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OPERATION HOPE VOLUNTEER CODE OF CONDUCT POLICY

The success of Operation HOPE Inc. is dependent on the trust and confidence we earn from our
employees, clients, volunteers, and business partners. We gain credibility by adhering to our
commitments, displaying honesty and integrity and reaching company goals solely through
honorable conduct.

Respect for the Individual

We all deserve to work in an environment where we are treated with dignity and respect. Operation
HOPE Inc. is committed to creating such an environment because it brings out the full potential in
each of us, which in turn, contributes directly to our business success.

Operation HOPE Inc. is an equal employment opportunity employer. We are committed to providing a
workplace that is free of discrimination of all types from abusive, offensive or harassing behavior for

both our staff and our volunteers. Any volunteer who feels harassed or discriminated against should
report the incident to our HOPE Corps Senior Vice President at HOPECorps@operationhope.org.

Create a Culture of Open and Honest Communication
At Operation HOPE Inc., everyone should feel comfortable to speak his or her mind, particularly with

respect to ethics concerns. HOPE Staff who work with volunteers have a responsibility to create an
open and supportive environment where volunteers feel comfortable raising such questions or
concerns. We all benefit tremendously when volunteers exercise their power to prevent mistakes or
wrongdoing by asking the right questions at the right times.

Operation HOPE Inc. investigates all reported instances of questionable or unethical behavior. In
every instance where improper behavior is found to have occurred, the company will take
appropriate action. We will not tolerate retaliation against volunteers who raise genuine ethics
concerns in good faith.

Operation HOPE Inc., whistleblower policy is as follows: “Volunteers are encouraged, in the first instance,
to address such issues with their Program Managers as most problems can be resolved swiftly. If for
any reason
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that is not possible or if a volunteer is not comfortable raising the issue with his or her manager, the
HOPE Corps Senior Vice President does operate with an open-door policy.”

Uphold the Law

Operation HOPE Inc. continues its commitment to integrity by complying with laws, rules, and
regulations where we do business. Further, each of us must understand company policies, laws,
rules, and regulations that apply to our specific roles. If we are unsure of whether a law or Operation
HOPE policy permits a contemplated action, we should seek the advice from the resource expert. We
are responsible for preventing violations of the law and for speaking up if we see possible violations.

Conflicts of Interest
All HOPE volunteers avoid any relationship or activity that might impair, or even appear to impair, our

ability to make objective and fair decisions when performing our volunteer roles. At times, we may be
faced with situations where the business actions we take on behalf of Operation HOPE Inc. may
conflict with our own personal or family interests.

We owe a duty to Operation HOPE Inc., to advance its legitimate interests when the opportunity to do
so arises. We must never use Operation HOPE Inc., property, information, or intellectual property for
personal gain nor personally take for ourselves any opportunity that is discovered through our
position with Operation HOPE Inc.

Determining whether a conflict of interest exists is not always easy to do. Volunteers with a conflict-
of-interest question should seek advice from management. Before engaging in any activity,
transaction or relationship that might give rise to a conflict of interest, volunteers must seek review
from their Program Managers or from the HOPE Corps Director.

Standards of Conduct
Each volunteer has an obligation to observe and follow Operation HOPE Inc.’s policies and to always

maintain proper standards of conduct.

Under our Youth Empowerment programs, NO volunteer will have any inappropriate contact inside or
outside the classroom with any student met through youth programs, including those students 18
years of age or older.

If an individual's behavior interferes with the orderly and efficient operation of a department,
corrective disciplinary measures will be taken. Disciplinary action may include a verbal warning,
written warning, or immediate discharge of the volunteer. The appropriate disciplinary action
imposed above; will be determined by the HOPE Corps, Senior Vice President, and Executive
Leadership. HOPE Inc. does not guarantee that one form of action will necessarily precede another.
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The following applies to all volunteers and may result in disciplinary action, up to and including

dismissal of volunteer relationship:

e Violation of Operation HOPE Inc. policies

e Insubordination

e Unauthorized or illegal possession of drugs or paraphernalia

e Use or sale of alcohol or controlled substances on volunteer premises or during volunteer
hours, while engaged in company activities.

e Unauthorized possession of firearms

e Use or sale of weapons, firearms or explosives on work premises.

e Theft or dishonesty

e Physical, verbal, or visual harassment

e Sexual harassment

o Disrespect toward fellow volunteers, clients, youth program participants, visitors or other
members of the public

e Actual or threatened violence toward any individual or group.

e Conduct endangering the life, safety, health, or well-being of others.

e Unacceptable work attire

e Poor attendance and/or excessive tardiness

e Poor performance

These examples are not all inclusive. We emphasize that dismissal decisions will be based on an
assessment of all relevant factors. Nothing in this policy is designed to modify our volunteer-at-
will policy.

Accountability

All HOPE Volunteers are responsible for knowing and adhering to the values and standards set forth
in this Code and for raising questions if we are uncertain about company policy. If we are concerned
whether the standards are being met or are aware of violations of the Code, you must contact

the Senior Vice President of HOPE Corps.

Operation HOPE Inc. takes seriously the standards set forth in the Code, and violations are cause for
disciplinary action up to and including discharge of the volunteer.

Confidential and Proprietary Information
Integral to Operation HOPE Inc.'s business success is our protection of confidential company

information, as well as nonpublic information entrusted to us by employees, clients, volunteers and
other business partners. Confidential and proprietary information includes such things as financial
data, client names/addresses or nonpublic information about other companies, including current or
potential partners. We will not disclose confidential and nonpublic information without proper
authorization.
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As a volunteer for Operation HOPE Inc., volunteers will not share any HOPE Inside Adult or Disaster
Program client’s personal, financial or contact information, and will ensure all client information is
kept as the private, privileged and confidential records of Operation HOPE, Inc. Additionally, any
information accessed in Operation HOPE’s client and volunteer management system or database
will be considered confidential and will not be shared with others. Upon voluntary or non-voluntary
termination of a volunteer, any information or documents shall be returned immediately.

Several key questions can help identify situations that may be unethical, inappropriate, or illegal.
Ask yourself:

e Does what | am doing comply with Operation HOPE Inc., guiding principles, Code of Conduct,
and company policies?

e Have | been asked to misrepresent information or deviate from normal procedure?

e Would | feel comfortable describing my decision at a staff or public meeting?

e How would it look if it made the headlines?

e Am | being loyal to my family, my company and myself?

e What would | tell my child to do?

e Isthis the right thing to do?

Allegations of violation of this policy will result in immediate suspension from the HOPE Corps. If an
investigation determines a violation of this policy occurred, it will result in 1) the immediate and permanent
dismissal as a HOPE Corps volunteer and 2) a referral to the proper authorities in necessary.

Some examples of inappropriate contact are:
e Any violation of federal, state, or local laws such as child abuse, providing alcohol to minors, or
having alcohol on a school campus, etc.

e Dress that violates school dress codes or is not consistent with the norm of business attire.
e Under our Youth programs use of profanity in the Virtual or in-person classroom.

These are examples only and are not meant to be an exhaustive list. There could be other actions not listed
herein which could result in suspension or dismissal as a volunteer.

| have read and | understand Operation HOPE Inc.’s Code of Conduct & | agree to abide by the rules
described above.
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