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H 
is Excellency the President, Dr. Ernest Bai 
Koroma, who is also Minister for the Public 
Service, on Monday 19th August 2013, gave his 

kind consent for the Public Service Commission to adopt 
and use a newly designed Logo which will give an 
‘identity’ (branding) to the Commission. 

The design of the Logo which was the joint effort of Com-
mission Members and Staff depicts the following: 

i. the map of Sierra Leone representing the na-
tional spread of the Commission’s responsibili-
ties and  activities 

ii. the Lion which is an integral part of the nation’s 
coat of arms, has been used to carry the lighted 
torch representing the transparent and account-
able nature of the Commission’s activities 

iii. the Commission has adopted as its Motto - “A 
Purpose Driven Will,” which throughout the past 
five years had provided the Commission with the 
impetus to relentlessly work on its programme 
for reform and change. 

The Logo will also be used as the Official Seal for the 
Commission and as its mark to authenticate all official 
documentation by and from the Commission. 

Public Service Commission Logo 



S 
ometime during our career pursuits, we are 
confronted with an ethical dilemma – an incon-
venient situation where the right decision 

eludes us, because the answer does not exist in a 
rule book or policy.   

When caught in this situation, what action is there to 
be taken as a way out? The best option available 
could be found in a Code of Conduct and Ethics 
which provides guidance in the form of a written col-
lection of rules, principles, values and expectations, 
behaviours and relationships that an organization 
considers important and believes are fundamental to 
its successful operations. 

This Code of Conduct and Ethics therefore lists out 
standards and values which we believe will make the 
Public Service Commission of Sierra Leone remark-
able and worthy of emulation. It will serve as a 
framework for ethical decision making within the or-
ganization, and  also serve as a communication tool 
that informs all stakeholders about what is valued.  

 

V. T. Collier 
Chairman PSC 
August 2013 
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T 
he Public Service Commission aims to deliver 
its vision to become outstanding, effective and 
efficient in the execution of its constitutional 

mandate of merit-based recruitment and retention of 
the best skills into the public service and in the insti-
tution of the highest ethical and performance stan-
dard in the public service of Sierra Leone.  

No matter what our role within the PSC is, or which 
location we work, all employees are expected to :  

 demonstrate the behavioural traits  of honesty, 
integrity, quality and trust at all times    

 set examples for others and recognise those 
around us who also demonstrate these traits  

 Speak out when it is felt that these traits are 
threatened or compromised.        
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What is the Code of Conduct and Ethics 

The Code of Conduct and Ethics sets standards for 
the way all employees of the PSC should work and 
comport themselves. 

The Code provides a practical set of guiding princi-
ples to help us make decisions in our day to day 
work, in whatever we do and wherever we do it.                                                                    
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The PSC’s Code of Conduct principles are: 

We act in PSC’s 

best interests and 

value the PSC’s 

reputation. 

We identify conflicts 

of interest and  

manage them           

responsibly 

  We respect and 

maintain privacy and 

confidentiality 

We do not receive 

improper payments, 

benefits or gains 

We comply with 

this Code, the Law 

and PSC policies and 

procedures 

We immediately 

report any breaches 

of the Code, the Law 

or PSC policies and 

procedures 

1 We act with    

honesty and   

integrity 

2 

We treat others with 
respect, value differ-
ence and maintain a 
safe working envi-

ronment 

3 4 

5 6 

7 8 
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T 
he PSC takes the Code of Conduct and Ethics 
very seriously. As PSC staff members, we are 
required to comply with the principles, policies 

and the spirit of the Code.   
 
WHO DOES THE CODE APPLY TO? 

This Code applies to anyone who is employed by the 
PSC.   
 
WHEN DOES THE CODE APPLY?  

The Code applies whenever we are identified as rep-
resentatives of the PSC. In some circumstances, this 
will include times when we are outside our immedi-
ate workplace or working hours, for example at work 
functions, out of hours work activities or when we are 
out in the community on behalf of PSC.    
 
