic va ndm ré
B6 Quy tdc ung x& nay. Cac nha lanh dao duoc mong doi la nhimg tdm guong méu
muc. Co rét nhiéu didu quan trong ma cac quén ly nén lam dé thé hién nhat quan véi
bén trén: bang cach thé hién su ton trong va tuan thd cac quy tac nay, déi xd véi déng
nghiép va déi tac véi sw chuyén nghiép va tén trong, c6 nhing hanh vi ding dan khi
nhan dwoc phén anh vé mét méi lo ngai nao dé, va phén dmg hop ly.

If in doubt, we always ask these questions before we act:
Néu khong chac chan, thi nén dét ra nhiing cau hdi nay trueée khi hanh dong:

1.

Is my action legal, honest, ethical, in line with WWF values and principles?
Hanh déng cda t6i c6 hop phép, trung thyc, ding chuan dao dirc, phu hop véi cac
gia trj va nguyén tac ctia WWF hay khéng?

2. How might it affect WWF’s reputation and Mission?
Hanh déng nay cd thé gay anh hwéng dén danh tiéng va Str ménh cda WWF nhw
thé nao?

3. Is this the right thing to do? How would | feel if everybody around me, my

family, my co-workers, our donors, knew about it?
Lam diéu nay c6 dung dan khong? Toi sé cdm thdy thé nao néu moi ngudi xung
quanh, gia dinh, déng nghiép, cac nha tai tro biét diéu nay?
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For help, start with your Local Management, or Human Resources contact.
Otherwise, please contact Donna Lusti, WWF International, Manager,
Governance & Compliance (dlusti@wwfint.org). If you cannot use these
internal channels, please see Section 8 in this document.

Dé duroc tro gilp, hay bat ddu bang viéc lién hé Quan ly Cuc bo hogc bé phan Nhan
sw. Hodc lién hé Donna Lusti, WWF International, Quan ly, Quan tri & Phap
ché(dlusti@wwfint.org). Néu ban khéng thé si dung cac kénh néi bé nay, vui long
xem Phén 8 trong tai liéu nay.

This Code of Conduct was released in June 2015 and can be read on
OneWWF here. A summarized version of this Code is published for
external audiences here on panda.org.

Bé Quy tdc ung xi¥ nay da duoc phét hanh vao thang 6/2015 va chi cé thé duoc doc trén
OneWWF tai day. Mét phién bén tém tt cua Bo luat ndy duoc xuét ban cho cac ngudi xem
bén ngoai tai day trén panda.org.

Questions and requests for guidance are welcome. ;
Chuing t6i hoan nghénh céac cau héi va yéu cau hwéng dan.
Please contact:

Vui long lién hé

Donna Lusti

Manager, Governance, Ethics & Compliance
Quaén ly, Quan tri, Ban Phap ché va Dao Burc

dlusti@wwfint.org
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! | RESPECT
101 TON TRONG

1.1. RESPECT FOR DIVERSITY, EQUAL OPPORTUNITY, EQUITY AND GENDER BALANCE
TON TRONG SU’ DA DANG, CONG BANG VE CO’ HOI, BINH DANG GIO1

WWEF is an equal opportunity employer. All employment decisions are based on merit,
gualifications, and abilities. No job applicant or staff member will receive unfavourable treatment
on the grounds of race, colour, national or ethnic origin, religious or political affiliation, gender,
marital status, sexual orientation, disability, class, age, or being affected by HIV/AIDS.

Tai WWF, tat ca moi ngudi déu ¢cé co hdi dong déu trong cong viéc. Tat ca quyét dinhh tuyén dung
déu dwa trén thanh tich, bdng cép va kha nang. Khéng c6 nguoi ing vién hogc nhan vién nao bj
déi xtr bét loi vi chang toc, mau da, ngudn géc quéc gia hodc sic téc, ton giao hodc chinh trj, gioi
tinh, tinh trang hén nhéan, khuynh hwéng tinh duc, khuyét tat, tdng 16p, tudi tac, hodc tinh trang
nhiém HIV / AIDS.

WWEF actively pursues gender balance at all levels of the organization and ensures that
conservation policies, programmes and activities benefit women and men equally and contribute
to gender equity. All staff, and in particular Managers must respect diversity and will prevent
discriminatory practices.

WWEF tich cure theo dudi can bang gidi & tat ca cac cép cla té chire va dam bdo rang cac chinh
séch, chuong trinh va hoat déng bdo tén c6 loi cho ni giéi va nam giéi mot cach binh ddng va gop
phén vao binh dang giéi. T4t ca cac nhan vién, va dic biét 1a cac cdp Quan ly phéi ton trong sw da
dang va sé ngédn chan cac hanh vi phan biét déi xc.

1.2.  PROHIBITION OF GROSS MISCONDUCT, HARASSMENT AND ANTI-SOCIAL
BEHAVIOUR
NGAN CAM CAC HANH VI SAI TRAI, QUAY ROI VA CHONG DOI XA HOI

WWEF is determined to maintain a working environment free from any anti-social behaviour, and
will not tolerate the below conduct. Managers are responsible for the good conduct of their teams
and to actively seek to correct problems.

WWF quyét tam duy tri mét moi trirong lam viéc khong cé cac hanh vi chdng déi xa héi nao, va sé
khdng tha thir cho hanh vi dwéi déy. Cac cap quan Iy chju trach nhiém dam bgo cac nhan vién co
cac hanh vi diang murc, cling nhw tich cuc tim cach khac phuc van deé.

Harassment: offensive, intimidating, demeaning, hurtful, malicious or threatening comments or
conduct towards another person, demonstrated repeatedly. This includes bullying.

Quady réi: duoc dinh nghia la xuc pham, de doa, ha nhyc, lam tén thuong, ¢é tinh ham hai hodc
dwa ra nhimg phat biéu mang tinh de doa hodc thuc hién hanh vi nhiéu 14n déi véi mét nguoi khac.
Diéu nay bao gém bét nat.

Sexual harassment: coercion of a sexual nature, or the unwelcome or inappropriate promise of
rewards in exchange for sexual favours.

WWEF International code of conduct — page 6
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Quay rdi tinh duc: cwdng birc, hodc dung 1o I1€ hodc hira hen khdng diung dan, mang tinh danh doi
tinh duc

1.3. PROTECTION FROM RETALIATION
BAO VE KHOI SUTRA DUA

WWEF is committed to protect employees who share concerns of inappropriate activities
reported in good faith from any form of retaliation. Any staff member who engages in retaliation
will be subject to discipline up to and including termination. If we make a report and
subsequently believe we have been subjected to retaliation of any kind we should immediately
report it via the channels noted herein (see in Section 8 “Raising Concerns”).

WWF cam két bdo vé cac nhan vién, nhing nguoi c6 chung méi quan ngai vé cac hoat déng khong
phi hop, duwoc quyén bao céo véi y dinh tét, va tranh khéi bat ky hinh thic trd thu nao. Bét ky nhan
vién nao tham gia vao viéc trd dia sé phai chju ky luat /én dén va bao gém ca viéc cham ddt hop
déng. Néu ban béo céo va sau doé tin rang ban da bj trd diia duwéi bat ky hinh thic nao, thi nén bao
céo ngay l4p tire théng qua céc kénh duwoc ghi cha trong tai liéu nay (xem phén 8 “Néng cao mbi
quan tam’).

