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A MESSAGE
FROM THE
EXECUTIVE
DIRECTOR
KWEK LI YONG
RESIDENT VOLUNTER AT
MY HOLLAND VILLAGE TOUR

What makes My Community a credible and
endearing institution can be attributed to
the tireless devotion of our volunteers,
employees and associates to uphold the
highest ethical standards in our dealings
with the residents, sponsors and community
stakeholders.
At My Community, we are inspired and
strengthened by our guiding principles,
PICAS (passion, inclusivity, collaboration,
accessibility and sustainability). These
shared values enable us to do extraordinary
things and always do what is right.

CHRISTMAS GATHERING, 2018

However, there are instances when the right
thing to do is indiscernible. Hence, this Code
of Conduct can assist and guide us to
preserve our collective values. While it is
impossible for the Code to address every
question, it serves as a useful guidance
when the answers are not obvious.
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GENERAL INTRODUCTION
1.1 Definitions and Expectations
Why do we have a code of conduct?
This Code shall apply to all Staff and Volunteers of the Organisation. The Committee
Members, Staff and Volunteers are expected to meet the Code’s standards of legal and ethical
conduct. All must conduct themselves at all times with honesty and propriety.
What is expected of all Staff and Volunteers:
·
·
·
·

Read and make sure you understand and follow this Code
Apply the highest ethical standards when making decisions at and for work
Seek advice when unsure about how to respond to a situation or dilemma
Raise concerns about potential breaches of this Code

What happens when there is a violation of the Code?
A violation occurs when Staff or Volunteers fail to follow the Code or applicable laws, ignores
someone else’s failure or pressures someone else to violate the Code. This can severely harm
the Organisation’s reputation and sense of Integrity. We take all potential Code violations
seriously. Violation/s of the Code may lead to disciplinary action that matches the nature and
severity of said violation, up to and including suspension (without pay), loss of financial
incentives, exclusion from events and activities and termination of employment.
(We acknowledge that the Code will not and cannot possibly cover every situation. Content of
the Code may also change depending on circumstance. The Organisation may modify the
Code, as and when necessary.)
What to do as Staff and Volunteers of the Organisation:
Read and Understand the Code: Read the Code carefully and in its entirety. Ask around
your fellow volunteers, colleagues or/and supervisor/s if you have any questions.
Follow the Code and Law: Think before acting. Use good and reasonable judgment. Be
honest and ethical in every action undertaken.
If you know of a potential breach, report the concern as soon as possible. Do not ignore a
violation.
Ask for help when you are unclear: It is better to ask for help than to act rashly and
potentially increasing your risk of violating the Code.
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GENERAL INTRODUCTION
1.2 Objectives of the Organisation
All Staff and Volunteers are expected to uphold the objectives of the Organisation which are
as follows:

Vision
Preserving the common man story for our collective memory
My Community celebrates the valuable, commonplace yet often overlooked little things in the
neighbourhoods and aims to connect people to the social networks within the community by
encouraging personal narratives and the fostering and formation of collective memories.

Mission
(a) Research and document social memories
We conduct community-based participatory research and establish community archives to
preserve the social memories of our communities.

(b) Celebrate our shared culture and heritage
We set up community museums, co-create exhibitions and organise participatory programmes,
festivals and guided tours to celebrate our shared culture and heritage.

(c) Champion greater community involvement in cultural
management and urban governance
We champion greater community involvement in cultural management and urban governance
through community architecture, participatory design and heritage assessments.
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GENERAL INTRODUCTION
1.3 Accountability to Stakeholders
The Organisation is accountable to its stakeholders in terms of how it conducts its activities.
The Organisation’s role in meeting the needs of its stakeholders is as follows:

(a) Community Partners
To offer a variety of programmes and services to meet their needs.

(b) Volunteers
To create opportunities for volunteers to contribute in meaningful ways and in doing so, grow with
the Organisation.

(c) Donors
To develop and maintain rewarding and fulfilling long-term relationships with donors and to
remain accountable for donor’s money.

(d) Staff
To recognise that human capital is one of the key assets and to ensure that Staff have a safe and
conducive working environment with competitive employment terms and conditions of service.

(e) Community
To be a responsible member of the social service sector responding to community needs and
developing mutual respect, and goodwill with other voluntary welfare organisations and
government agencies.

(f) Contractors/Suppliers
To develop and maintain a sustainable and friendly long-term relationship with our contractors
and suppliers.
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GENERAL INTRODUCTION
1.3 Accountability to Stakeholders

What can you do to uphold the code?

