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“If we all work with dedication, our work will live on through
the years and generations to come, which no wealth can
match because wealth is evanescent and has no value unless

it is coupled with tenacious work.”

The late Sheikh Zayed bin Sultan Al Nahyan
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OVERVIEW

The Code of Conduct for Government Employees in the Emirate of Abu Dhabi was drawn up to improve
professional conduct and ethics, which, in turn, boosts the quality of work and enhances employees’
performance and service. This document is in line with the principles of government work, which guide
employees’ conduct to leave a positive impact on the work environment and provide better service to
the community.

Objectives
* Educating Abu Dhabi government employees on the principles of government work.

* Providing details on government employees’ duty to comply with the principles of government
work at all levels, and apply the provisions of this document in their daily work-related activities.

* Promoting discipline, transparency, integrity, objectivity, efficiency, loyalty to the UAE and its
leadership, and professional conduct among employees.

Definitions

Emirate The Emirate of Abu Dhabi

Government Entity Any government department, authority, public establishment,
centre, council, fund, and any other government bodies.

Employee A person appointed under a decision by the competent authority to
undertake certain functions as per the job description of one of the
positions available in the general budget of the government entity.

Information Any printed, digital or verbally communicated information or data
that an employee learns or obtains while performing his duties or
because of his position relating to the government entity’s work.
This includes any correspondence, maps, drawings, specifications,
models, licences, agreements or any other documents that belong
to the entity, or are kept in its records or under its management.

Conflict of Interest Any official procedure, decision or action initiated by an employee
that causes conflict between his/her personal interests and
government interests.

Code of Conduct A set of principles and guidelines that employees of any government

for Government entity must abide by in all their dealings as part of their job

Employees description to enhance the entity’s positive image.




PRINCIPLES OF GOVERNMENT WORK

Loyalty Dedication and tenacity in speaking and working with integrity to
perform government work, while considering the UAE, its leadership
and people as top priority.

Excellence and Working continuously and tirelessly to provide quality innovative
Leadership services and following a forward-looking approach based on
innovation and constant improvement.

Efficiency Making the best efforts to complete assigned tasks as per required
quality and accuracy, while working to minimise costs and
required time.

Integrity Perseverance and honesty in performing duties, and encouraging
inhibitory control, while avoiding all that can comprise such work or
contradict the public interest.

Individual and Public Assuming responsibility and proactivity in terms of thoroughly
Responsibility performing duties assigned to individuals and teams on time, in
line with the public interest, in addition being cooperative and
promoting harmony.

SCOPE OF APPLICATION

This document is applicable to all Abu Dhabi Government employees, in accordance with the definition
mentioned in the Human Resources Law. Government companies may also implement the provisions
herein and applying them to their employees.




ROLES & RESPONSIBILITIES

Duties & Obligations of Government Entities

1.

Introducing all its employees of the rules of professional ethics and conduct stipulated herein, and
educating them on acceptable behaviours in the workplace and while performing their duties, and
on the consequences of relevant violations.

Providing a conducive environment for employees to perform the tasks assigned to them in
alignment with government strategies and goals.

Treating all employees equally and fairly, and encouraging proactivity, giving and innovation.

Opening communications between employees and executive management, and promoting
initiatives and exchange of expertise.

Complying with the reporting system for violations and breaches, in accordance with
relevant legislation.

Supervisory Category (Managers)

1.

Abiding by corporate principles and values relating to professional conduct and behaviour inside
and outside the entity.

Serving as role models for their subordinates in terms of practising workplace ethics.

Respecting the rights of their subordinates and treating them equally, without prejudice
or preference.

Ensuring that employees are aware of and abide by the core values that shape the code of
professional conduct and ethics, in accordance with the applicable laws and regulations.

Taking the administrative and legal measures necessary to limit violations and breaches of the
code of professional conduct and ethics.

Coordinating with competent legal affairs entities and departments to ensure considering
violations objectively and without any prejudice.

While taking into account the employee obligations and rights as stipulated in the Abu Dhabi Human
Resources Law.



Employees must abide by the following

Legislation

1.

2.

4.

Following the provisions of the UAE law and regulations, as well as the directives of superiors.

Refraining from initiating group or vexatious complaints against any government person(s) or
entity(s) in violation of applicable legislation.