Related policies Network Gender Policy

Két néi Chinh sach gidi tinh
Céc chinh sach lién
quan

WWEF International Human Resources Policies

Chinh sach Nhan sy cia WWF International

Human Resources Policies and Procedures for Programme Offices
Cac chinh sach cua bo phan Nhéan su va Cac thu tuc cho cidc Van phong
phu trach chuong trinh

Contact: Elena Engel, Manager, People and Organizational
Development Unit - eengel @wwfint.org

Lién hé: Elena Engel, Quan 1y, Pon vi Phét trién Con ngudi va Té chic —
eengel@wwfint.org
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| RESPECT

10

| TON TRONG

2.1.  WORKING IN LINE WITH SOCIAL PRINCIPLES
LAM VIEC VA TUAN THU CAC NGUYEN TAC XA HOI

We respect human rights throughout our activities, whether in our field offices,
campaigns, voluntary support, fundraising, or employment. This includes child
protection against all forms of injury, abuse, neglect, maltreatment and exploitation;
and fair treatment of workers and their protection against exploitation, physical
punishment or involuntary servitude and respect all applicable labour laws.

Chung ta tén trong quyén con ngwdéi trong qué trinh dién ra cac hoat déng ciia WWF, tir
cac van phong thuee dja, trong cac chién dich, dén cac hoat déng hé tro tr nguyén, hodc
hoat déng gay quy hay qua trinh tuyén dung. Piéu nay bao gém bao vé tré em khdi tat ca
céac tinh trang nhw thuong tich, bjlam dung, bé bé, nguoc dai va boc 16t; va dbi xir cong
bang véi nhilng ngudi lao déng va bdo vé ho khdi bj boc 16t, hanh ha thé xac hodc lao
déng cuwdng birc va ton trong tat ca cac luat lao déng hién hanh.

We respect and contribute to gender diversity and balance in the every stage of our conservation work.

Chung ta ton trong va doéng gop vao sw da dang va can bang vé gidi trong moi giai doan
cla cdng tac bao tén.

We engage with indigenous people in our conservation work, to understand the drivers
on the environment, and to work with them in addressing these.

Chuing ta phdi hop véi nhitng nguroi dan ban dia trong cong tac béo tén, dé hiéu ré hon
nhing yéu t6 tac dong méi trirong va cung ho giai quyét nhimg van dé nay.

We help reduce poverty in our conservation efforts, by proactively working with resource-
dependent communities, and addressing the trade-offs between conservation and poverty
reduction goals.

Chuing ta giap ngwoi dan dia phwong giam ngheo khi té chuc cong tac bao tén, bang cach
chd dong lam viéc voi cac cong déng phu thudc vao tai nguyén, déng thoi gitp nguoi dan
hiéu ré mat tét, mat xdu cda sw dénh déi gidka hai cong viéc: bdo tén va xéa déi gidm
nghéo.

2.2. BEING OPEN TO CONCERNS FROM COMMUNITIES
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SAN SANG TIEP NHAN NHUNG PHAN ANH TU' CAC CONG DONG
If we witness or receive a complaint of any harm done to communities or vulnerable
groups or individuals in the implementation of our conservation work, please
immediately report it to appropriate local senior management. WWF also has a
mechanism for outside groups to dialogue directly with WWF regarding potential
breaches to the principles in this section, referred to herein (see in Section 8 “What
about concerns regarding WWF’s social commitments?”)

Néu chimg kién hodc nhan duoc khiéu nai vé bat ky méi nguy hai nao gay ra cho céng
déng hodc cac nhém hodc ca nhan dé bj tén thuong trong viéc thuc hién cong viéc bdo
tdn, vui Idong bao cao ngay cho ban quén ly cép cao phu hop tai dia phwong. WWF ciing
¢6 co ché danh cho céc nhém bén ngoai déi thoai truc tiép véi WWF vé cac 16 hdng
tiém &n déi véi cac nguyén tic, duoc dé cép trong tai liéu nay (xem trong phén 8 “Béi
v6i nhing lo ngai lién quan dén cac cam két xa hoi cia WWEF thi nhw thé nao?”)

Related policies WWF Network Social Policies on Human Rights, Gender,
Céac chinh séach lién Indigenous Peoples and Poverty
guan

Chinh sach Xa héi ciia Mang Iwéi WWF vé Quyén con ngudi, Gidi
tinh, Nguwoi ban dja va S déi ngheo

Contact: Elaine Geyer-Allely, Manager, Policy and Sustainable
Development - egeyer-allely@wwfint.org

Lién hé: Elaine Geyer-Allely, Quan ly, Ban Chinh sach va Phat
trien bén vimg — egeyer-allely@wwfint.org

Project Complaints Resolution Process

Qué trinh dwa ra gidi phap cho cac phan anh vé du an
Contact: Donna Lusti, Manager Governance, Ethics &
Compliance - dlusti@wwfint.org

Lién hé: Donna Lusti, Quan ly, Quan trj, Ban Bao Burc
va Phap ché - dlusti@wwfint.org
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3 | FOLLOW THE
TO1 TUAN THU

3.1. ZERO TOLERANCE TO FRAUD, CORRUPTION, BRIBERY, COLLUSION )
KHONG KHOAN NHUONG GIAN LAN, THAM NHUNG, HOI LO VA THONG BONG

- Fraud: the intentional deception by anyone entrusted with WWF resources, to personally
gain from or harm WWF;
Ldra ddo: sy ltra déi c6 chd ¥ cda bét cir ai c6 trach nhiém quan Iy cac ngudn tai nguyén cia
WWF nham truc lgi c& nhén hodc gay hai cho WWF;

- Corruption: abusing entrusted powers inappropriately for private gain.
Tham nhiing: lam dung quyén luc & t6 chirc mét cach khdng phu hop dé dat loi ich riéng.
This includes:
Diéu nay bao gém:

Bribery: offering, giving, receiving, or soliciting something of value for the purpose of

influencing the action of an official in the discharge of his or her public or legal duties;
Hoi 14: cung cap, cho, nhan hodc yéu cau mét thir gi do co gia tri nham phuc vu muc dich
gay anh hwdng dén hanh déng cda mét quan chdrc trong viéc thyc hién nghia vu phap ly
cva ho;

Facilitation payments: payments to secure or speed up routine administrative or
government actions;
Cac khoan “boi tron”: cac khoan chi phi nham dam bdo hodc tdng téc cong viéc thuong
ngay cua chinh quyén cac cap hodc chinh phd;
Extortion, embezzlement, misappropriation, false representation, concealment of material
facts to gain an unfair advantage, etc.
Téng tién, tham 6, chiém doat, dai dién sai,mao danh, che d4u cac yéu té vat chat dé dat
duworc loi thé khéng cbng bang, v.v.

« Collusion with others in any of the above to gain a collective advantage.

Théng déng véi nhitng nguoi khéc trong bat ky diéu nao & trén dé dat duoc loi ich.

In certain cultures, providing entertainment, hospitality or gifts in the pursuance of business
relations is customary and legal. Nonetheless these exchanges can be perceived as bribery.
We must ensure such exchanges are, and are seen to be, legal, non-material and not intended
to influence business. In any case, we must take particular care when dealing with government
officials. Please remember, transgression by even one staff member can damage the

reputation of WWF. (See also in Section 5 “Accepting Entertainment, Hospitality or Gifts; and
Section 6 “Money and Finances.”)