BE TRANSPARENT

My Community is committed to being honest
and transparent in the ways we communicate
with groups as stated above. This includes, and
is not restricted to, updating Donors and
Sponsors as to how their donations are being
spent, letting all Volunteers and Staff know
major changes that are happening to the space
or making sure there is space for constructive
feedback and open communication between
Staff, Volunteers and Community Partners.

BE COMMUNITY
CENTRED

Events and activities organised by My
Community has always been by and for the
community. An extremely dedicated team of
Volunteers and Staff will do their utmost best
to ensure that activities planned by the team
will continue to be safe, inclusive and
meaningful for participants and the community.
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RECORDS AND SENSITIVE
INFORMATION
2.1 Protecting Confidentiality and Integrity
My Community handles a lot of personal and private data due to the nature of our operations.
As such, the Organisation faces many risks to its information, operations and reputation, both
externally and internally, including cyber criminals, hackers, fraud, data theft, accidental or
deliberate damage and loss of intellectual property. All employees are responsible for
ensuring that the information and data collected and used by My Community is confidential,
secure and protected. Keeping personal information safe is fundamental to our people, our
Organisation and our reputation. We recognise this importance and responsibility and follow
the local laws requiring us to protect personal information (PI). This includes information that
can identify an individual or which relates to an identifiable individual.
Section 24 of the Personal Data Protection Act (PDPA) states:

“An organisation shall protect personal data in its
possession or under its control by making reasonable
security arrangements to prevent unauthorised access,
collection, use, disclosure, copying, modification,
disposal or similar risks.”

In the case of My Community, this includes, but not restricted to, volunteer lists and details,
employee lists and details, financial information or any information which My Community is
obliged not to disclose.

PI includes information about anyone such as:
Email Addresses
(including business ones)

Telephone Numbers

Home Addresses

IP Addresses

Credit Card Info

Financial Info
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RECORDS AND SENSITIVE
INFORMATION
2.1 Protecting Confidentiality and Integrity
What can you do to uphold the code?

PI can be sensitive information and require an extra level of protection and higher duty of
care based on applicable law. Many Staff and Volunteers work with PI (including sensitive
personal information) as a part of their jobs and volunteering experience. If you are one of
them, guard this information well by following the Organisation’s policies regarding the
access, transfer and use of this information.

CARE:
COLLECTION:

QUANTITY:
SHARING:

PROTECTION:

If you have to use, collect or handle PI, handle it with care.
Only collect PI for legitimate organisational reasons and only use it for
the purposes of collection. Using PI for any personal use is not allowed,
and will be considered a violation of the Code.
Limit the amount of PI being accessed to what you need for your job scope.
Share it only with authorised people who also need the information for
completing their work. Never share PI with any person or Organisation
outside My Community, or anyone else in the Organisation who do not
need access to such information.
Protect PI from being deliberately or accidentally exposed. If you realise
your co-worker had been leaving their desktop open or left papers on the
table (where PI is visible to anyone who walks past), remind them to keep
it somewhere safe, or close their laptop screen if they are not around.

My Community is committed to protecting the PI of our Staff, Volunteers and third parties. We
comply with our legal obligations under the Singapore legal framework to protect PI from
unauthorised disclosure, ensuring the integrity and security of PI.
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RECORDS AND SENSITIVE
INFORMATION
2.2 Intellectual Property
My Community’s intellectual property (IP) and any confidential or sensitive information
(confidential information) are valuable assets which we must record and protect. Every Staff
and Volunteer must ensure that we protect our IP and prevent any unauthorised use or
disclosure of IP or confidential information (including where owned by third parties and in
our possession or control).
(a) All intellectual and industrial property rights arising out of or in connection with your
employment with My Community will be assigned and vested with My Community.
(b) All materials, tangible or intangible arising out of or in connection with your employment with
My Community will be the sole and exclusive property of My Community.
(c) You are hereby obliged to execute all documents and do all acts which may be necessary or
requested by My Community to ensure that all property rights are vested exclusively with My
Community.

2.3 Use of Office Equipment
Equipment, systems, services, networks and software and other assets provided by My
Community or used in business activities belonging to My Community and, as a general rule,
are for business use only. This includes office equipment like the Printer and the shared work
phone. Other office resources:

Books
in the discussion
room library
Books in the library (in the discussion
room) are available for borrowing.
However, it is a necessity to sign in and out
when borrowing from the shelf. Books
should be returned in its original condition.

on the shelves in
the office room
Books in the office are only available for
referencing and browsing within the office
grounds.
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FINANCIALS AND GOVERNANCE
3.1 Financial Policy
My Community's main sources of income are donations, government grants and programmes
receipts. In order to guarantee the tenability of the organisation, My Community's financial
policies are guided by three fundamental principles:

Sustainability
Regulations and policies are put in place to ensure
that our activities are financially sustainable.

