THE CODE OF CONDUCT AND
ETHICS FOR KENYA FILM
CLASSIFICATION BOARD

2018



% HR Policy and Procedures Manual

SECTION 10: CODE OF CONDUCT

10.1 Introduction

1011 This Section contains general rules of conduct to be observed by
officers so as to maintain integrity and uphold the dignity of the
public office to which he has been appointed. Every officer
occuples a specml position in the Board and should ensure that his

,g AN conduqﬁ_ﬁo’rh in, publlc and in private life does not bring the Board

“into derépufe ;

l ™

10.1.2 ¢ Regulohons governing discipline in the Board and. the procedure to
be% iollowed in. cases of breach of discipline are con’romed in this

&N mcn%cl

10.1.3 'ﬂln oddmon ‘an ofﬁcer is required to comply with the provisions of
Chapter Six of the Constitution on Leadership and Integrity and
Articles 10 and 232 of the Constitution; Leadership and Integrity Act,
2012; Public Officer Ethics Act, 2003; Anti-corruption and Economic
Crimes Act, 2003; Labour Relations Act, 2007 and the Employment
Act, 2007.

10.1.4 . Officers are required to adhere to their respective professional codes
of conduct:-It is imperative that an officer adheres to these rules of
conduct, and such other rules which may be intfroduced from time
to time.

10:1.5 All employees shall be required to sign the code of conduct upon

employment and they will be bound by any amendments to the
code of conduct.

10.2 Office Hours
10.2.1 The official hours are as follows:

Nairobi and other Regions
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Monday to Friday:
8.00 am to 1.00 pm
2.00pm to 5.00 pm
Mombasa and Northern Kenya
Monday to Friday
7.45am to 12.30pm
2.00pm to 4.30pm

10.2.24%, ¢ Thoughxthe generc:l office hours will be as stated herein, HoDs will
’_“ nof be resTncTed to utilize employees outside these hours, when
- 7 ’rhere is cny cduse’ requiring their services either earlier or later, as

E ¢ Io%ng as The emp]oyees put up a maximum of 40 hours per week.
10.2.3¥; .-;‘?’FQ% ’ghe effec;ﬂve running of the Board, The employees should
“”’% observe punc’ruoln‘y and regular work attendance. In case an
§employee is-not in a position to report to work in the morning or is
delayed, the head of the respective department should be
noftified before, as close to the regular starting time as possible.
This should not be later than 12.00pm after which the employee

will be considered absent.

10.2.4 Flexible working time

Flexi working is a work arrangement that allows staff to
schedule working hours such as shift working and flexibility in
reporting/leaving time.

i. To ensure psychosocial well-being of staff and promote staffs’
balance between work and personal life, the Board shall
endeavor to allow interested staff flexibility in working hours
subject to exigency of dutfies and concurrence with line
managers.

ii. Where applicable, staff shall also be scheduled into shift
arrangements as shall be determined by Management from
time to time.
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iv.  Flexi hours shall not apply to staff working on shifts and to staff
whose job is extraneous in nature.

v. Regardless of flexi fime arrangement, whenever required by
duty, staff shall avail themselves between 8:00am to 5:00pm

103 ‘:pfﬁcial Office Aftire

£33N 6 y ' ;

10.3, 11 4> > :pioyees«ﬂof KFCB are expected to dress in formal and
acceptcble Qfﬁcé attire between Mondoys and Thursdays.

10.3 2.8 Dress—down pohcy staff members are free to dress down on

' E%:ys ET should however, be noted that the .free manner of
ot sing §hpU!d c!so be acceptable ond decen'r as prescribed by
““the Board™ i

10.4 Core Values, Guiding Values, Principles & Requirements
10.4.1 The employees of KFCB shall be guided by the national values

and principles of governance in Article 10 of the Constifution;
“provisions of Chapter 6 of the Constitution.on Leadership and
Integrity; Part Il of the Leadership and Integrity Act, 2012 as well as
the Public officers Ethics Act, 2003 revised in 2009.

