MALAWI ENVIRONMENTAL ENDOWMENT TRUST
GRANTEE CODE OF PROJECT CONDUCT, ADMINISTRATION AND DISCIPLINE 

1. The Policy
The purpose of the Project Conduct, Administration and Discipline is to establish for the Malawi Environmental Endowment Trust (MEET) the essential elements of a just and fair Disciplinary Code of Conduct. The Trust sets out to establish a grievance mechanism and to define the circumstances where sanctions and penalties shall be applied following misconduct by any one Grantee or Groups of Grantees or Service Providers.
A disciplined grantee or groups of grantees or service providers would provide efficient and effective service to achieve set goals and objectives, within the bounds of a set of targets. 
The purpose of the Code of Project Conduct is to enable grantees and other affected people to raise concerns about the performance of a project and to ensure that the Trust executes fairly in investigating and dealing with grievances and allegations of unacceptable conduct and performance in project implementation by a grantee or groups of grantees or service providers. 
The Code of Project Conduct, Administration and Discipline shall form part of the project signing agreements on all approved projects for effective monitoring.
2. Application

The grievance and disciplinary procedures shall apply to all grantees or groups of grantees or service providers, where grantee or groups of grantees or service provider shall exercise the functions of a project coordinator or project manager, for the purposes of this policy.
3. Grievance Mechanism 
The grievance mechanism is designed to ensure that grantee and project participant concerns about the environmental and social impacts of MEET funded projects are expressed, assessed and resolved in a mutually beneficial manner to achieve the projects planned objectives. 
MEET encourages grantees, projects participants and affected groups to make the effort to resolve conflicts together and decide on the best way forward. When a mutually beneficial resolution cannot be reached, a written letter of complaint can then be sent to MEET requesting for further investigation of the issues.  

A representative of the project participants or affected group can submit a letter of complaint to MEET detailing the project in question, the complaint and the harm or conflict being caused, action taken and supporting documents. Anonymous complaints and complaints filed after the end of the approved project period will not be entertained by MEET

MEET’s Operations Director will assess the eligibility of the grievance, and if the grievance is eligible, The Operations Director will form an independent internal committee to investigate the complaint. In consultation with the grantee, project participants and affected groups, the committee will develop a response plan and jointly identify the corrective actions to address the complaint. These remedial actions will be incorporated into the project proposal and implementation plan and will be monitored for the remaining duration of the project to ensure their adequacy. The grantee will document and maintain a record of the recommendations and remedial actions. 
The internal committee will produce an executive summary outlining the investigation outcomes and all grievances under these procedures will be recorded and placed in Trusts records.
4. Project Maladministration and Disciplinary Code
The Trust believes that for the essential provision of project services, there must be a set of rules to act as a guide for what is expected of a grantee or groups of grantees or service providers. These rules are the disciplinary code of the Trust.

The examples of the Code given below are not exhaustive but only illustrative of the various offences and acts of misconduct, which when committed, would render a grantee or groups of grantees or service providers guilty and dealt with under the Code as follows:
· Theft or unauthorized possession of any project property 

· Unauthorized acceptance of gifts in kind or monetary form leading to proven corruption
· Habitual or substantial neglect of project activities

· Proven falsification and adulteration of project reports, accounts or operational procedures or records

· Serious breach of the project operational manual procedures
· Failure to account for project funds or monies or assets of a project or projects in ones custody in the course of duty

· Unauthorised publication or disclosure of any project information or material regarding project activities
· Making use of project funds or monies for personal gain ignoring tender, financial, stores and purchasing regulations and other procedures in the procurement, storage and distribution and use of stocks

· Failure to report or conniving or condoning an irregularity perpetrated by a member of staff which affects interests of the project or projects

· Willfully neglecting or failing to perform project work carefully and properly in capacity as project coordinator or manager
· Willful damage to or loss to property of the project

· Without written permission from the Trust, having personal business outside the project which in the opinion of the Trust results in conflict of interest

5. Project Maladministration Procedures
The Trust reserves the right to depart from the precise requirement of its disciplinary procedures on project maladministration where it is expedient to do so and where the resulting treatment of the grantee is no less fair. 
The Trust will form a committee if there is need to investigate a disciplinary issue on project maladministration.