Transparency
My Community publishes our audited
financial statements on our websites. A copy
of our audited financial statements can be
obtained from our registered office.

Scalability
In order to reduce costs, the Organisation
practises bulk purchase for expendables,
including removal batteries and earpieces, as
well as uniform designs for our advertising
collateral.

3.2 Conflict of Interests
Staff are all expected to act in the best interest of our Organisation. This means Staff must
never allow our personal interests to influence their actions on behalf of the Organisation.
Every decision Staff make while on the job must be objective and with our Organisation’s
interests, mission and guiding principles in mind.
At work, personal life and choices might sometimes bleed into your professional life, and
separating both of them may be very difficult. This can include, and not restricted to,
speaking at an event outside of work, writing a public article with contents that are in direct
conflict with the Organisation’s ethics or receiving gifts and bribes from business and
community partners.
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FINANCIALS AND GOVERNANCE
3.2 Conflict of Interests
What can you do to uphold the code?

BE TRANSPARENT
All board members and ordinary members are required to declare any conflicts of interest and
abstain from any decision making if they are directly or indirectly linked to the vendor. My
Community's position on conflicts of interest is enshrined in clause 8.4A of our constitution
which states:
"Whenever a member of the Executive Board in any way, directly or indirectly, has an interest in a
transaction or project or other matter to be discussed at a meeting, the member shall disclose the
nature of his interest before the discussion on the matter begins. The member concerned should
not participate in the discussion or vote on the matter, and should also offer to withdraw from the
meeting and the Executive Board shall decide if this should be accepted."

RECOGNITION
Even appearance of a conflict can be considered a violation to the Code. Seek advice from
upper management if you are uncertain about whether or not your decision is in line with the
Organisation’s position.
Before taking up a designation or responsibility outside of work, ask yourself these few
questions:
Do I feel like I have the need to hide this from my co-workers and management?
Could my personal interests or relationships influence the decisions I make?
Could it seem that way to other people?
Is this decision in direct opposition to the Organisation’s mission and vision?
If you answer ‘Yes’ to one or more questions, it probably is a conflict and you should consult
the President/s or Vice-President/s of the Organisation.
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FINANCIALS AND GOVERNANCE
3.3 Business Practices
My Community holds their Staff and Volunteers to high standards of ethical business
practices. The Organisation holds a strictly anti-bribery and anti-fraud policy.

Anti-Bribery
and Corruption
Staff and Volunteers will not under any
circumstance accept or pay bribes (including
facilitation payments). We adopt a zerotolerance policy towards bribery and
corruption. You must not offer, promise, give,
request or accept money or anything of value
to or take these things from any person. This
includes government officials, political parties,
commercial-sector parties or community
partners to improperly obtain or retain
business, secure an improper advantage, or
otherwise influence them to act improperly.

Anti-Fraud

Fraud is a financial and reputational threat to
the Organisation and every Staff and Volunteer
is held accountable to assist in the prevention
and detection of fraud. All cases of actual and
suspected fraud will be investigated thoroughly
and promptly, and disciplinary actions and legal
proceedings will be taken where appropriate.

What can you do to uphold the code?

CARE:

Think twice before receiving gifts of any kind from someone, including
monetary, physical or otherwise. Think about the intentions of the other party.
If you do not feel comfortable about receiving it, reject the gift immediately.

REJECTION:

Do not offer or provide bribes or other improper payments to win
business or to influence a business decision, whether directly or through
another party, even if it means losing business.

REPORTING:

If you suspect any form or potential of fraud, bribery or corruption,
immediately report it to the upper managementof the Organisation.
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PEOPLE AND ENVIRONMENT
4.1 Workplace and the People
My Community operates on five core Guiding Principles that drive the people:

PASSION:
At My Community, we strongly believe that enthusiasm and excitement about learning and
engaging the community is cornerstone to the work we carry out. We expect Staff and
Volunteers to be committed to the community they serve and work they do.

INCLUSIVITY:
We work with all Volunteers regardless of race, age, culture, gender identity and religious
affiliation. The Organisation strives to be a safe and inclusive space for all Staff and
Volunteers. We will not tolerate any form of bullying and harassment within the Organisation.

COLLABORATION/
COMMUNITY-CENTRISM
My Community adopts a collaborative and community-centred approach to the work we do.
Staff and Volunteers are expected to be able to work in teams and be team-players.

