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ARCORES INTERNATIONAL INTEGRITY POLICY 
 
 

1. OBJECTIVE 

To establish mechanisms for prevention, compliance with standards, supervision of procedures 
and accountability, in order to avoid corruption at all levels of the ARCORES International 
organization and to exclude offenses against our codes of conduct. 

 

2. SCOPE 

It applies to the members of the Board of Directors, employees, volunteers, donors, 
beneficiaries and suppliers of ARCORES International. 

 

3. INTEGRITY POLICY PROCEDURES 

ARCORES International is following these procedures: 

- Social and labor policy. 

- Code of conduct for the protection of minors and vulnerable people. 

- Policy for approval of expenditures and selection of suppliers. 

- Adoption of CONCORD's Code of Conduct for images and messages. 

- Conflict of Interest Policy. 

- Whistleblower Channel Policy. 

 

3.1. Social and Labor Policy 

It establishes the social and labor conditions governing ARCORES International, the 
principles and criteria that guide the need for personnel, recruitment and the 
relationship with the contracted personnel, so that it can be known by any person or 
entity that has an interest in this regard. This policy is complementary to and consistent 
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with other ARCORES International policies in 
which reference is made to the organization's employees. Particularly the following: 
Occupational Risk  

 

Prevention Plan, Gender Policy, Conflict of Interest Policy and Code of Conduct for the 
Protection of Minors and Vulnerable Persons. 

The principles and criteria of ARCORES International for its employees and volunteers 
are: 

- Dignified and respectful treatment of people. 

- Guarantee of safety and health at work. 

- Respect for working conditions and social protection. 

- Guarantee of freedom of association. 

- Promotion of personal and family life. 

- Participation in other activities and associations. 

The Social and Labor Policy defines the professional profiles and job positions, the 
remuneration of the personnel hired and the hiring process. 

 

3.2. Code of conduct for the protection of minors and vulnerable people 

This code of conduct arises from the commitment of ARCORES International and the 
Augustinian Recollect Family for the good treatment of minors and vulnerable people, 
in all their actions and presences. They emanate from the Framework Plan for the 
Protection of Minors (1) of the Order of Augustinian Recollects. 

The purpose of this code of conduct is to help ARCORES International volunteers to 
proceed in the correct way when working with minors, in order to protect them from 
possible mistreatment (2), violence or abuse, including sexual abuse. This code is only 
about prevention to reduce risk situations in volunteering. It is in no way the aim of this 
code to reduce the spirit of service and closeness that prevails in our volunteer work. 

With these rules, we wish to generate respectful and safe volunteering environments 
for children and volunteers, excluding any possible risk of mistreatment in some 
situations that commonly occur in the activities carried out, which are mentioned below. 
It should be remembered that volunteers play an institutional role, not a merely private 
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one, and that the people they deal with trust 
their good intentions, and tend to obey their authority. Volunteers therefore assume a 
great deal of personal and institutional responsibility. Each volunteer must know that 
he or she has been warned, and must ensure that these standards are met in all 
situations in which he or she works: 

 

- To act in a manner consistent with the values of ARCORES International and the 
Augustinian Recollect Family, values that volunteers learn in their training. 

- To treat all persons respectfully, without invading their physical or psychological 
privacy, and to maintain confidentiality regarding the intimate life of both adults and 
minors, preserving in all cases the best interests of the minor. 

- For the good development of the formative and maturation processes, affection is 
necessary. However, in these situations, inappropriate physical contact must be 
avoided. It is strictly forbidden to have sexual relations with minors, with or without 
their consent. 

- Be aware of and assess situations that may involve risks, and avoid them. Communicate 
to those in charge of the group any interventions that involve risk and/or are likely to be 
misinterpreted. 

- Avoid being alone with a minor; rather, act in full view of other adults. 

- Do not show individual favoritism to minors, either with gifts or words. 