WHAT WILL HAPPEN IF THE CODE IS BREACHED?  

Failure to comply with the principles, policies or the 
spirit of the Code will be considered a serious breach 
of PSC policy and will be investigated.  Breach of the 
Code will result in an appropriate consequence being 
applied. This may range from a verbal warning 
through to the termination of employment for serious 
breaches. 
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HOW CAN WE BE SURE OUR CONDUCT  COMPLIES 

WITH THE CODE?  

While the Code provides general guidance and mini-
mum expectations regarding our conduct, no code or 
policy can ever cover every conceivable circum-
stance we may face.  In everything we do, we are 
expected to listen to and act upon our conscience to 
help build and maintain the PSC’s and our own repu-
tation. 

If in doubt about whether ones conduct is consistent 
with this Code, it may help to ask ones self the fol-
lowing questions:   
 

 Does it feel like the right thing to do?   

 What would a PSC client or stakeholder expect 
or want me to do in this situation?   

 What would the reaction be if this was reported 
in the newspaper?  

 Would my colleagues or superiors consider my 
behaviour appropriate?  What impact might this 
have on the PSC and its commitments to its cli-
ents and stakeholders? 

WHO CAN PROVIDE SUPPORT AND GUIDANCE  

IN COMPLYING WITH THE CODE?   

If you need more information or are unsure of PSC’s 
expectations or your obligations, you are encouraged 
to speak with your Head of Department.   
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The PSC Integrity Committee will provide assistance 
as and when needed.  
 

HOW DOES PSC ENSURE THE CODE IS EFFECTIVE?  

The Chairman and Members of the Commission in 
close consultation with HoDs and the Integrity Com-
mittee are jointly responsible to take the lead in the 
review and further development of the Code. 

On commencement of employment and every twelve 
months after that, everyone who is employed by or 
works at PSC must complete the Code of Conduct 
and Ethics Declaration, to show that they understand 
the principles of the Code, confirm that they have 
complied with them in the previous 12 months and 
agree to comply with them going forward. 

All breaches of the Code of Conduct and Ethics are 
required to be recorded and reported in line with 
PSC’s policies and procedures. 
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T 
he PSC’s reputation as a trusted and re-
spected organisation is one of our treasured 
assets.  Each of us has the ability to build and 

maintain the PSC’s reputation, or to harm that repu-
tation and undermine PSC’s performance.  
 
PSC’s clients, stakeholders and the community at 
large expect PSC and everyone who works at PSC 
to act professionally and ethically.  We must do what 
we can to meet these expectations and support each 
other to do the same.  In everything we do, we 
should consider how ours or someone else’s actions 
could impact on PSC’s performance, reputation, and 
take action to prevent or remedy anything that could 
adversely impact PSC. 
 

What We Must Do: 

 Undertake our duties with care and diligence.  

Remember, we are accountable for the decisions 
we make and the actions we take.  

 Deal fairly and honestly with all PSC’s clients 

and other third parties.   

 Only provide advice to clients/stakeholders that 

we are authorised to provide in the course of our 
work.  We must not attempt to provide any ad-
vice where PSC has not authorised us to do so. 
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1. We act in PSC’s best interests and value the 

PSC’s reputation 



 Help protect PSC and its clients against potential 

theft or fraud.  

 Behave in a way that takes into account or im-

pact on the broader community and the environ-
ment in both the short and long term.  

 Use all of PSC’s systems and equipment appro-

priately and for proper purposes.  This includes 
email, messaging, internet access, and technol-
ogy and vehicles.  

 Never entertain customers or clients or partici-

pate in PSC activities or functions in a way that 
may damage PSC’s reputation, for example the 
use of intoxicants and/or narcotics.                                   
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H 
onesty and integrity are essential to every-
thing we do at the PSC. Our success de-
pends on the trust of our clients and stake-

holders which is earned by acting with honesty and 
integrity. 