Trong mét s6 nén van hoa nhat dinh, hoat déng cung cdp gidi tri,cac dich vu khach san hay nha
hang, hodc qua tdng dé c6 mai quan hé kinh doanh dwoc xem la phong tuc va /a diéu hop phap.
Tuy nhién nhikng trao doi nay cidng co thé dugc coi la hdi 16. Chung ta phai dam bao rang nhing
st trao doi nhw vay duwoc xem la hop phap, phi vat chat va khéng cé y dinh gay anh hudng dén
kinh doanh. Trong moi trirong hop, ching ta phai déac biét quan tam khi lam viéc véi cac quan
chire chinh phd. Hay nhé rang, sy vi pham cda mét nhan vién thoi cing co thé gay ton hai cho
danh tiéng cua WWF. (Xem thém trong Phan 5 “Chap nhan cac Hoat dong giai tri, Cac dich vu
khac san hay nha hang hodc Qua tdng, va Phan 6 “Tién va Tai chinh”).
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3.2. DATA PROTECTION
BAO VE DU LIEU

WWEF is committed to respecting the privacy of personal information of its employees, donors

or other individuals, whose data we hold. If we have access to such data we follow the data

security and privacy rules in place. Please remember, individuals’ personal data is protected

by law and any breach can lead to a legal action.

WWF cam két ton trong quyén riéng tw vé thong tin ca nhan cda nhan vién, nha tai trg hodc cac

ca nhan khac ma WWF nam gid. Néu can truy cdp vao nhing di¥ liéu nay, ching toi sé tuan tha

cac quy tac bao mat va cac quy dinh vé s riéng tw. Hay nho rang di liéu ca nhan dwoc luat

phap bao vé va moi vi pham cé thé dan dén hanh déng phap ly.

3.3. PREVENTING CRIMINAL ACTIVITY IN RECEIVING AND DISTRIBUTING FUNDS

NGAN NGUA CAC HOAT PONG PHAM TOI TRONG VIEC NHAN VA PHAN BO CAC
QuUY

WWEF respects government sanctions against criminal activities, including terrorism. Please
ensure we conduct appropriate due diligence when providing funds to an organization or an
individual, or selecting and paying suppliers. It is also prohibited to accept donations which
knowingly aids and abets tax evasion, money laundering, terrorism or other illegal activity. This
is why highly restricted anonymous donations are not accepted.

WWEF t6n trong cac bién phap trimg phat cta chinh pha déi véi cac hoat dong t6i pham, bao goém
khdng bé. Hay tién hanh thdm dinh mét cach phu hop khi cung cép tai trorcho mét t6 chirc hodc
ca nhan hodc chon lya va thanh toan cho nha cung cdp. WWF ciing cdm triromg hop nhan quyén
gop v6i muc dich trén thué, rira tién, khing bé hodc hoat dong bét hop phép khéc. P&y la ly do
tai sao cac khodn déng gép an danh bj giéi han téi da va khéng duroc chép nhén.

Fraud & Corruption Prevention and Investigation

Related policies 9 . 9 oY e -
Diéu tra va Ngan chan Gian l1an va Tham Nhiing

Cac chinh sach lién

quan Hospitality & Gifts (Field Office Version)
Cac djch vu nha hang, khach san & Qua cap (Phién ban danh cho
cac Van phong thuee dija)

Procedures on government sanctions checks (policy pending -
see Contact below)

Céc thd tuc vé kiém tra Iénh cdm cda chinh phd (chinh sach
dang cho xwr Iy — xem lién hé bén dwdi)

Data protection and security policy
Chinh sach an ninh va bdo vé d liéu

Contact: Donna Lusti, Manager, Governance, Ethics &
Compliance - dlusti@wwfint.org

Lién hé: Donna Lusti, Quan ly, Quan trj, Ban Dao Dirc va
Phéap ché - dlusti@wwfint.org

Policy for Due Diligence and Gift Acceptance
Chinh sach vé Giai trinh va Nhan qua tang

Contact: Carol Monoyios, Director, Development - cmonoyios@
wwfint.org

Lién hé: Carol Monoyios, Giéam déc, Ban Phat trién —
cmonoyios@wwfint.org
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: | STAY SAFE AND S SAFE
701 DAM BAO SU AN TOAN CHO BAN THAN VA

4.1. HEALTH SAFETY AND SECURITY
AN NINH VA AN TOAN SUrc KHOE

WWEF takes all reasonable steps to ensure health and safety of staff and to manage health,
safety and security risks. We have an active role in protecting our own health, safety and
security. For example, we always wear our seatbelt, respect speed limits, and before we travel,
we make sure our vaccinations are up to date and check the official medical and security
guidance for destinations in particular in high-risk regions. We do not use blacklisted airlines,
and comply with the local health, safety and security rules and procedures.

WWEF thue hién tat cg cac budc phu hop dé ddm bdo st khée va sw an toan cia nhan vién, ciing
nhw quén ly rdi ro vé sirc khde, an toan va an ninh. Chang ta c6 mét vai trd tich cuc trong viéc bdo
vé strc khée, an toan va an ninh cda chinh minh. Chéng han, hay luén deo dai an toan, tuan thu
giéi han téc dé khi st dung phuong tién, va trwéc khi di chuyén gidra cac khu vue, phdi dém bao
tiém chdng vaccine con hiéu luc, va kiém tra huéng dan chinh thaéc vé y té va an ninh cho cac
diém dén cu thé & cac khu vire cé nguy co lay nhidm cao. Khéng s dung dich vu cia cac hang
hang khéng cé tén trong danh séch den, va tuan thd cac quy tic va thd tuc vé st khde, an toan
va an ninh cda dia phwong.

If we feel that our health or safety is at risk, we have a right to voice this concern and, if
warranted, to refuse an activity we deem dangerous without that refusal reflecting badly on our
performance or incurring repercussions.

Néu cam thdy sirc khde hodc sw an toan cda minh dang bj de doa, ban c6 quyén Ién tiéng. Trong
trong hop co gidy xac nhan, chung ta cd quyén tee chdi mét hoat dong co kha nédng gdy nguy
hiém, ma khéng phai lo rang viéc tir chéi nay sé gay anh hwdng dén cong viéc, hay c6 hau qua gi
sau doé.

4.2. LAW ENFORCEMENT
THUT THI PHAP LUAT

If in our job, we interact with local law enforcement, or if we have questions regarding the
presence of arms in our offices or in our programmatic work, please seek guidance from our
senior management. If there is a specific policy for a region or country, please conform to that
local policy.

Trong cdng viéc, néu lam viéc véi co quan thuc thi phap luat dia phuong, hodc néu cé cau hdi lién
quan dén sw xuét hién cda vi khi trong van phong hodc trong lich trinh hoat déng, hay vui long tim
kiém sw huéng dén tir ban quén ly cédp cao. Néu cé chinh sach cu thé cho maét khu vic hodc mét
quéc gia, thi hay tuan thd chinh séch dja phuong do.
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Health and Safeyy Standards
CAc tiéu chuan vé An toan va Sic khoe

Contact: Kathryn Dickinson, Manager, Legal Affairs-Presences -
kdickinson @wwfint.org

Lién he: Kathryn Dickinson, Quan ly, Ban Phéat sinh cac vdn dé phap 1y —
kdickinson@wwfint.org
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3 | AN LOYAL TO WIWF
TOI TRUNG THANH VOT WWF

5.1 AVOIDING CONFLICTS OF INTEREST
KHONG BE XAY RA CAC TRUONG HOP XUNG BQT LOI iCH

We must act in accordance with our legal duty of loyalty, which means acting in the best
interests of WWF when performing our job. A conflict of interest arises when we have a
personal, family, or business relationship, or any activity, interest, or association
outside WWF that could impair our ability to act in the best interests of WWF, or that
could give the appearance of interfering with our responsibilities on behalf of WWF. We
should avoid any situations of conflict of interest. If we find ourselves in a potential or
actual conflict of interest, we must immediately disclose it in writing to our Manager and
Human Resources. The situation will be reviewed and actions taken to ensure the
conflict cannot be, or perceived to be, abused.