- Be careful with verbal and non-verbal language. Do not utter vulgar sayings or foul 
language. Even in a joking atmosphere, avoid comments, gestures and games that may 
hurt sensitivity. In relation to physical appearance, to exclude allusions that imply irony, 
humiliation, discrimination or invasion of privacy. 

- No form of mistreatment is permitted. 

- Graphic documents (photos, videos) must be obtained with the written permission of 
the child's parents/guardians. The purpose or activity for which they are to be used must 
be specified in the request for permission. Otherwise, ARCORES International cannot be 
held responsible for the consequences. 

- These rules shall also apply to the adults responsible for the ARCORES International 
volunteer team with respect to the volunteers themselves, especially if they are 
underage volunteers. 

---------------------- 
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(1) "Minors" in this document refers to children, adolescents 
and people in vulnerable situations. 

(2)  "Mistreatment" in this text refers to any type of negligence, behavior or conduct that is violent, or a physical or 
psychological abuse, including sexual abuse. 

 

 

3.3. Policy for approval of expenditures and selection of suppliers. 

The purpose of this section is to ensure the procurement of products or services that 
ARCORES International may need, either for its own operation or for the development 
of activities leading to the fulfillment of its mission, under conditions of transparency, 
objectivity and suitability. To this end, it describes how to implement the standards and 
rules for the procurement of goods and services, and establishes both the levels of 
approval and the criteria for a sustainable purchasing plan based on transparency, social 
and ecological responsibility, proper management of ARCORES International's resources 
and adequate control of the same. 

General principles 

Some of the general criteria for the approval of expenditures and for the selection of 
suppliers: 

1. To adjust the contracting of goods and services to the principles of necessity, 
suitability and austerity in the realization of the expenditure. 
2. To optimize the relationship with suppliers, from the ethical, economic and 
service quality points of view. 
3. To establish a purchasing procedure that takes into account responsible 
consumption and, as far as possible, fair trade, and that with our behavior transmits the 
values of justice and solidarity proper to ARCORES International. 
4. To ensure that the selection and contracting of suppliers are in accordance with 
the internal regulations existing at all times and, in particular, with the values of 
ARCORES International and the codes of conduct subscribed to. 
5. To contract suppliers that comply with the laws in force at all times, respect 
human rights, labor rights and the environment. 
6. To promote dialogue as a mechanism for continuous improvement that favors 
the establishment of stable relationships. 

Criteria for the selection of suppliers 

Suppliers of any product or service that ARCORES International may require will be 
selected through the competitive bidding procedure. A minimum of two bids will be 
solicited for the provision of products or services of a value equal to or greater than 500 
€, and of three offers when it is greater than 5.000 €. For lower values, the same 



                                Moving hearts,  
transforming lives 

Julián Besteiro, 33 bajo 7-13. Madrid. España. Tel. +34 915 333 959 - info@arcores.org 

 

procedure will be followed whenever possible 
and, in any case, whenever a company that has already obtained contracts in the current 
year or in the immediately preceding year participates. The award of the bid will be 
made taking into account the general principles mentioned above. 

Particular emphasis will be placed on: 

- the technical quality and services offered; 

 

- the price; 

- that the company is a social economy company and belongs to a social and solidarity 
economy collective or group; 

- that the company has a social commitment. 

Vendor award procedure and approval of expenditures 

Bid awards will be reviewed by the ARCORES International Administration department, 
and approved by the Treasurer and at least two members of the Management Team. 
Members of ARCORES International who may be affected by the provisions of the 
Conflict of Interest Document shall not be involved in the award process. In general, only 
expenses previously approved in the Association's budget, formulated by the Board of 
Directors and approved by the General Assembly, may be incurred. 

- When the management of a budgeted expenditure is less than 250 €, the Treasurer of 
the Association may authorize the execution of the expenditure. 