Honesty and integrity can be just as important in 
the things we fail to do.  For example, failing to report 
the suspicious or dishonest conduct of a colleague 
reflects on your own honesty and integrity, and may 
ultimately affect PSC’s reputation for honesty and 
integrity as well.   
 

What We Must Do: 

 Immediately report any suspicious or dishonest 
behaviour by others (including colleagues or cli-
ents). 

 Never improperly use our position with PSC, or 
any information we receive through our work at 
PSC, to further our own personal interests, or 
help others to do so.   

 Never help client or anyone else to break or 
evade the law.   

 Consider the interests and needs of the client 
when providing advice, or services to them.  

 Be honest and forthright in all of our communica-
tions and dealings with PSC including our super-
visors, colleagues and clients.  
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2. We act with honesty and integrity 



 Ensure all dealings (such as transactions or 
commitments) with clients or third parties are  
properly recorded and transparent.  

 Use PSC assets and funds for proper purposes 
and keep accurate and transparent records of all 
payments or receipts for transactions using PSC 
funds. 

 Never structure or amend any transaction to dis-
guise, conceal or misrepresent the involvement 
of any party or the true nature of the transaction.  
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P 
SC values difference and is committed to 
achieving a truly diverse workforce that re-
mains inclusive and respectful of each other’s 

differences. We are expected to treat all people we 
deal with through our work at PSC with dignity and 
respect, whether they are colleagues, clients or other 
third parties. Unlawful discrimination, harassment of 
any kind, bullying or victimisation or other unaccept-
able or offensive conduct will not be tolerated.  
 

What We Must Do: 

 Treat all people we deal with through our work at 
PSC with dignity and respect.  

 Make employment decisions based on merit, and 
not on attributes that are irrelevant to employ-
ment or performance.  

 Never unlawfully discriminate, harass or bully our 
colleagues, clients, PSC visitors or anyone else 
in the work place.  This includes being aware 
that some behaviour may be acceptable to you 
but not to others, and acting appropriately.   

 Contribute to promoting a safe working environ-
ment by taking responsibility for health and 
safety and reporting any problems as soon as 
possible.   
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3. We treat others with respect, value differ-

ence and maintain a safe working environ-

ment 



 Never treat somebody less favourably because  
they have brought or propose to bring a genuine 
complaint of unacceptable behaviour.                                                              
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A 
cting honestly and with integrity also means 
managing conflicts of interest and never put-
ting oneself in a situation that puts, or ap-

pears to put, ones own personal interests before 
those of PSC or our clients. 

The perception of a conflict of interest can do as 
much damage to PSC’s reputation as an actual con-
flict of interest.  We must be mindful of when a con-
flict may be perceived by others, and take action to 
avoid or address the risk. 
 

What We Must Do: 

 Be alert to actual or potential conflicts of interest 
and disclose them to our supervisors. 

 By virtue of our employment, we are not permit-
ted to actively engage in politics or hold elected 
political offices of any nature.   

 Seek approval for any outside business interest 
including non-PSC work (paid or unpaid), which 
has the potential to be in  conflict with our em-
ployment, the PSC and its clients.   

 Never provide services for, or complete or ap-
prove transactions on behalf of immediate family 
members or relatives in the course of our work.  

 Disclose to our supervisors any personal asso-
ciations with third parties that we are involved in 
evaluating or negotiating with for PSC, whether 
for employment, as a customer or supplier or any 
other reason.                      
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4. We identify conflicts of interest and manage 

them responsibly 



I 
n our work at PSC, we may come across private 
and confidential information relating to PSC, col-
leagues, clients or third parties.  When people 

provide us with this type of information they are trust-
ing PSC.  Misuse of confidential and private informa-
tion can have severe and negative consequences for 
PSC and can also greatly affect those whose infor-
mation is misused.  

The PSC is committed to maintaining the confidenti-
ality and security of this information and we are ex-
pected to do our part to help honour this commit-
ment. 
  