10.4.2 The employees of KFCB shall aspire to uphold the national values
and principles of governance being ;

(i) Patriotism, national unity, the rule of law, democracy and
participation of the people;

(i) Human dignity, equity, social justice, inclusiveness, equality,
human rights, non-discrimination and protection of the
marginalized;

(i) Good governance, integrity, transparency and
accountability; and

(iv)Sustainable development.
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10.5 Rule of Law

10.5.1 All employees shall carry out their duties in accordance with the law.
In carrying out his duties, a public employee shall not violate the
rights and freedoms of any person under Part V of the Constitution.

AR\ ¢ Ly T ;;,:..5"—.&
1061' » "AD ‘mpfdyeg shdll declare to the. CEO his. personal interest
{lncludmg fhemnferes’r of a spouse, relative or business associate);
where such m’rerests are likely To interfere W|’rh ofﬁcnol duties or

off

10.6 Conflict O‘;Inieresi -

g (i)‘;" Use his' "bés’r effor’rs to avoid being' in-a position in“which his
personal interests conflict with his official duties

(i)  Not hold shares; corporate, partnership or of another body or
through another person that would result to conflict of interest

(i) Declare personal-interests to the CEO and comply with any
directions to avoid the conflict and also refrain from
participating in any deliberations where such interest would
conflict official duties

(iv)-. Not award ‘a confract or influence the award of such a

“ contract to himself, spouse, close relative, business associate,

or a partnership or other body in which the employee has an
interest.

(v) Not use his office to improperly enrich himself or another person

(vi)  Not use or allow use of information acquired through his public
office that is not public, for his own or other peoples’ benefit.

10.6.2 Any employee whose personal interests are potentially or actually in
conflict with those of his duties shall declare the personal interests to
his superior or the CEO in writing.

10.6.3 Other situations which constitute a conflict of interest;-
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10.7 !f;‘iproﬁ‘e

(i)

o N
U e

Soliciting for any help, funds, favours, gifts and sponsorship from
persons or institutions associated with KFCB or using the name
of the Board without the knowledge and approval of the
Board.

nri -hmeni or Receiving of Gifts
5 ﬁ ¥

10. 7 1‘ - The Boordﬂ employees shall not accept gifts, benefl’rs or favors from
a c!len’r where these may influence or may be seen to influence his

10.7.3

k de
ircumstan é‘e,;t ‘,

_ isnons,

Zifts exceedmg a threshold of Kshs. 20,000.00 should not
cepte P.a‘z‘a E%’rs in cash should not be occepfed under any

The Board employee' (s) shall not 'use their office to improperly
enrich themselves or others. In this regard, the Board employee shall
not accept or request gifts or favours from a person who;-

(i)
(i1
(i)~

(iv)

(v)

has an interest that may be affected by the carrying out, or not
carrying out, of the public officer’s duties;”

Carries on regulated activities with respect to which the Board
has arole; or

has a contractual or similar relationship with the Board;
Improperly uses their office to acquire properties for themselves
or‘another person, whether or not the properties are paid for;
or

For their personal benefit or another, use or allow the use of
information that is acquired in connection with the public
employee's duties and that is not public.

Employees are prohibited from receiving valuable presents (other
than gifts from personal friends and relatives) and/or other benefits
and from giving such presents. This applies for example to Christmas
presents or such kind of gifts.
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10.7.4 This section applies not only to the employee himself, but also to his
family. It is not intended to apply to cases of remuneration for special
services rendered and paid for with the consent of the Board.

