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Agriculture-Led Export Businesses 
Supporting Egypt's Processed Foods Export 

3 February 2002 

This brochure contains the flip chart results of the ALES project staff workshop on ETHICS 
that was held on January 20. 2002. 

The purpose of taking that information and making it into a brochure that we can all use and 
consult is to remind everyone that we have agreed to treat each other with mutual respect, to 
be polite, to be honest and trustworthy. 

Thus, while the workshop was convened to cover topics related to what is and what is not 
ethical business behavior, we also discussed and agreed on project professional behavior 
and to work more cooperatively and with more consideration and with more professionalism 
as we go forward for the next three years of the ALEB project. 

In this effort, we recaived superb assistanca and guidance from the HR First team of Mrs. 
Nadia Haridi, the Managing Director of HR First, and from Mrs. Margaret D. Zohni, an 
Employee Assistance Consultant at HR Firsl 

We also discussed and gave employees some guidance for how to handle a glievance that 
anyone may have. 

We made a team contract and plan and agreed to abide by it and everyone had to come 
forward and sign the flip-chart for that team contract. 

This is the first in a senes of steps that we will be taking here at the ,ALES project to bling a 
more respectful, cooperative and professional attitude to our team. Once we receive our 
three-year extension from USAID, we anticipate working closely with the HR First experts to 
convene a selies of wor1<shops duling CY 2002 that will strengthen our team, especially as 
we add new staff duling the first few months of the ALES project extension. 

Thank you for your cooperation and assistance duling this transitional period and in the 
mOnths and years ahead. 

Sincerely, 

Dr. Tom Hertehy 
Acting Chief of Party 

#12_IIIroIIt,"'_,DoIdd,~12311,Emot TeI:(282)J33.144S(6~} Fu:(282}7411-0129 ~:aleb@ololl.o ... 
A USA([) J'1mdetI Projcd. No.. ~ ... Jar' MtMlty Alit ADO 't 1& 
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ETHICS WORKSHOP 

Held 

@ 

ALEB TRAINING 
CENTER 

JANUARY 20th, 2002 





WELCOME 





AGENDA 

·AM 
• Introductions / Expectations 

• "Reflection Pool" 
• What Is "Ethics" - Why? 
• Abt Global Business Practice 

PM 
• "Teamwork" (Video) 

• Defining Our Values 
• Moving Forward Expectations 

• Our "Contract" 
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INTRODUCTIONS 

• Name 

• Position 

• What You Want To Achieve 
Today 

• Something No-one Knows 
About You ..... 

., 
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EXPECTATIONS 

• Increase Team Spirit. 
• Achieve Clear Goals / Direction / 

Agreement On Ethical Business Practices. 
• How To Handle Team When Breach 

Occurs. 

• To Do What It Takes To Make The Team 
Successful. 

• Behavior, Attitude. 
• To Sit In a Better Safe Environment & 

Discuss Pertinent Issues Honestly
Family-like! 

• To Discuss As a Team And Increase 
Cohesiveness. 

• To Get To Know Each Other Better & 
Create a Safe / Respectful Environment. 

• To Work Well Together For The Project. 
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GROUND RULES 

• Designate a Translator. 

• Ask Questions Iflt's Not Clear. 

• No Smoking - Please! 

• Turn Off Mobiles! 

• Keep To "Break Times". 

• Be On Time! 

• Keep a "Moving Forward" 
Mindset 

I 
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HOW DO TEAMS GET 
INTO TROUBLE? 

• Miscommunication. 
• Independent - Self-interest Takes Priority. 

• Gossip. 
• Dictatorism - Power Abuse. 
• Centralization (Disempowerment). 

• Favoritism / Inequity. 
• Unclear Goals / Vision. 

• Selfishness. 

• Fear. 
• Getting "Stuck" / Ignoring / Denial. 

• Holding a Grudge. 

• Lack of Motivation. 
• Dishonesty. 
• Losing Faith / Trust. 

• Lying. 
• No Human Contact (Closed To Others). 

• (Judgment) Respect - Politeness. 

• Defensive / Nervous. 

• Mistrust. 
• Unclear Roles / Responsibilities. 

I 
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LEARNINGS 

• Accountability - Who? 

• (Co-responsibility) is Essential! 

• If You Don't Find Out, You Are Left Out. 

WHAT HAPPENED 

• Factions Formed 
(1 Group Vs. Another) 
(Many Sub-groups) 

• Splitting 
(Someone All Good or All Bad) 

• Fear - Insecurity Is Not Fact 

• Terror Homeostasis 

• Change , 
1 
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ETHICS 

• Science of Conduct 

• Knowing What Is Right & 
Wrong 

• Then Choosing To Do The 
Right Thing. 