What We Must Do: 

 Do all we can to keep information secure.  This 
includes not sharing private or confidential infor-
mation with other employees unless they need it 
to perform their work at the PSC.  

  Never release information about clients or col-
leagues to third parties outside of PSC unless 
the person the information relates to has agreed 
or if PSC is required to release the information 
under the law.   

 Follow procedures and requirements to protect 
information whenever you provide details over 
the phone or by email.  Follow all protocols and 
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5. We respect and maintain privacy and confi-

dentiality 



procedures relating to the maintenance of pass-
words and user profile setup.  

 Never allow someone else to log on using your 
individual details. 

 Collect, use, store, handle, update and destroy 
information, particularly personal information, in 
line with applicable policies and processes at all 
time. 
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I 
ntegrity and trust are inconsistent with improper 
payments, benefits or gains of any kind. There 
are certain situations that have a higher risk of 

an improper payment, benefit or gain being made or 
received. These include rewards from current or po-
tential clients or other third parties that are out of the 
ordinary, such as cash, cheques or gifts. Where re-
wards from a current or potential client or other third 
parties create any obligation or expectation that will 
result in preferential treatment being given to the per-
son or party offering the reward, the reward is im-
proper and must be refused. 

 

What We Must Do: 

 Never accept any gift, reward or entertainment, , 
if it could create any obligation or expectation 
that could conflict with our work at PSC.  

 Never try to improperly influence the outcome of 
an official decision. 

 Only accept gifts or entertainment in line with 
applicable policies and processes. 

 Never make any donation or other financial con-
tribution from PSC to a political party or candi-
date.  

 Obtain proper approval for, and properly record 
any donations, sponsorships, charitable contribu-
tions, gifts and entertainment accepted from, or 
given to a third party on behalf of PSC.  
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6. We do not make or receive improper pay-

ments, benefits or gains 



W 
e must be familiar and comply with all rele-
vant laws and regulations.  Any breaches 
of the law can have serious consequences 

beyond our employment, both for PSC and for us as 
individuals. Although the laws that apply may be 
complex, ignorance is no excuse.  We are ultimately 
responsible for understanding which laws and regu-
lations apply to us and the work we do.  

This Code, PSC’s policies, procedures and practices 
take into account not only the strict letter of the law 
but also the PSC way of doing things. In many 
cases, the standards expected by PSC exceed those 
required by law.  Wherever there is an inconsistency 
between an applicable law and this Code, a PSC 
policy, procedure or practice, one must comply with 
whichever is the higher standard.  
 

What We Must Do: 

 Not take any action, or fail to take any action, 
that may breach this Code, the law, PSC poli-
cies, procedures or practices. 

 If you are unsure whether a particular law, policy, 
procedure or practice applies, seek guidance 
from your supervisor, and/or the Integrity Com-
mittee. 
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7. We comply with this code, the law, PSC poli-

cies and procedures 



A 
s staff of PSC, we are required to comply with 
this Code and report any conduct that may be 
in breach of the law, this Code, or any other 

PSC policies or procedures soonest.  

Any reports of a breach of the Code will be taken 
seriously and investigated appropriately. It is impor-
tant that all reports are based on truth and fact. If a 
report is made in good faith, one will not be disad-
vantaged personally or in employment, even if the 
conduct that is reported is later found not to be in 
breach of the Code.  

At the same time, if one makes an intentionally false 
or malicious report, he/she may find him/herself in 
breach of the code, and dealing with the conse-
quences that follow. 

There are different avenues for reporting a breach – 
who we should raise the matter with will depend on 
the particular circumstances. In most cases, we 
should raise breaches of the Code, the law or poli-
cies and procedures with our supervisors or the In-
tegrity Committee.  
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8. We immediately report any breaches of the 

Code, the law or PSC policies and proce-

dures 



What We Must Do: 

 Be conscious of what others around us are do-
ing.   

 Honestly report all actual or suspected breaches 
of this Code, the law or PSC policies and proce-
dures immediately to our supervisors and/or the 
Integrity Committee . 
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