10.7.5 Presents from public personages which cannot be refused without
bemg offensive: will be handed over to the Board unless prior
o permission has been obtained from the CEO for the employee to

m.. [;e’rcun 2 reserLf.f;; A

i a% ' g .l

1076 Wher; presen’rsf, c:re “exchanged between employees acting on
beholf of the CEO in ceremonial occasions with other organizations

g’or ’rhelr repregen’rdﬂves the presents received will be handed over to

¢ Box rg*c,alr?&‘l ny presen’r in return will be glven at.the Board's

Bl

10.8 Harambees

10.8.1 The Board employee shall not preside over a Harambee, play a
central role in its organization or play the role of "guest of honour"; nor
participate in .a Harambee in such a way as to reflect adversely on
their integrity or impartiality or to interfere with:the performance of
their official duties.

10.9 Declaration of Income, Assets & Liabilifies

10.9.1 Every:employee shall on first appointment and after every two years
thereafter submit -a declaration of income, assets and liabilities of
himself, spouse(s) and dependent children less than eighteen (18)
years to the Public Service Commission in accordance with the Public
Officer Ethics Act, 2003. The appropriate form will be supplied annually
as required.

10.10 Undve influence
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10.10.1 Employees are warned that the practice of seeking the influence of
Politicians or other persons in order to be considered for promotion or
other favours is viewed with disapproval. Any such attempt to obtain
such favours is considered irregular and will not be of advantage to
the employee and on the other hand, may actually be detrimental to
the employee's interests.

10.11 Proféssionali m and lnt_egrlty

_»* P
"'=>"‘ -

10.1d. 1 ““Alge Foyees shd!l -
o m(l) Corry out ’rheur duties in a manner that Treo’rs the public and
: ‘h the fellow employees with courtesy and respect;
; " ii)% \ Seel;,,jo |mprove the standards of performance and level of
s prgfesswnchsm in the Board;
g?@}ﬁf;(iijj‘ﬁf'n_@bsewe ﬂ'\e ethical ond professional requ1remen’rs of a

(iv) Maintain an opproprlo’re standard ' of dresskond personal
hygiene; and ‘ o

(v) Avoid practices that could lead an mdnwducl vulnerable to
financial embarrassment,

10.12 Confidentiality and the Official Secrets Act, Cap 187

10.12.1 . Disclosure- of Information: An employee must not disclose any
information concerning the affairs of the Board or its employees, or
show or release any official document to any person not connected
with the Board, or even insiders, unless he is required to do so in the
course of his duties, or such disclosure as is authorized by the CEO.
Individual invitations to give technical advice or present papers
should be channeled through the CEO.

10.12.2 Official Documents and Legal Proceedings: An employee must not
without permission make use of any official document which comes
into his possession by virtue of his employment the subject of legal

proceedings.
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10.13 Rule of Law
10.13.1 Employees shall carry out their duties in accordance with the law. In
carrying out one’s duty, an employee shall not violate the rights and

freedoms of any person as provided for in the Constitution.

10.14 Respeci and Courtesy

10. ]4} XAII loy es wul be expected to portray Utmost respect for one
' .,ano’rher r'espeghvéofsemonty or personal status. '

:_m..
5
v

10.15 Dlscrimirn'dﬂon {

Feit # « =
Tl 'y
k3

qrd sf'topposed to all forms of d|scr|m|nohon Discrimination of
én‘*‘wﬂlébe repgar’red to the  CEO so that the matter can be
mveshgo’red and appropriate action taken. Any reported.incidences
of alleged discrimination will be treated in utmost confidence.

10.16 Confidentiality and Trust

10.16.1 While in the course of their duties, emplbyees will be exposed to
confidential information. In such cases, they will be expected to
uphold strict standards in regard to confidentiality of information.

10.16.2 Diséiplinory action will be taken against any employee proven to
have divglged confidential information without the permission of the
Board.

10.17 Care of Assets

10.17.1 Employees are expected to ensure that assets entrusted to them are
adeqguately protected and not misused or misappropriated.

10.18 Media Interviews& Interactions with the Media
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10.18.1  An employee shall not, under any circumstances, communicate with
the media either in writing or otherwise, or make statements on
matters affecting the Board's programs or policies without specific
authority from the CEO.