All cases of project maladministration and resultant disciplinary actions under these procedures will be recorded and placed in Trusts records.
6. Investigations Procedures
The Trust will conduct an investigation into allegations of project maladministration by a grantee.  It may in particular cases even suspend the grantee from conducting the duties of project coordinator or manager, for a specified period, if this would facilitate proper investigations in the matter. During the period of suspension the coordinator would not be allowed access to the project premises or sites, except at the prior request or with prior consent of the Trust and subject to any conditions the Trust may impose.
7. Appeals
In all project disciplinary and maladministration cases, the grantee may appeal the committee’s decision to the MEET Coordinator within 10 days, and his or her decision shall be appealable to MEET Board of Governors, whose decision shall be final subject to judicial review of High Court or other relevant tribunal.
8. Types of Disciplinary Actions
The following are the types of disciplinary actions that may be taken against a grantee, groups of grantees or service providers in breach of the project maladministration and disciplinary code:
· Verbal warning

· Written warning

· Suspension

· Surcharge or fine

· Termination of contract

· Police Custodial sentence
8.1. Verbal warning

This form of disciplinary action would be used for a misconduct, which can easily be remedied. It would take the form of counseling first and then unrecorded warning.

8.2. Written warning
A written warning would be issued for repeated acts (at least once) of project maladministration and for all serious forms of misconduct and incapability.

There would be two written warnings, the second of which shall be final, followed by an appropriate disciplinary action.

A warning letter shall contain the following information:

· Facts surrounding the misconduct
· The disciplinary code of the rules that have been violated
· Reference for the frequency of warning, either the first or second and that re-occurrence will attract appropriate disciplinary action.

· The warning letters would have to be signed by the Project Coordinator affected, copies of which would be retained by both the Client and Project Coordinator.
8.3. Suspension from active project coordination
MEET shall have the authority to suspend a Project Coordinator from active participation in the project, pending the results of an investigation, and during the period of suspension the Coordinator shall be relieved of his duties.
Suspension shall not be more than 30 calendar days, unless investigations cannot be concluded within a set limit. If not concluded within 30 days, the MEET Coordinator may at his/her discretion continue the suspension within a further seven calendar days, after the expiry of the 30 days.

The affected project coordinator shall receive a written advice from the MEET Coordinator regarding the suspension.
A suspension would be melted against the affected person under the following circumstances:

· Where the misconduct committed is of sufficient seriousness to warrant summary stoppage of project activities
· Where the Project Coordinator has absented himself/herself or relocated elsewhere from the project for more than six months without prior written knowledge of the MEET Coordinator. 

· Where it appears prejudicial to MEET to allow the Project Coordinator to continue operating on the project pending immediate inquiry or investigation.
However, whereupon an investigation on misconduct subsequently results into guilty verdict, the Project Coordinator will be subjected to the appropriate disciplinary action.
If a verdict is otherwise, the Project Coordinator would be reinstated.
8.4. Surcharge on wronged services
A surcharge shall be used as a disciplinary action whereupon it is found that the Project Coordinator’s conduct or negligence or willful act or omission led to MEET losing money or to damage of its property or assets through a project.

The amount of surcharge shall not exceed the value of the money lost or property or assets damaged, and a specified recovery period of up to 90 calendar days shall be used.
8.5.  Termination of Project coordination
Control, coordination and management of a project shall be withdrawn from an affected person, should a suspension and subsequent investigations reveal beyond reasonable doubt that the Project Coordinator is in the wrong. However, in the event of the Coordinator’s conduct or negligence or willful act or omission has led to MEET losing money or to damage of its property or assets, an appropriate surcharge for recovery will preceed termination of project control, coordination and management. 
The MEET Coordinator may upon his/her discretion sanction premature closure of project, following a withdrawal of control, coordination and management responsibilities of a project coordinator. 
However, the MEET Coordinator may upon reassessment of project development, facilitate reappointment of an Interim and/or a New Project Coordinator to control, coordinate and manage the project. 

8.6. Police custodial sentence 
MEET may draw reparation from Police should an appropriate surcharge for recovery of money on its lost property or assets has not been made good by an affected person within a specified recovery period of up to 90 calendar days. 
The MEET Coordinator, through the office of the Director of Finance and Administration, will initiate Police reporting, as the case may be, within 7 calendar days from the expiry of the specified recovery period. 
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