- When the management of a budgeted expenditure is more than 250 € and less than 
50.000 €, the Treasurer of the Association and the Management Team may authorize 
the expenditure, after having assessed the relevant offers, as indicated above. 

- When the amount of a budgeted expense is greater than 50,000 €, the authorization 
of the expense, after the study of the bids, shall correspond to the Board of Directors. 

Non-budgeted expenses, which are less than €2,000, may be undertaken with the 
express authorization of the Treasurer and the Management Team; those greater than 
€2,000 shall only be undertaken with the express approval of the Board of Directors. 

This rule does not include the remittances of cooperation funds approved by public or 
private organizations through grants by call for proposals. These shipments will be 
subject to the regulations or agreements specific to the call for proposals. 
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Likewise, the above rule does not apply to the 
remittance of funds to projects previously approved by the Board of Directors or the 
General Assembly. 

 

 

3.4. Adoption of CONCORD's Code of Conduct for Images and Messages 

Guiding Principles 

The variety of images and messages shall be made on the basis of the fundamental 
principles: 

- Respect for the dignity of the persons concerned. 

- Belief in the equality of persons. 

- Acceptance of the need to promote equity, solidarity and justice. Accordingly, in all our 
communications and whenever it is feasible and reasonable within the need to reflect 
reality, we will try to: 

- Choose images and relate messages based on the values of respect for equality, 
solidarity and justice. 

- Faithfully represent any image or situation, both in its immediate environment and in 
its wider context, as well as to improve the recipients' knowledge of the reality and 
complexity of the development process. 

- Avoid images or messages that are potentially stereotypical, sensationalist, or that 
discriminate against people, situations or places. 

- Use images, messages and case studies with full knowledge, participation and 
permission (or subject to parents/guardians) of the subjects. 

- Assure those whose situation is being represented that they have the opportunity to 
communicate their stories by themselves. 

- Establish and check whether the subjects want to be named or identified, and act 
accordingly at all times. 

- Adhere to the highest standards, in terms of human rights and the protection of 
vulnerable people. 
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- Due to the fact that children are often the 
most portrayed subjects, conform to the highest standards regarding children's rights, 
in accordance with the Convention on the Rights of the Child (CRC). 

 

 

3.5. Conflict of Interest Document 

This policy is applicable to ARCORES International and it is mandatory for all its 
employees, as well as for the members of the Board of Directors. 

The purpose of this Conflict of Interest Document is to avoid personal and/or 
institutional interests of the members of the governing body, employees and volunteers 
from interfering with the normal performance of their work in the Association, and to 
ensure that there is no personal, professional or political benefit to the detriment of the 
entity or its beneficiaries. 

A conflict of interest, therefore, is defined as an event that could affect or could appear 
to affect the judgment or conduct of one or more members of the governing body, 
contracted personnel and volunteers, to the detriment of the Conflict of Interest 
Document.  

This policy is applicable to ARCORES International and is mandatory for all its employees, 
as well as for the members of the Board of Directors. 

The purpose of this Conflict of Interest Document is to prevent the personal and/or 
institutional interests of the members of the governing body and of employees and 
volunteers from interfering with the normal performance of their work in the 
Association, and to ensure that there is no personal, professional or political benefit to 
the detriment of the entity or its beneficiaries. 

A conflict of interest, therefore, is defined as an event that could affect or could appear 
to affect the judgment or conduct of any member or members of the governing body, 
contracted staff and volunteers, to the detriment of the interests of the entity or its 
beneficiaries. This policy does not intend to prohibit the existence of relationships 
between the entity and third parties related to the governing body, employees or other 
individuals or groups related to the organization, whose interests may coincide in the 
performance of any joint activity. This policy, however, in the event of the possibility of 
any of the aforementioned situations occurring, does entail the obligation to inform the 
Board of Directors or any of its members; and that, if it is concluded that such a conflict 
of interest exists, the appropriate measures are taken in each case to ensure the 
interests of ARCORES International or its beneficiaries. 
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A conflict of interest is a situation where the 
views of a subject, as they relate to a primary interest, and the integrity of his or her 
actions may be unduly influenced by a secondary interest, which is often economic, 
political or personal. An institutional conflict of interest arises when, as a result of other 
activities or relationships, an organization is unable to provide impartial services 
because the organization's objectivity in performing its mandated work is or may be 
impaired, or the organization has an unfair competitive advantage. A personal conflict 
of interest is a situation in which a person's private interests - such as outside 
professional relationships,  