(Rules and Standards 

To Manage On a Daily Basis) 
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BUSINESS ETHICS 
1. Right Or Wrong In The Work Place 
2. Knowing How To Choose To Do The Right 

Thing 
3. Conflict Of Interest 
4. Responsibility 
5. Accomplice - By Association 
6. Use Of Company Property 
7. Leakage Of Information 
8. Harassment 
9. Rumors 
10. Evasion Of Rules 
11. Not To Use Position For Personal Gain 
12. Accepting Gifts (Kickback) 
13. Time Abuse 

14. Abuse - Hostile Toxic Environment - Kickback 
15. Indifference - Stealing 
16. Stealing - Taking Credit 
17. Lying - Shifting Blame 
18. Discrimination 
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Abt 
GLOBAL BUSINESS 

PRACTICES 

1. No Discrimination 
2. Productive Work 
3. Dress Code 
4. Standards of Conduct 
5. Grievance (Procedure) 
6. No Sexual Harassment 
7. Toxic I Hostile Work Environment 
8. Company Property - Ownership of Information 
9. Personal Use of Equipment I Vehicles 
10. Personal Phone Calls 
11. Office Hours 
12. Confidential Materials 
13. Corrective Action 

14. Substance Abuse 

15. Internet 

16. Gratuities 
17. Fraud 
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EXERCISE - IN PAIRS 

1. Define 2 Tenns - Given 

2. Give an Example of a 
"Breach" of Practice 

(15 Minutes) 

3. Present to Others 





VALUES 

• Confidence 

• ~utualltespect 

• Trust 

• Transparency 

• Input 

• Teamwork 

• Honesty 

• Cooperation 
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I CAN COMMIT TO THE 

FOLLOWING: 

• Today: 

• This Month: 

• This Year: 
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. GRIEVANCE 

ROCEDURE 

STEPS 
(Progressive / Respectful) 

1. Speak To Person (You Have a 
Grievance With or Who Has a 
Grievance With You) 

2. If This Doesn't Settle the Matter 
3. See Your Supervisor With The 

Person 
4. See Your Chief of Party 
5. Contact: 

Carol Adoum or John Tilney 
1. Contact Nick Piccarillo 

(Compliance Issues) 
(Fraud / Waste / Abuse) 
at: nick j>iccarillo@abtassoc.com 
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TRANSPARENCY 

See: 
I will deal directly with someone 
who has difficulty with me to 
solve the problem / issue openly, 
honestly 
Hear: 
Assignments for work - like 
driver - will be done so that 
everyone works equal time. 
Do: 
Admit what I did or what I did not 
do yet, of work assigned. 
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HONESTY 
See: 
Something lost or missing is 
returned intact - nothing missing 
from it. 
Hear: 
Speak the truth - don't leave 
anything out. 
Do: 
They did what they were 
supposed to do without asking for 
anything in return. 
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CONFIDENCE - TRUST 
See: 

Seeing Managers/COP have confidence in staffby 
delegating work to them. 
Hear: 
what we don't hear is important, we trust others not to 
gossip, tell rumors, lie, etc ... 

Do: 

Ask someone to do something and have Confidence / 
Trust that he/she will do it. 

See: 

Discuss problem with supervisor and trust him/her to 
help me solve it in confidence, not to tell others. 
Hear: 
"Sure, I can do that, I'll be glad to do that, you can 
trust me to do it." 

Do: 

Petty Cash, POI, Training Fees is handled properly and 

put away in the safe. 
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INPUT 

See: 
Sharing Information. 

Hear: 
Getting positive information to 
help make decisions or attain a 
certain goal. 

Do: 
Hold meetings where people can 

Talk / Discuss a certain issue 
(solving a problem), encouraging 

new ideas. 
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MUTUAL RESPECT 

See: 
Seeing people thanking each other 
for helping in doing something. 
Hear: 
Hearing words of praise, 
appreciation & helpful feedback 
(instead of yelling) 
Do: 

. Listen to others without 
interrupting them, respect others' 
pieces of advice. 
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TEAMWORK 

See: 

Everybody helping each other. 

Hear: 

Solving a problem personally and 

then ask for people's help. 

Do: 

Everyone should cooperate to 

perform a certain task. 
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CO-OPERATION 
See: 
Staff members offer to help one 
another in order to get a job done -
meet a deadline. 

Hear: 
Staff members discussing ALEB 
work plan together "I am free, Do you 
need any help?" 

Do: 
Offer help / Ask for help / Step in to do 
work when colleague is out of office / 
every one contributes when there is big 

project. 
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PROFESSIONALISM 
See: 
All staff dressed professionally and behave 
professionally according to the ALEB' s dress 
code and standards of conduct. 
Hear: 
Colleagues speak with each other using 
respectful language (e.g. no profanity, no 
yelling, etc .. ) 
Do: 
Each person carries out hislher 
responsibilities efficiently & effectively 

See: 
Smile when asking someone to do some work 
Hear: 
"Please" "Thank you" "You are Welcome" 
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• Plant A Garden We Have To 
Water And Weed It 

• Plan - Everyone Filter Info -
Trustworthy 

• Objective Control 

• Commitment - Quality 

Abt ------------- ALEB Garden 
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OUR TEAM CONTRACT 

TODAY: 

• Support Each Other Through Mutual 
Respect, Co-operation And Continued 
Professionalism 

'I'IDSMONTH: 

• Demonstrate Trust And Confidence In 
Each Other By Asking For Help when 
Required It And Showing Courteous 
Behavior (Please, Thank You And Smile) 

'lIDS YEAR: 

• Develop a Positive Self Image For ALEB 
Through Increased / Enhanced Teamwork. 

All Parties Signed on this Contract 
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Past 
Not To Live In Past 
Respect 

Haunt 
Building + Rebuilding 
Good Intentions 
Open To Change 
Act + Behave Differently 



(,JI' ;,W, 
'Ji ,;,W, ~ -»<,;1, ~ 

4\.Q' ->;, , -' 

ll~ ->~ c.,;;' ;,Wl ~ r~ 

w, o~~, + W, ~ . - ~. 

, 



PLAN 

• Help Newcomers Understand 

New Garden. 

• Each Person Clear And Does 
What Is Expected 

Roles / Responsibilities 

• Feedback / Tending 

• Engineering Guidelines 

• Shared Responsibility 