Chung ta phéi hanh déng phu hop véi trach nhiém phap ly vé long trung thanh, cé nghia
la hanh déng vi loi ich tét nhét cda WWF khi thuc hién cong viéc. Xung dét loi ich ndy
sinh khi ching ta c6 méi quan hé cé nhén, gia dinh hodc doanh nghiép hodc bat ky té
chirc ndo bén ngoai WWF c6 thé 1am gidm nédng luc hanh déng vi loi ich tét nhéat cua
WWF, hodc c6 thé gay can tré trach nhiém khi dang thay mat cho WWF. Nén tranh bét
ky tinh huéng xung dét loi ich nao. Néu cam thay minh dang & trong mat tinh huéng xung
dét loi ich thuc sw hodc tiém an, ching ta phai ngay 14p tic bdo céo béng vén ban cho
Gidm déc va bo phan nhan sw. Tinh hinh sé duoc xem xét va dwa ra phuong an hanh
déng nhdm dém béo xung dé hay céc triromg hop duoc xem la xung doét khéng thé xay
ra.

5.2. WORK AND ACTIVITIES OUTSIDE WWF
CONG VIEC VA CAC HOAT BONG BEN NGOAI WWF

Paid work outside of our job must always be disclosed to our Manager and Human
Resources.

Additionally, in some countries it may be restricted or prohibited.

Cong viéc duoc trd luong bén ngoai cong viéc cua WWF phai luén dwoc khai bao cho

Quan ly va bo phan nhan sw. Ngoai ra, & mét sé quéc gia, diéu nay co thé bj han ché
hodc bj cam.

5.3. ACCEPTING ENTERTAINMENT, HOSPITALITY OR GIFTS
VIEC THAM GIA CAC HOAT BONG GIAI TRI, NHAN CAC D/CH VU NHA HANG
& KHACH SAN HAY QUA TANG

In many cultures, accepting entertainment, hospitality or gifts when doing business is
customary and legal. Nonetheless we ensure such exchanges are, and are seen to be,
non-material and not intended to influence business transactions, or to be personally
beneficial. All gifts received should be reported to line management. Discounts or
commissions on a WWF purchase are for the benefit of WWF and not for staff. In any
case, cash must never be given or received as a gift. See also in Section 3 “Zero
Tolerance to Fraud, Corruption, Bribery, Collusion”
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Trong nhiéu nén vén héa, viéc tham gia cac hoat dong gidi tri, nhan cac dich vu khach

san& nha hang hodc qua tang khi kinh doanh dwoc xem la phong tuc va hop phap. Tuy
nhién, chang ta cdn ddm bdo nhiing trao déi nhw véy, va duoc xem I3, phi vat chét va
khéng cé y dinh gay énh huwéng dén céc giao dich trong hoat dong kinh doanh, hodc dé
mang lai loi ich c& nhan. T4t cé cac qua tdng nhan dwoc nén duoc bao céo véi quén ly
phu trach. Viéc nhan dwoc gidm gia hay chiét khau trong qua trinh mua sdm cda WWF |a
vi loi ich cda WWF, chir khdng phai vi loi ich cda riéng nhan vién. Trong moi trieong hop,
tién mat khong bao gi¢ duoc dura hodc nhan nhu mét mon qua. Xem thém Phén 3 “Khéng
khoan nhwong véi Gian 1an, Tham nhing, Héi 16, Théng dong”

5.4. WALK THE TALK
NOI BI O VOI LAM

Given the environmental impacts and costs, we only travel when absolutely necessary,
and use the most economical, environmental means including public transport when
possible. We get permission and pay for personal travel adjoining a WWF trip. We offset
our carbon emissions by purchasing Gold Standard carbon credits. We reduce our
personal consumption of electricity, heating, paper and water.

V6i muc tiéu gidm thiéu téc déng Ién moi trirong ciing nhw cac chi phi néi chung, ching ta
chi str dung phwong tién di lai khi that can thiét va mét cach kinh té nhét, ciing nhw dam béo
viéc bdo vé méi trromg, bao gém ca di chuyén bang phuwrong tién cong céng khi cé thé. Ching
ta nhan duoc sw cho phép va dai tho cho viéc di lai trong nhiing chuyén cong tac cia WWF.,
Chung ta bu d3p lwong khi thdi carbon bang cach mua tin chi carbon duwoc phat hanh ter Té
chire chimg nhén quéc té Gold Standard (Tiéu chuén Vang). Chang ta phai gidm lwong st
dung dién, nhiét, gidy va nwéc cda méi ca nhan.

We shall not engage in outside or personal activity that competes or disagrees with WWF
Mission and our principles, such as trading or using products from endangered species
(e.g., rhino horns).

Chung ta sé khong tham gia vao hoat dong bén ngoai hogc ca nhan, nhing hoat déng cé
canh tranh hodc di tréi lai yéi Str ménh va cac nguyén tac cia WWF, chang han nhuw giao
dich hodc str dung san pham tir cac loai c6 nguy co tuyét ching (vi du: simg té giac).

5.5. PROTECTING OUR REPUTATION
BAO VE DANH TIENG CUA TO CHUC

We take care in building partnerships. Please ensure WWF never accepts donations from,
or engage with, individuals, groups or organizations which can seriously harm WWF’s
reputation, integrity, impartiality or ability to deliver its strategy or Mission. WWF has
identified “exclusion” or “extreme caution” industry sectors (e.g. armament, tobacco, fossil
fuels, nuclear power, etc.). We are each responsible to understand such restrictions prior to
engaging with the corporate sector.

Chung ta c6 trach nhiém xay dung quan hé véi déi tac. Hay hanh déng sao cho WWF khong
bao gio chdp nhan quyén gop tir hodc tham gia véi cac ca nhan, nhém hodc té chic c6 thé
gay tén hai nghiém trong dén danh tiéng,sw chinh truc,sw cong bang hodc kha nang thuc
hién chién liroc hodc Str ménh cia WWF. WWF da xac dinh cac nganh trong dién "loai tree"
hodc "cuc ky than trong" (vi du nhw ché tao vi khi, thuée 14, nhién liéu héa thach, dién hat
nhan, v.v.). M&i nguoi ching ta chju trach nhiém ndm rd nhiing han ché nhw trén, truéc khi
tham gia hop tac véi cac doanh nghiép.

Conflict of Interest

Related policies N
Xung dét loi ich

Céac chinh sach lién

quan Hospitality & Gifts Policy (field office version)
Chinh sach Djch vu nha hang, khach san & Qua tang (Phién ban
Véan phong thyre dia)
Carbon Emissions - Refer also to any Green Office policies in
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your location
Khi thdi CO2 — Tham khao bét ki chinh sach Van phong Xanh nao
tai dia phuong

Contact: Donna Lusti, Manager, Governance, Ethics &
Compliance - dlusti@wwfint.org

Lién hé: Donna Lusti, Quan ly, Quan trj, Ban Dao Dic va
Phap ché - dlusti@wwfint.org

Corporate Engagement Guidelines
Hwdéng dan Hop tac doanh nghiép

Contact: Jochem Verberne - jverberne@wwfint.org, or Maria
Boulos, Director, Network Governance - mboulos@wwfint.org
Lién hé: Jochem Verberne - jverberne@wwfint.org, or Maria
Boulos, Giam déc, Quan trj Mang Iu6i — mboulos@wwfint.org

Policy for Due Diligence and Gift Acceptance
Chinh sé&ch vé Ra soat dac biét ba Nhan qua tang

Contact: Carol Monoyios, Director, Development - cmonoyios@
wwfint.org

Lién hé: Carol Monoyios, Giam déc, Ban Phét trién —
cmonoyios@wwfint.org
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| AN A GOOD STEWARD OF
TOI LA NGUO! QUAN LY TOT

6.1 MONEY AND FINANCES
TIEN BAC VA TAI CHINH

Spending our funds carefully. .
Chi tiéu quy cda WWF mét cach can than.