 

personal conduct or personal financial assets - interfere or may be perceived to interfere 
with the performance of his or her official duties or are likely to cause harm to ARCORES 
International or its beneficiaries. At ARCORES International, the interests of the 
following persons are considered personal interests for the purpose of assessing the 
existence of a conflict of interest: 

a) In the case of a natural person, the spouse, other persons with whom he/she has 
special ties of affection; his/her relatives in the straight line without limitation and in the 
collateral line up to the fourth degree of consanguinity or second degree of affinity; and 
that of the legal persons in which management functions are exercised or with which a 
decision-making unit is formed, directly or through an interposed person, in accordance 
with commercial legislation. 

b) In the case of a legal entity, that of its administrators or attorneys-in-fact, that of the 
controlling partners and that of the entities that form a decision-making unit with the 
same, in accordance with commercial legislation. 

 

3.6. Complaints Channel Policy 

The objective of this policy is to establish a system for the management of complaints 
that allows the identification of irregular conduct in ARCORES International. In addition, 
it will facilitate the identification of areas for improvement in internal management. To 
this end, a channel will be set up, which can be used by stakeholders: employees and 
volunteers, donors, beneficiaries, suppliers, etc., to send complaints. It is considered 
that a complaint involves expressing the illegal, irregular or inconvenient state, with a 
significant degree of seriousness, of any action carried out by ARCORES International. 
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4. POLICIES 

 

4.1. Inappropriate influence 

Influence peddling is prohibited, so it shall not inappropriately influence public or 
private entities, suppliers or any third party, offering them something of value to obtain 
an advantage for the benefit of the organization. 

 

4.2. Bribery, extortion and facilitation payments 

- It is prohibited to promise, offer or deliver anything of value to public or private 
entities, suppliers or any third party, either directly or indirectly, in exchange for 
performing or refraining from performing activities related to their functions. 

- Payments outside the regulations are prohibited. 

 

4.3.Unlawful participation in administrative proceedings and collusion 

The principles of integrity presented in this policy shall be observed, always complying 
with the corresponding internal procedures. ARCORES International shall refrain from 
collusion with third parties, whether in the public or private sector. 

 

4.4.Adequate documentation as a means of prevention 

Ensure that books, records and accounts clearly and adequately reflect and document 
the economic activity carried out in ARCORES International, in accordance with internal 
policies, laws and relevant rules. 

 

4.5.Proper handling or safekeeping of information 

- It is the responsibility of ARCORES International to register, integrate, safeguard and 
take care of the documentation and information under its responsibility; likewise, to 
prevent or avoid its improper use, disclosure, subtraction, destruction, concealment or 
disuse, and that such actions are carried out against the provisions of internal 
regulations. 
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- It is strictly forbidden to obstruct the powers 
of investigation by providing false information, delaying the delivery, manipulating, 
altering or deleting any type of file, whether digital or physical, which is the subject of 
any investigation or requirement by the authorities. 

- The use of false information to obtain a sale, authorization, benefit or to harm another 
person is prohibited. 

 

4.6.Concealing the true purpose of certain transactions 

Practices that create the appearance of compliance, but are intended to conceal an 
agreement or transaction that results in non-compliance with laws should be avoided. 

 

4.7.Misuse of public resources 

If public resources are available, they must be used in accordance with the established 
objective, and with transparency in the rendering of accounts to verify the destination 
of such resources. 
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