ACCESSIBILITY:
As part of our community-centred approach in running the Organisation, we are committed to
making sure that community heritage is accessible to all to the best of our ability. This would
mean ensuring that museum, activities and events are mostly open to the public and that
many of these activities and events be free-of-charge.

SUSTAINABILITY:
We make our programmes sustainable by focusing on people and long-term planning. This
would mean forming good relations with the community, volunteers, donors and our
community partners.
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PEOPLE AND ENVIRONMENT
4.2 Anti-Harassment and Anti-Bullying
My Community will not stand for bullying and any form of harassment of its Staff and
Volunteers. This includes all forms of bullying and harassment, including sexual, verbal,
physical, emotional and psychological. We will not tolerate any form of discrimination and
prejudice, such as racism, sexism and classism.
This is in line with Article 12(2) of the Singapore Constitution, which states that:

“…there shall be no discrimination against citizens of Singapore
on the ground only of religion, race, descent or place of birth…”

What can you do to uphold the code?

RESPECT

CONFRONT

THINK

Do not harass or bully others. Treat every person with courtesy,
kindness and dignity, whether it is inside or outside the
Organisation. Treat others how you want to be treated.
If you do witness a bullying or harassment incident, if possible,
step in to confront the perpetrator. Bring up such incidents to the
Community Organiser, Vice President or President.
Before speaking or acting, think carefully about the consequences
of your actions. Ask yourself these few questions:
Would I feel sad or hurt if someone were to speak or act as
how I am about to?
Will what I say or do hurt or potentially hurt someone in the
process?
Do my words or action specifically target a specific group of
people unnecessarily?
If you answer ‘Yes’ to one or more questions, it probably is
unnecessary to say, and may be words or actions that will
potentially hurt someone or a community. Don't do/say it.
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PEOPLE AND ENVIRONMENT
4.3 Safety and the Environment
My Community runs many outdoor and indoor activities that require Staff and Volunteers to
provide the most care in ensuring the health and safety of the activity participants (including the
Staff and Volunteers themselves). This is extremely important to us.
At My Community, we also strive to be kind to not just ourselves but also the environment, as
well as the spaces we create, sustain or inhabit. As a heritage Organisation, preservation and
conservation are extremely important to us, and we want to uphold the sanctity of these spaces.

What can you do to uphold the code?

SAFETY

Follow SOPs: We expect all activity organisers to strictly follow the
Standard Operating Procedures (SOPs). The SOPs are specially put in
place to ensure that precautionary measures are undertaken before,
during and after group activities.
Risk Assessments: Before an activity proceeds or a decision is undertaken
by Staff and Volunteers, it is necessary to assess potential risks and
safety hazards the activity might incur. This will allow time to generate
any precautionary measures that could and should be undertaken.
Be vigilant: As organisers, you should always be aware of the participants
and their surroundings. This will allow you to more readily and easily
recognise potential sudden health and safety hazards that were not
picked up during the risk assessment.

Conserving resources: Conserve energy by switching off all
lights, plugs and fans in the museum and office when not in use.

ENVIRONMENT

Conserving spaces: Always keep spaces clean, and clear up after
any mess being made. Extra care and caution should be taken to
ensure that spaces are not destroyed or ruined. Always be
respectful to these spaces we share and inhabit.
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REPORTING PROCESS AND
WHISTLE-BLOWING POLICY
Our Organisation has in place, a whistle-blowing policy to address concerns about possible
wrongdoing or improprieties in financial or other matters within the Organisation. My
Community will not tolerate retaliation and backlash against anyone who raises a concern or
question with integrity and good faith.

What to do if you have concerns...
1st point of
contact

2nd point
of contact

3rd point
of contact

I/C of group

Community
Organiser

Upper
Management

VOLUNTEERS

STAFF

COMMUNITY
PARTNERS

Upper
Management

Community
Organiser

Staff to bring up issue directly
to the upper management

Upper
Management

As a general rule of thumb, always try to report to your first point of contact to raise any
issues or incidents. If the issue is not easy to solve, or for valid reasons you cannot bring it up
to your first few points of contact, bring it up directly to upper management ( President/s or
Vice President/s).
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EXTERNAL WELLNESS SERVICE

While we try our best at ensuring that the Organisation is as inclusive, safe
and ethical as possible, we understand that some might want someone else
to speak to in troubled times. As such, a pastor from a nearby church
(Church of the Good Shepherd) has kindly extended his counselling services
to us. Feel free to engage him if you need any help beyond what the
Organisation can offer. Here are his contact details:

Pastor Moses Ng
Church of the Good Shepherd

mosesng@cogsanglican.org