Before we commit to any expense and when we are travelling, we ask ourselves whether this is
necessary, reasonably priced, relevant, compliant with the law, and permitted with the relevant
donors. Please also see in Section 3 “I Follow the Law.”

Truroc khi thue hién bét ctr khoan chi tiéu nao va khi di céng tac, ching ta phai tw héi liéu diéu
nay c6 can thiét,chi phi c6 hop ly, pht hop, tuan thd luét 1€ va dugc sw cho phép voi cac nha tai
trgr co lién quan hay khéng. Xin xem trong Phan 3 “Téi Tuan thd Luét phap.”

Using our time efftciently.

St dung thoi gian mét cach hiéu qua.

Time is a very valuable asset, for which donors pay as well. We are efficient with our working
time and that of our colleagues, and respect related local office rules related to working hours,
leave, etc. If we are tasked to report our working hours (for example to a particular activity) we
do so fully, accurately and in accordance with donor requirements.

Thoi gian 1a mét tai san rét co gia trj, 1a thir ma cac nha tai tro’ ciing phai chi tra. Chang ta cén
phai ¢ thoi gian lam viéc hiéu qua, cdng nhuw ton trong thoi gian lam viéc cua dong nghiép, va
cac quy dinh lién quan den gio lam viéc, nghi phép, v.v. Néu c6 nhiém vu bao cao gio’ lam viéc
(vi du doi voi mét hoat dong cu thé), thi ching ta can phaéi bdo cao day du, chinh xac va phu hop
véi nhing yéu cau cua nha tai tro.

Procurement and due diligence.

Mua sam va Giai trinh.

All purchases of goods and services beyond a threshold, including engaging consultants and
contractors, is subject to prior due diligence. This includes seeking and reviewing competitive
bids, checking prices against the market, reviewing quality, getting recommendations, testing
providers’ abilities to deliver services and their willingness to meet WWF standards. This
ensures we obtain high quality and value for our donors’ money.

Tét ca cac giao djch hang hda va djch vy vurot qua mde quy dinh, ke ca c6 sy tham gia cda cac
nha tw van va nha thau, cén phéi c6 s Gidi trinh. Piéu nay bao gdm viéc tim k|em va xem xét
gia thau canh tranh, so sanh gia trén thj trromg, xem xét chét lrong, nhan dé xuét, kiém tra kha
nang cung cép dich vu cdia nha cung cép va sw sén sang dép Umg cia ho Vvoi cac tiéu chuén cda
WWEF. Biéu nay dadm bdo chung ta cé duoc chét luong va gid tri cao cho sé tién ma cac nha tai
tror da déng gop.

Ensuring our partners follow our standards.

DPam bdo cdc déi tac tuan tha cac tiéu chudn cda WWF.

We expect our implementing partners and consultants who are entrusted with our funds to live
up to WWF’s ethical principles. If WWF pays a party for work on our behalf, we must ensure
that they are using our funds lawfully, reasonably and ethically, and fully perform their
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obligations.

Chung ta ky vong réng cac nha déi tac cung cép va céc chuyén gia tw van, nhiing nguoi da duoc
WWEF giao ngan sach, sé dép ng cac nguyén tdc dao dirc cia WWF. Néu WWF chi trg cho mét
bén lam viéc thay cho té chic ciia minh, thi chiing ta phdi ddm bao rang ho dang st dung ngan
sach mot cach hop phép, hop ly, hop dao dirc va thuc hién day di cac nghia vu cia ho.
Ensuring we have the authority when committing WWF.

Dam bao ching ta c6 thdm quyén khi cam két thay cho WWF.

We are responsible to know and respect the limits and procedures of our authority to sign
contracts and other commitments on behalf of WWF. For example, we need two signatories
for contracts above a certain monetary threshold.

Ching ta c6 trach nhiém hiéu rd va ton trong cac gisi han cing nhuw thd tuc vé quyén han ky hop
dong va cac cam ket khac thay méat cho WWF. Vi du: cén hai nguoi ky két hop doi voi cac hop
dong c0 gia trj qua mdrc quy dinh.

Maintaining accurate books and records.
Duy tri sach va hé so chinh xac.

We prepare and keep accurate, truthful, transparent, complete, and up-to-date information
(including records, reports, and expense claims). We have a legal duty to keep these records,
for audit purposes, a legal procedure or upon request from authorities. We must carefully
safeguard these records and protect against loss, especially during a legal procedure.

Chung ta chudn bj va lwu trir théng tin chinh x&c, trung thuc, minh bach, day di va cp nhat (bao
gém hé so, béo céo va cac khoan chi phi). Ching ta ¢é nghia vu phap ly dé Iwu giik cac hé so
nay, cho muc dich kiém toan, thd tuc phap ly hodc theo yéu cdu cda nha nwéc. Chang ta phai
cén than bdo vé cac hd so nay khéng bj mat mat, dac biét 1a khi cé yéu cdu vé thd tuc phap Iy.

6.2. PHYSICAL ASSETS
TAI SAN VAT CHAT

Using WWF assets with care.
Strdung tai san cda WWF mét cach cén trong.

We take good care of WWF assets (facilities, equipment, credit cards, etc.) and IT resources
(phones, electronic devices and communication tools, fax, including data stored or transmitted).
We follow the instructions of use and ensure security of the assets. We protect them against loss,
theft, or damage. Incidental personal use is permitted, if it does not conflict with the WWF
interests, itdoes not distract us from our work and we pay for our personal use. If lost, damaged or
stolen due to negligence, we may be required to compensate WWF. We must use phones,
internet access, reasonably to reduce time charges.

Ching ta can phdi trong coi ky long cac tai san cda WWF (co' sé vat chét, thiét bj, thé tin dung, wv)
va Cac tai nguyén CNTT (dién thoai, thiét bj dién t&r va cc‘)ng cu lién lac, may fax, bao gom di¥ liéu
dwoc Iy trir hodc truyén tai). Chung ta lam theo hwdng dan st dung va dam bao an toan cho tai
san. Chang ta bdo vé cac do véat nay khdi bj mat mat, trém cap hodc hw héng. Thinh thodng viéc st
dung tai san voi myc dich ca nhan dugc cho phep, néu khong gay xung dot voi lgi ich cia WWF,
hogc khong lam phan tam trong cong viéc, va ching ta tw chi tra khi st dung thiét bj. Néu bj mat,
hw hdng hoéc bi danh cap do so suat, thi chung ta c6 thé durgc yéu cau phai boi thuong cho WWF.
Chuing ta phai st dung dién thoai, truy cdp internet mét cach hop ly dé giam chi phi.

6.3. NON-PHYSICAL ASSETS
TAI SAN PHI VAT CHAT

Intellectual property rights.
Quyén so hdru tri tué.

These include trademarks, copyright, designs, patents, know how, domain hames, photos,

website designs, likeness, industrial or commercial property, logos, videos, publications,

processes, drawings, database, etc. We are a science based organization, producing research

and literature. We have one of the world’s most renowned brands. These are all valuable assets

that we need to protect against unauthorized use or misuse. In addition to protecting our

intellectual property, we must also do the same for others’ intellectual property rights with which
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we are entrusted (for example, a partner’s copyright, software, photos, publications). Similarly, we

purchase and use properly licensed software.