10.18.2 An employee, whether on duty or on leave, shall not do the
following without the permission of the CEQ:-

b

asithe, _éditor of any newspaper.or take part directly or

éfﬁ, ‘(I) .
L, ¢ fndirectly inthe’ management thereof: nor

. B .

* M) ‘Pubhsbg in.f_.’c:'m‘/‘monner anything which may be reasonably
‘regarded as of a political or administrative ‘nature, whether
‘w" ‘under his ov\gn name, under a pseudOnym._orfdnonymously.

i 1Io¥ef§ﬂ%s O be interviewed on questions of public policy or

on‘matters affecting the Board without the permission of the

CEO. ™=d 1

10.18.3 While it is not desired to interfere with the liberty of free speech, any
lack of discretion on the part of an employee in-expressing an
opinion that may embarrass the Board, may: result in disciplinary
action being taken against him

10.18.4 An employee may however, publish- matters relating to other
subjects.

10.19 Private Agencies

10.19.1 No employee may undertake any private commission in any matter
connected with the exercise of his public duties. No employee shall
in any manner  that may be detrimental to the security interests of
the Board and Kenya at large, be an agent for or further the interests
of a foreign Government, organization or individual.
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10.20 Political Views

10.20.1 Though an employee as a Kenyan is entitied to his own political views
on political matters, he shall ensure that his utterances do not
implicate or compromise the Board and the government at large.

10.20.2 An employee shall not, in connection with the performance of his
duhes dg the followmg

¥ %’ ;)

e ‘ c;}&os an’ cgenT for a political party or so as to further the
e :"‘;-]'r éitnieresf of the party; or _

o (ii) Indtcc:’fe supporf for or opposition to’ any polmcol por’ry or

pani) conql.doie in‘an election; or
ange in _pohhcol activity that may compromlse or be seen
it el e;orhpromise the political neutrality. of his office; or
= (i\?)‘; “Use his poll’rlcol stand to intimidate others perceived to be of
a different view. '

10.21 Trading

10.21.1  Trading at official premises is strictly forbidden excepf where official
_permission has been received.

10.21.2  Away from-official premises no employee may act as an agent for
thesale of any articles or merchandise whilst on duty or in uniform.

10.22 Borrowlng:and Lending Money
10.22.1 An employee is strictly forbidden:
(i) To become an agent for a moneylender.
(i)  To borrow money from KFCB's stakeholders or members of staff

of any Company doing business with KFCB, with whom his
official duties bring him into contact.
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(i) To accept premiums from other staff of the Board as
consideration for instructing them on how to perform their
duties.

10.23 Harassment

10.23.1  Harassment is generalized as insulting and degrading behavior or
s’rctemen’rs wh|ch could be verbal, physical, deliberate, unsolicited

< - ;
10. 232 Hcrcssmen’r m cny ‘form s prohibited. Exompres of harassment
mclude— : 2

3'~ P

L

/[ ;art;qihdrg ent in the form of derogoTory comments or slurs.
7 ‘nwelabme sexual advances, reques‘rs for sexual fcvours and
= other verbal or phy5|c:o| conduct of a sexual nature,

(i) Physical harassment in the form of assault, impeding or
blocking movement, any physical interference with normal
work or movement. ‘

(iv) Visual harassment through derogcn‘ory posters or drawings.

10.23.3 _If an employee encounters such behaviour from anyone, including
supervisors, fellow employees or other external parties, he should
report the incident immediately to the supervisor or to the Manager,
Human Resource and Administration.

i

10.23.4 If the harassment is from the Manager, Human Resource and
Administration or from the CEO, an employee will be at liberty to
report the incident directly to a member of the Board or to the
Chairperson.