Adhering to applicable legislation that regulates the financial dealings, procurement and
services of government entities to ensure optimum use of government resources.

Adhering to legislation relating to the general appearance of employees.

Performance Efficiency

1.

2.

Performing duties and tasks with efficiency, integrity, accuracy and professionalism.

Avoiding bias when offering services to customers, while maintaining professionalism, equality
and refraining from abusing his/her position for personal gain.

Committing to performing his/her duties personally, making sure to avoid late attendance and
to use working hours to complete work-related tasks and responsibilities.

Bearing the responsibility for his/her actions and decisions, as well as addressing mistakes
made while performing his/her duties by taking the immediate measures necessary to rectify
such errors and notifying any concerned party in the entity.

Work Documentation

Employees must implement work management mechanisms and keep records of all their work-
related activities containing all relevant digital and printed documents as per the entity’s
adopted procedures.

Confidentiality, Information Security and Social Media

1.

Refraining from any disclosure of confidential information, as well as private documents
obtained while performing their work duties, even after working hours, unless such information
is deemed public in the adopted rules and regulations.

Refraining from collecting any personal information or documents on any person, unless it is a
work requirement and carried out within a legal framework.

Following information security policies and procedures to protect the confidentiality of
information on personal computers or any other electronic devices.

Avoiding the use of any information technology means provided by the employing entity to
access any content that is inappropriate, contains radical political views, or promotes violence,
discrimination or any other illegal activities.



5. Signing non-disclosure (confidentiality) agreements and committing to the provisions.

6. Refraining from using any devices or software to access or hack into other devices or networks,
as well as from using internet-based means, such as email, to send classified, political or
controversial materials to threaten or harass any person(s) or party(s).

7. Employees who are assigned with the task of representing their employing entities in dealings
with external entities and media outlets must abide by the limits of their given authorities.
Such representatives are prohibited to perform any personal activities beyond their assigned
tasks, and are required to consider the interests of their employing entity when making any
relevant statements or revealing information. Employees who violate these rules shall be held
accountable for their actions.

8. Refraining from revealing any information or making statements regarding topics that are
still under study or investigation, or have not yet been approved by his/her employing entity,
without the employing entity’s written approval.

9. Refraining from using personal accounts on social media to share any opinions or information
that may be understood as the employing entity’s views.

10. Refraining from writing any correspondence or contributing to the publication of any content,
whether on social media or any other channels, that may harm the reputation of his/her
employing entity, its officials, the UAE Government or any other entities in anyway.

Protecting Public Money

Protecting public money and the UAE’s interests and assets, and notifying superiors of any cases
of negligence, public money misuse or misappropriation, or any other financial inconsistencies that
may have adverse effects on the public interest.

Appropriate Use of Granted Authority

1. Refraining from misusing authorities and powers given by the employing entity or relevant
information for any type of personal gain.

2. Refraining from directly or indirectly using his/her position to receive any monetary sum, or
favours for himself/herself or family members.

3. Refraining from using information acquired while working for government entities, even after
leaving the entity, for personal gain or to benefit or harm others, directly or indirectly, or to
divulge such information to provide an unfair advantage to third parties.



Employee Conduct

1.

Refraining from initiating or participating in any form of harassment, violence, discrimination, bothering,
or any form of bad conduct with superiors, colleagues and members of the public.

Avoiding any actions that compromise professional integrity whether inside or outside the workplace.
Refraining from disrupting the workflow, participating in strikes, or encouraging either.

Steering clear of any behaviours or actions that violate societal values, traditions, or customs, or that
breach the codes of ethics and professional conduct.

Bribes, Gifts & Favours

1.

Declining any gifts, rewards, commissions, or services from any person(s) that may affect the
employee’s professional credibility and objectivity directly or indirectly. This includes any form of
benefit, monetary or otherwise, especially in exchange for providing information or data regarding the
official activities of the government entity, promoting it or carrying out its activities.

This does not include any gifts offered as per protocol, promotional gifts and courtesy offerings,
provided that they are not directly or indirectly provided in exchange for favours or
unauthorised activities.

Learning all the entity’s applicable policies and procedures pertaining to professional courtesy, if any.

Conflict of Interest Reporting & Management

1.

Avoiding any conflicts of interest between personal activities and the government entity’s operations
by refraining from participating in any process or decision that may directly or indirectly influence
any dealings with contractors or service providers, or decisions that may benefit a relative within four
degrees of consanguinity in any way.