Quyen nay bao gom quyén st dung nhan hiéu, ban quyen thiét ké, bang sang ché, bi quyét, tén
mien, anh, thiét ké trang web, san phdm twong fw, tai san cong nghiép hodc thwong mai, logo,
video, &n pham, cac quy trinh, ban vé, co s& di liéu, v.v. Chlng ta la mét tét chic dua trén nén
tang khoa hoc, dwa ra nhimg nghién ctu va cac tai liéu khoa hoc. Chung ta c6 mét trong nhing
thurong hiéu ndi tiéng nhét thé gidi. Day Ia tat cé cAc tai sgn quy gia ma chang ta céan dé bdo vé
chéng lai viéc str dung trai phép hodc st dung sai muc dich. Ngoai viéc bao vé tai san tri tué cua
minh, chidng ta cing phai lam dleu twong tw cho quyen s& hitu tri tué cda ngwdéi khac ma chang ta
duwoc giao pho (vi du:ban quyén, phan mém, anh, 4n phdm cda déi tac). Tuwong tw, ching ta mua
va stz dung phdn mém cé ban quyén.

Conftdential information./Théng tin mat.

This is information which is not public. This can be information about the organization, donor
lists, development plans, know-how, research projects, financial information, dealings with
authorities and governments, strategic plans, trade secrets, other non-public information we see
during our jobs. WWF may also be entrusted with our partners’ (for example a corporation’s)
confidential information, for example related to their affairs, products, operations, business plans,
strategies, clients, methods of manufacturing, sourcing and logistics. (See also Section 7 —
“Confidentiality”)

P4y la nhiing théng tin khéng dwoc cong khai. Nhifng théng tin nay c6 thé la théng tin vé té chirc,
danh sach nha tai trg;, ké hoach phat trién, bi quyét, dw &n nghién ctru, théng tin tai chinh, giao djch
V6i cac chinh quyén va chinh phd, ké hoach chién luoc, bi mét thuong mai, théng tin khéng duoc
cong khai khac ma ching ta biét trong cong viéc. WWF ciing cé thé duoc giao pho théng tin bi méat
clia cac déi tac (vi du nhuw la théng tin méat cia mot tap doan), chdng han lién quan dén cong viéc,
sén phdm, hoat déng, ké hoach kinh doanh, chién lugc, khéch hang, phuong phép san xuét, nguén
cung ¢ng va hau cén cia ho. (Xem thém Phén 7 - “Bdo mat’)

Proprietary information./Théng tin déc quyén.

This is information that we own and which is not public. This can include intellectual property (like
trademarks, databases, designs), confidential information (information which is not public, but can
belong to others) and personal information (personnel records, salary information, donors
database, etc.).

Day la théng tin ma chung ta s¢ hiru va khong duwoc cng khai. Piéu nay c6 thé bao gém tai sén tri
tué (nhw nhén hiéu, co s¢ di liéu, thiét ké), théng tin mat (thdng tin khdng dwoc cong khai, nhwng
c6 thé thudc vé nhiing nguoi khac) va théng tin ca nhan (hé so nhén vién, théng tin vé lvong, co sé&
diz liéu cda nhatai trg, v.v.).

We must keep our own and others’ confidential and proprietary information secure and avoid any
disclosure to those who are not authorised to have access to it. We can only share it with those
who have a legitimate, need-to-know basis for accessing this information, after we ensure they
signed a confidentiality agreement. Sometimes this information is also covered by other laws (for
example, data protection), in which case the disclosure can also be restricted under the law. Our
obligation to keep the information secure continues even after we leave WWF.

Chuing ta phai bgo mét thdng tin cda minh va cda nguoi khac, cing nhuw thong tin doc quyén, va
tranh tiét 16 cho nhirng ngudi khong co6 quyen han. Ching ta chi co thé chia sé no6 véi nhiing nguoi
co6 co s¢ hop phéap, can biét dé truy cap thong tin nay, sau khi chiing ta dam bao ho da ky mét théa
thudn bao mét. D6i khi théng tin nay ciing dwoc cac ludt khac bao vé (vi dy, ludt bao vé di liéu),
trong trurong hop nay, viéc tiét 16 cdng co thé bj han ché theo luat phap. Nghia vu cda chung ta la
van phai bdo mét thdng tin ngay ca sau khi khéng con lam viéc cho WWF.

Tips: Do not discuss this information in public places, like waiting for a flight. Do not discuss this
information with family members. It is okay to refuse sharing information if we do not feel the
recipient is allowed to have access to the information.

L6i khuyén: Khong thao luén thdng tin mét & nhing noi céng céng, nhuw trong khi cho chuyén bay.
Khéng dwoc thao luan thong tin nay voi cac thanh vién gia dinh. Chlng ta c6 quyén tir choi chia sé
théng tin néu cdm thay ngwdi nghe khdng dwoc quyén biét.
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Related policies
Céac chinh sach lién
quan
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Policies related to money, finances and physical assets for
WWEF International

Céc chinh séach lién quan dén tién bac, tai chinh, tai san vat chét
danh cho WWF International

Contact: Head, Treasury & Accounting Operations —

Lién hé: Truong ban, Ban Hoat déng Tai chinh va Ké toan
Policies related to money, finances and physical assets

for Field Office staff

Céc chinh séach lién quan dén tién bac, tai chinh, tai san vat chat
danh cho nhan vién cda Van phong thuc dia

Data protection and security policy
Chinh sach an ninh va bao vé di liéu

Contact: Donna Lusti, Manager, Governance, Ethics &
Compliance - dlusti@ wwfint.org

Lién hé: Donna Lusti, Quan ly, Quan tri, Ban Bao Dtrc va Phap
ché - dlusti@wwfint.org

ICT policies - Information security, emails etc
Cac chinh sach CNTT — An ninh théng tin, emails v.v

Contact: Kah Leng Ng, Head, Global ICT Operations -
king@wwfint.org

Lién hé: Kah Leng Ng, Trwdéng ban, Ban Hoat dong CNTT Toan
céu Global -

king@wwfint.org


https://sites.google.com/a/wwf.panda.org/pom/standards-policies-procedures/finance/fom/new-chapters
https://sites.google.com/a/wwf.panda.org/pom/standards-policies-procedures/finance/fom/new-chapters
https://sites.google.com/a/wwf.panda.org/pom/standards-policies-procedures/finance/fom/new-chapters
https://sites.google.com/a/wwf.panda.org/globalict/policies
mailto:klng@wwfint.org
mailto:klng@wwfint.org
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; | BRING CREDIT TO WHF AND
TOI MANG LAI UY TIN CHO WIWF VA

71.  WWF BRAND
THUONG HIEU WWF

WWE is one of the most known brands in the world. Our brand is about so much more than
our panda logo - it's our DNA. We safeguard our brand and follow the approach laid out in
our brand book - One Network, One Vision, One Voice. We respect our WWF brand
guidelines to bring a consistent and coherent approach to our visual and verbal identity.

WWEF & mét trong nhikng thurong hiéu néi tiéng nhéat trén thé gi¢i. Thurong hiéu mang y nghia
khéng ch/ don thuén 1a mét logo hinh con géu tric — ma dé chinh |1a c4u trac néi tai cda té
chure. Chang ta bdo vé thurong hiéu cda minh va thuc hién theo phuong an duwoc dé ra trong
quyén sach huwéng dan thuong hiéu WWF - Mot Mang luéi, Mot TAm nhin, Mét Giong noi.
Chung ta tdn trong cac nguyén tdc vé thuong hiéu cia WWF nhdm mang lai mét cach tiép
cén nhat quan va mach lac cho bdn séc tryc quan va bang ngén ng.