10.24 Nepotism

10.24.1  An officer shall not practice undue favoritism to their relations and
close relatives at the expense of the service.
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10.25 Acting through others

10.25.1  An officer contravenes the code if he causes anything to be done
through another person that would constitute a contravention of the
code if done by the officer, or allows or directs a person under their
sgpervis]on or control to do anything that is in contravention of the

.. code.

sjeps fo preyent ¥

10.25. 3 An officer who acts under unlawful d|rec1|on shall be responsible for
1' )

i s §ghon 5—5

k, :-‘ e h

,from.Duty& ‘

L "i - w0 s

10.26.1  An employee shall not absent himself from duty during working hours,
leave his appointed place of work or proceed to a place other than
which he is usually employed, without due permission of his
immediate supervisor. |

10.26.2 _An.employee who absents himself from duty due to ill health shall be
required. to produce within forty-eight (48) hours a medical
certificate signed by a certified Medical Officer. If such a certificate
is not forthcoming, the employee will be regarded as having been
absent from duty without leave and may be liable to disciplinary
action, which may include summary dismissal, with loss of all benefits.

10.26.3 Where an officer is absent from duty without leave or reasonable or
lawful cause for a period exceeding Forty Eight (48) hours, and is not
traced within a period of seven (7) days from the commencement of
such absence, the officer's salary shall be stopped and action to
dismiss the officer initiated.
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10.26.4 An employee who, without leave or reasonable cause, absents
himself from duty for more than seven (7) days shall be regarded as
having vacated his office and is liable to summary dismissal.

10.27 Newspapers and Publications
10.27.1 An employee mus’r noft, excep’r with the express written permission of

; -' ’rhe mo}’wogemem thereof, nor pubhsh in any manner

oﬁything whlch mqy reasonably be regarded as being of a political

, “or Qdmlnlsfrchve nature, whether under his-own name, under a
apseudonym or ononymously -

7 e ;-mayz however, publish in his own name, matters
-*TeJﬁfmg*?o subjects-of professional or generaliinterests not involving
public matters, politics, the Board or Government affairs.

10.27.3 An employee who wishes to publish an article or deliver a speech,
the substance of which may subsequently:be published, or the
substance of which may reasonably be regarded as being of
political or. administrative nature, shall seek permission to do so from

" the CEQ and a draft of the proposed article or speech submitted for
approval, :

10.28 Pecuniery Embarrassment

10.28.1 Pecuhicry embarrassment from whatever cause will be regarded
as impairing-the efficiency of the employee and may render him
liable to disciplinary action.

10.28.2 Employees who may be in financial difficulty will be given
assistance to extricate themselves from their problems. However,
there is a limit beyond which an employee may be assisted and it
may be necessary to terminate the services of anyone who is
persistently in financial difficulties to the extent that he either
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becomes a risk to the Board or is unable to carry out his duties
effectively.

10.29 Defense of Officers in Criminal and Civil Suits

10.29.1  When criminal or civil proceedings are instituted against an officer as
aresult of an oéT of omission by him in the course of his official duties,

gf “he' may. py to ’fhe CEO for assistance in his defense. If the latter is
ws.o’rrsf d that ’rhe ofcher acted in good faith in the. execution of his

"l, % \of*frcml duties dnd thatit is in the public interest that-the officer should
be defemded fhe CEO shall immediately report the matter to the
{Boasd, who; will idecide whether or not The offrcer should be

10.29 2' Upfgss the prgper procedure is followed, The Aﬂomey General may
decline to provide support to 'the officer. It is further emphasized that
speed is of essence in reporting such cases to the Attorney Generall.

10.30 Civil Proceedings by Officers for Defamation

10.30.1 -Where an officer has been defamed in respect of matters arising out
of his official position, e.g. in the press or at a political meeting, it may
be that the Government Authority is also defamed by implication,
and may, therefore,‘agree to give legal aid to the officer. Where
such a case occurs, the officer may apply for legal aid through the
CEO to the Attorney General. Legal aid will not be granted unless:

a.)The Government has a substantial interest in seeing that the
defamatory statement is repudiated;

b.) There is, in the opinion of the Attorney General, a good prospect
of success in the action; and

c.) The consent of the Attorney General shall be obtained before
proceedings are commenced.
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