Notifying his/her superior officer immediately and in writing of any conflicts between his/her personal
interests and the entity’s business interests, or matters that may affect his/her ability to perform his/
her official functions or raise doubts regarding his/her objectivity. Such reports must detail the nature
of the conflict and all relevant information.

Refraining from having any relations with persons or entities whose interests are directly dependent on
his/her decisions or those of his/her employing entity in way that conflicts with the public interest.

If the employee owns any shares or interests in individual entities or companies, or manages, works for
or provides services to such entities, whether for free or for a pay, he/she must ensure conducting such
activities after working hours. If the nature of his/her work is related to the activities of such entities,
the employee must report such matters to the human resources department immediately.

Signing the undertaking and declarations pertaining to conflicts of interest and providing them yearly to
the human resources department of his/her employing entity.



Conducting or Taking Part in Questionable or Political Activities

Employees must:

1. Demonstrate loyalty to the UAE and observe the principles stipulated in the UAE constitution
and legislation.

2. Refrain from carrying out or participating in questionable or illegal activities that violate
applicable legislation.

3. Refrain from joining, promoting, collaborating with, or working for any political entities or parties in

anyway, or carrying out or participating in their activities or any other form of political activity.

Good Conduct & Respect

1. Maintaining integrity and respect by dealing professionally with superiors and colleagues at all times,
whether during or after working hours.

2. Following the directives of superiors according to the administrative hierarchy and offering opinions,
consultations and expertise objectively in service of the public interest.

3. Maintaining self-control when performing work duties, while practising patience, proactivity and self-
restraint towards building long-term work relationships based on trust and the common interests of the
entity and its stakeholders.

Safe Work Environment

1. Performing duties and tasks while always assuring personal safety and the safety of colleagues or any
person(s) who are present at the workplace.

2. Ensuring to always eliminate or minimise the environmental impact entailed by carrying out his duties,

and encouraging eco-friendly initiatives, e.g. recycling.

Professional Duties & External Activities

1. Refraining from performing his/her assigned duties along with other jobs without prior approval thereof,
in accordance with applicable legislation.

2. Refraining from participating in any promotional activities that serve his/her employing entity’s
stakeholders, whether for free or for pay.

3. Refraining from collecting donations for any reason, cause or party, whether inside or outside the
government entity.

4. Government employees are allowed to hold their positions along with memberships in boards
of directors and trustees of public entities that are affiliated with the UAE’s government, federal
government or public benefit organisations.

Using lllegal Substances
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Employees must refrain from using, possessing or distributing any kind of illegal materials or
substances that may have adverse effects on his/her mental health or behaviour or that of
his/her colleagues.

Uniform & Appearance

1. UAE nationals employees must commit to wearing the UAE’s national uniform:
* Men: Kandora with ghutra and egal.

* Women: Black abaya and shaila.

Non-Emirati Employees:
e Men: Formal suit with necktie.

* Women: Modest clothing; i.e. loose full-sleeve long dresses or loose pants with
full-sleeve tops.

2. All male and female employees are prohibited from:

*  Wearing any item that may hinder their identification.
* Wearing ghutra without egal, or tied ghutra (Hamadaniya)
e Wearing any type of jeans or sports clothing.

* Exaggerating external appearance beyond what is acceptable in UAE traditions and culture.
3. Government entities may exclude certain positions from the ‘Uniform & Appearance’ provisions,

in accordance with the job description and requirements, only after receiving approval from the
Human Resources Authority.
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LETTER OF UNDERTAKING

Undertaking to commit to Code of Conduct for Government Employees

Ly ettt e e e e at e et e ra——— , signed below, as an employee
(o) PR in the Emirate of Abu Dhabi,
hereby undertake that | have fully read and understood the provisions of the Code of Conduct for
Government Employees, issued by the Executive Council. | also undertake to observe all the provisions
stipulated herein and shall bear full responsibility if | violate any of them, in accordance with the

applicable legislation effective in the Emirate of Abu Dhabi.

NI ettt e e ettt e e e e e e sttt e e e e e e e e e bbbt e e e e e e e e ettt et e ee e eeeeeae s
EMPloyee NUMDET: oo

) YRR

SIgNature: oo

DaAtE: et
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