7.2.  CONFIDENTIALITY

BAO MAT
In the course of our partnerships, our public or private partners (e.g. our corporate
partners) will entrust us with proprietary and confidential information. We must respect
confidentiality of this information at all times. We should not disclose, publish or otherwise
share this information unless specifically authorized to do so. (See also section 6,
“Confidential Information”)

Trong qua trinh hop tac véi cac déi tac cia WWF, céc déi tac tw hodc cong (vi du: cac dbi
tac doanh nghiép ) sé dy thac cho ching ta nhitng théng tin déc quyén va bi mat. Ching ta
phai ludn tén trong tinh bdo méat cda cac théng tin nay. Chang téi khéng nén tiét 16, cong bd
hodc chia sé théng tin nay khi chua duoc cho phép. (Xem thém phén 6, “Théng tin métt”)

7.3.  SOCIAL MEDIA AND PUBLIC COMMUNICATIONS )
TRUYEN THONG XA HOI VA TRUYEN THONG CONG CONG

WWF respects employees’ rights to personal opinions and affiliations. But when
communicating publicly and through media as a WWF employee, we remember that we
create perceptions about WWF to an external, broad audience. Therefore, we:

WWF tdn trong cac quyén ciia nhan vién déi véi cac y kién va thién huéng cé nhéan. Nhung
khi giao tiép cong khai va théng qua truyén thdng véi t cach la mét nhan vien WWF, hay
nhé réng ching ta gilp cac déi trong bén ngoai & bén ngoai nhan thire day di vé WWF. Do
do, phai:
« only give our views of our area of expertise, make and post meaningful and respectful
comments, are polite when disagreeing with others’ opinions, and admit any errors;
chi dwa ra quan diém vé linh vyc chuyén mon cda minh, déng céc 16i binh luédn cé y nghia
va thé hién sir ton trong, lich sw khi khéng déng tinh véi y kién cia nguéi khac, va thira
nhan 18i khi pham phai;
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- use our real name and disc[ose that we work for WWF;
st dung tén that va ghi rd rang ching ta lam viéc cho WWF,;

« do not use WWF in any social media identity (e.g. username, “handle” or screen
name); publish proprietary information or breach confidentiality; denigrate other
organizations, companies, individuals or WWF; or knowingly provide false or
inaccurate information.
khong st dung WWF trong bét ky tén thé hién trén bét cir phurong tién truyén thong xa
héi nao (vi du: tén nguoi dung, “biét hiéu” hogc tén man hinh cho); cong bo cac thong tin
déc quyén hoédc vj pham bdo mét; t6 cdo cac té chirc, cong ty, ca nhan khac hodc WWF;
hodc cé y cung cap thdng tin sai Iéch hodc khdng chinh xac.

7.4.  MEDIA INQUIRIES AND CRISIS MANAGEMENT ) .
SU'TRUY VAN CUA TRUYEN THONG VA XU LI KHUNG HOANG

At times, there might be negative media or publicity including damaging attacks on our
reputation or brand which require an appropriate response. We do not respond, and
instead seek guidance from appropriate communications or senior managers. If we have
been allowed to communicate, we only use the agreed messaging, and communicate
transparently, honestly, accurately, and respecting brand guidelines.

B6i khi, co thé co tin bét loi hodc tiéng x4u, bao gom cac cudc tan cong gay ton hai dén danh
tiéng hodc thuong hiéu, do dé ta phai c6 phan hai thich hop. Ching ta khong tra 61, ma hay
tim kiém s hwéng dén tir cac kénh lién lac phu hop hodc cac nha quén ly cdp cao. Néu
duoc phép Ién tiéng, thi chiing ta chi st» dung cac thong diép da duoc duyét, va cong bé rd
rang, trung thuc, chinh xac ciing nhw tén trong cac hwéng dan vé thuong hiéu.

7.5. TOLERANCE AND RESPECT AT INTERGOVERNMENTAL FORA AND PUBLIC
EVENTS

All WWF staff’s personal conduct at intergovernmental fora and other public events must
act impeccably at all times. This includes acting according to the rules conduct of the

forum and associated activities; ensuring open and constructive dialogue between parties
and observers; respecting the principles of national sovereignty and the primacy of
governments in negotiations; treating any recognized symbols of all nation states with
respect; and showing respect and tolerance for others’ culture and customs (e.g. political
and religious convictions). We commit to relevant codes of conduct when required.

7.5. THAI DO MO VA TON TRONG TAI CAC DIEN DAN VA SU KIEN CONG KHAI

Tat ca cac hanh vi ca nhan cta nhan vién WWF tgi cac dién dan lién chl’nh, phﬂ va cac sy kién
cong khai khac phai dung chuan. biéu nay bao gom hanh dong theo quy tac cta dién dan va
cac hoat déng lién quan; ddm bao déi thoai mé va mang tinh xay dwng gitra cac bén va cac
nha quan sat; ton trong cac nguyén tac chd quyén quoc g|a va cha quyen quoc gia trong dam
phan; tén trong moi biéu twong dwoc cdng nhan cla tat ca cac quéc gia; va thé hién sy ton
trong va khoan dung déi véi vén hoa va phong tuc ctia nwéc khac (vi du: vé chinh tri va ton
gi4o). Chung tdi cam két hanh déng theo cac quy téc (rng x& c6 lién quan, khi cé yéu cau.

Code of Conduct at International Fora

ST B6 Quy tdc Ung xur tai cac Dién dan
Cac chinh sach lién quéc té

guan

Related policies

Contact: Director, Global Policy i

Lién hé: Giam doc, Chinh sach Toan cau

Social media, issue and brand management

Quan ly thurong hiéu, tranh luét va truyén théng xa hoi

Contact: Winnie De’Ath, Director, Brand Communications -
wdeath@wwfint.org

Lién hé: Winnie De’Ath, Giam déc, Truyén théng Thuong Hiéu-
wdeath@wwfint.org
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Media and Crisis Management

Xtr Iy khing hodng va Truyén théng

Contact: Rebecca Clear, Head Media Relations -
rclear@wwfint.org

Lién hé: Rebecca Clear, Trwong Ban Quan hé Truyén thong -
rclear@wwfint.org

Brand Guidelines
Hwong dan vé Thuong Higu

Contact: Bonnie Chia, Head of Brand - bchia@wwfint.org
Lién hé: Bonnie Chia, Trirong Ban Thwong Hiéu -
bchia@wwfint.org
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8! ISEEKHELPWHENINDOUBTAND

TOI TIM SU TRQ GIUP KHI CAM THAY NGHI NGO

8.1.  GETTING INFORMED
CHUAN B/ HANH TRANG THONG TIN

We must carefully read WWF’s policies, codes and other employment conditions that
we receive at the beginning and during the course of our employment. If we have any
guestions, we ask them. WWF regularly provides training for staff, which we'’re
expected to attend. Additionally, we take advantage of customized and one-to-one
training which are offered.

Phai doc ky cac chinh sach, quy téc va cac diéu kién lam viéc khac cdia WWF ma ching ta
nhan duoc ngay ter ddu va trong qué trinh lam viéc. Néu cé bét ky cau héi nao, ching lap
tire héi nhitng nguoi phu tréch. WWF thuomg xuyén té chirc dao tao cho nhan vién va
mong moi nguoi c6 mat day du. Ngoai ra, WWF ciing khai thac thé manh ter viéce té chic
céac |6p huén luyén theo tinh hinh va cac |6p dao tao mét-mét.

8.2. ASKING THE RIGHT QUESTIONS
HOI DUNG CAU HOI

If we are in a “dilemma” situation, and we don’t know what to do, we ask the right questions:
Néu chung ta dang & trong tinh hudng “tién thoai ldng nan” va chung ta khéng biét phai
lam gi, chiing ta sé nén dét ra cac cau hoi sau:

+ Is my action legal? Honest? Ethical? In line with WWF values and principles? )
Hanh ddng cda tbi co hop phap, trung thue, phu hop dao dic va cac gia trj va nguyén tac cia WWF khong?

+ How might it affect WWF’s reputation and Mission?
Hanh déng nay c6 thé anh huwdng dén danh tiéng va sir ménh cda WWF ra sao?

- Is this the right thing to do? How would I feel if everybody around me knew about it? o
Lam diéu nay c6 dung dan hay khéng? Toi sé cam thdy thé nao néu moi nguwroi xung quanh biét vé diéu nay?

8.3. RAISING CONCERNS
NEU LEN MOI QUAN NGAI
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WWEF strongly encourages us to speak up if we witness, or have a concern about

misconduct or illegal activities. But, things are not always clear. This is why we are not
expected to have an absolute proof about our concern. But we should have some basis for
it, and report it in good faith. We can first approach a trusted local senior staff (our
Manager, Human Resources contact, Legal, or Senior Management). We have these
options for reporting a concern:

WWF nhiét liét khuyén khich nhan vién Ién tiéng néu ching kién, hodc c6 mét méi quan ngai
nao vé hanh vi sai trai hodc cac hoat dong bat hop phéap. Tuy nhién, moi thi khong phai luc
nao cing r6 rang. Day la ly do tai sao khong phai ltic nao chung ta cing co bang ching rd
rang vé mét moi quan ngai nao do. Nhung ching ta nén chuén bj mét SO ¢’ s0, va bao cao
nham muc dich tét. PAu tién, ching ta cé thé tiép can mét nhan vién cdp cao dang tin cay
tai dia phuong (Quén ly, nhan vién bo phan nhan sw, Ban Phap ché hodc Quan ly cép cao).
Chuing ta c6 cac tuy chon sau day dé bao céo khi c6 lo ngai:

Independent whistleblowing channels:

Kénh té c4o déc lap:

« Phone: Click here for the numbers by country )
Dién thoai: Bam vao day dé biét sé dién thoai theo quéc gia

« Email: wwf@expolink.co.uk
« Webform: www.expolink.co.uk (Code : wwfint)

By mail: Director General, Chief Operating Officer, or Manager, Governance, Ethics & Compliance;
WWEF International, Avenue du Mont Blanc, CH-1196, Gland, Switzerland.

Thong qua email: Téng Giam déc, Giam déc diéu hanh, hogc Quan ly, Quan trj, Dao Dirc

va Phap Ché; WWF International, Pai 10 Mont Blanc, CH-1196, Gland, Thuy Sri.

8.4. WHAT ABOUT CONCERNS REGARDING WWF’'S SOCIAL COMMITMENTS?
8.4. POI VOI NHUNG LO NGAI VE CAC CAM KET XA HOI CUA WWF THI NHU THE NAO?

We have a mechanism for local communities and organizations to raise concerns if they
believe they have been negatively impacted by WWF’s work, and who wish a dialogue with
WWEF to resolve them. Eligible organizations may air concerns by writing to
ProjectComplaint@wwfint.org or directly to the Director General. See also in Section 2 “Being
Open to Concerns from Communities”.

Chung ta c6 mét co ché cho cac cong dbng dia phuong va céc té chic cé diéu kién néu 1én
nhiimg méi lo ngai khi ho tin rdng ho da bj tac dong tiéu cuc béi cong tac cia WWF, va do dé
mudn déi thoai véi WWF dé gidi quyét nhirng diéu nay. Cac té chirc di tw cach cé thé néu nhiing
diéu ho lo ngai bang cach gui thu dén trang ProjectComplaint@wwfint.org hodc gui truc tiép cho
Téng Gidm déc. Xem thém trong Phén 2 “S&n sang tiép nhan nhidng méi lo ngai tir cac céng
déng”

8.5. CAN|REPORT ANONYMOUSLY? WILL | BE PROTECTED FROM RETALIATION?
8.5. TOI CO THE BAO CAO AN DANH BUOC KHONG? LIEU TOI CO BUOC BAO VE KHOI

SUTRA PUA?

If it is allowed by applicable law, anonymous reports will be accepted. Please remember, the
investigation can be facilitated if we identify ourselves as we can be contact to give more
information that can be needed during the investigation. WWF protects us against retaliation
(see Section 1).

Néu duoc luat hién hanh cho phép, cac bao cdo 4n danh sé duoc chép nhan. Hay nhé rang, viéc
diéu tra c6 thé dé dang hon néu xac dinh duoc danh tinh, vi ngudi té céo cé thé duoc lien hé dé
cung cép thém thong tin cén thiét trong qua trinh diéu tra. WWF sé bdo vé ching ta khéi sw trd
dia (xem Phén 1).

8.6. WHO RECEIVES MY REPORT, AND HOW IT WILL BE HANDLED? ‘
8.6. Al SE NHAN BAO CAO CUA TOI, VA BAO CAO DO SE BUQC XU LY NHU THE NAO?
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https://drive.google.com/viewerng/a/wwf.panda.org/viewer?a=v&amp;pid=sites&amp;srcid=d3dmLnBhbmRhLm9yZ3xvbnN8Z3g6NGUzMjU2YWViZTlhYWVmMQ
mailto:wwf@expolink.co.uk
http://www.expolink.co.uk/
mailto:ProjectComplaint@wwfint.org

Ethics for impact
All reports are handled confidentially by the Manager, Governance and Compliance and Chief

Operating Officer at WWF International. They inform the WWF Audit Committee, which reports
directly to the WWF International Board. WWF will promptly conduct an investigation, keeping
the identity of all those involved strictly confidential and in compliance with data protection laws.
The reports will be shared only to the extent strictly necessary for the investigation and the
subsequent procedures, for example, with the General Counsel, Director People &
Organizational Development, Director Finance, and external advisors such as forensic
investigators, lawyers.

T4t ca céac bao cao déu dwoc bao mat béi Ban Quan ly, Ban Quan tri, Ban Phap ché va Giam
déc didu hanh tai WWF International. Ho théng bao cho Uy ban Kiém toan WWF, noi b4o céo
truc tiép cho Hoi ddong Quéc té cia WWF. WWF sé& nhanh chéng tién hanh mét cudc diéu tra,
bao mat chat ché danh tinh cda tat ca nhirng ngudi c6 lién quan va tuan thd luat bao vé di liéu.
Cac béo céo sé chi dwoc chia sé& & mirc d6 can thiét cho viéc diéu tra va cac thi tuc tiép theo,
vi du, v&i Téng Cb van, Giam dbc Phat trién Td chirc & Con nguwdi, Giam déc Tai chinh va cac
cb van bén ngoai nhw cac nha diéu tra phap y hay luat sw.
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WWF innumbers
WWF gua nhéng con so

1961

WWF was founded in 1961
WWEF dworc thanh 1&p vao ndm 1961

+100

WWEF is in over 100 countries,
on 6 continents

WWEF hién c6 maét-tai-hon-100
qudc gia, &6 chau luc
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WWF has over 5 million

supporters + l 6 I\/I
WWEF ¢6 hon 5 triéu

nguwoi ung hé

WWF has over

16 million followers

on Facebook, Twitter

and Google+

WWEF ¢6 hon 16 triéu

nguwoi theo ddi qua

Facebook, Twittet va
WWF Internationg@ ood@f conduct — page 25




Why we are here

To stop the degradation of the planet’s natural environment and to
build a future in which humans live in harmony with nature.

Vi sao c6 sw hién dién cua WWF

Nhdm ngén chan s suy thoai méi truomg tw nhién trén Trai Dat va xay
dung mét tvong lai noi con nguéi séng hoa hop véi tw nhién.
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