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	Riga, 20 June 2008 
	Regulations No. 96 

	
	Min No. 25; p.18

of the meeting of the Board of the Financial and Capital Market Commission)


Code of Ethics 

Issued in accordance with 

Paragraph 2 of Article 72 (1) 

of the State Administration Structure Law 

I. General Provisions 
1. The Financial and Capital Market Commission (hereinafter – the Commission) executes its functions under the laws and regulations governing operation of the financial and capital market and its participants, and provides services falling within the professional competence, in the public interest and pursuant to ethical norms.


2. The purpose of the Commission’s Code of Ethics (hereinafter – Code of Ethics) is to define the principles according to which ethical grounds for the conduct of the Commission’s officials and employees shall be evaluated. 


3. Code of Ethics covers the principles of professional ethics and conduct, norms and recommendations, adherence to which shall promote the publicly positive image of the Commission and enhance the attainment of objectives.

4. Principles of professional ethics and conduct, norms and recommendations covered by Code of Ethics shall be binding on all the Commission’s employees (hereinafter also – the employee) irrespectively of their position and duration of employment contract.
5. Code of Ethics comprises formulations of the values and principles, to which all the Commission’s employees shall comply with in their everyday performance.

II. Principles of Ethical Conduct 

6. Loyalty and openness.

6.1. The employee shall be loyal to the Commission and comply with its objectives in accordance with normative acts.
6.2. The employee shall act in a manner that the client and public’s confidence in the Commission is maintained and enhanced. When interacting with other persons the employee shall treat them with regard respecting professional requirements and legal interests of person. While exercising professional duties, the public interests shall be always regarded as the employee’s primary concern over their private interests.

6.3. Loyalty shall mean not only to perform duties and obey instructions given by managers but also support and collaboration, and provision of counselling service to the Commission’s management and colleagues.

6.4. The employee in his/her professional activity shall observe openness toward the public under the national laws and the Commission’s normative acts. Supporting or concealing of unlawful activities is inadmissible. 

6.5. In public statements related to the professional activity the employee shall note whether he/she expresses the Commission’s position or his/her own opinion. In business contacts with the public and mass media representatives the employee shall always disclose his/her name, surname and authority he/she represents. The employee shall coordinate the information provided to the mass media with the public relations adviser of the Commission. It shall be necessary to ensure that the public receives clear, unambiguous and reliable information regarding the Commission’s policy and its implementation.

6.6. The employee shall be responsible for the Commission’s image in the eyes of the public with his/her attitude, statements and the manner of conduct. 
6.7. The employee shall not participate in the activities and additional work that could hamper his professional duties, bring into discredit or shame upon the Commission.

7. Liability. The employee shall be aware of the impact of his/her activity on the overall performance of the Commission; therefore each employee shall have personal accountability for the quality of the Commission’s performance.

8. Diligence and accuracy. The employee shall perform his/her work professionally and precisely and shall attempt to do it as good as possible, in order to ensure efficiency of the Commission’s performance and quality of services, thus promoting the public confidence in the Commission.

9. Integrity. The employee shall perform his/her duties in good faith and act in accordance with relevant principles in any case of infamous action to ensure confidence in the Commission as far as it depends on own initiative and honesty of every employee.

10. Fairness and impartiality.

10.1. The employee shall act in a fair manner having regard of equality of persons before the law without giving preferential treatment or ungrounded advantage to any of them. Fairness shall be as a standard of mutual relations for each employee.

10.2. The employee shall have non-discriminating, equal, legitimate and fair attitude toward one and all to ensure the attainment of the Commission’s objectives.

10.3. The employee shall have legal consciousness, he/she shall act professionally according to normative acts and general legal principles.

10.4. Accuracy in relation to colleagues and the public overall is manifestation of respect and attention.

10.5. Issues shall be considered in point of fact and objectively.
10.6. An objective assessment shall be based on action and its consequences, not a person’s personality and intents.

11. Independence and neutrality.

11.1. The employee shall be independent and neutral in his/her action, decisions and judgements, observing effective normative acts and ethical norms of conduct. 

11.2. The employee in his/her professional action shall be unaffiliated and independent, unaffected from affiliation with any party, political movement and organization, dissociate himself/herself from personal interests and external impacts (interests of natural and legal persons, unions, political, religious or social groups).

11.3. In decision-making, the employee shall base on objectively verified information, facts and evidence.

11.4. Observance of neutrality is a prerequisite for creating the positive image of the Commission in the public.

12. Confidentiality.

12.1. The employee must not illegally disclose information that has come to his/her knowledge when performing professional duties, as well as must not use it for any purposes that are not connected with performing professional duties or specific work task, including in order to turn against any person, institution, or to use in any other way in private interests. The employee shall observe confidentiality in his/her performance and take the necessary steps to diminish to maximum the possibility to unlawfully obtain limited accessibility information at the disposal of the Commission’s employees.

12.2. The employee shall be aware that information at his/her disposal is intended only for maintenance of the Commission’s work, therefore the employee shall be forbidden: 

12.2.1. to use information obtained in the process of work for own benefit, as well for benefit of family members or any persons related with the Commission’s employeeы;

12.2.2. to conceal obtained information for the purposes to admit activity of any financial and capital market institution that differs from general standards and is more favourable for him/her, their family members or other persons related with the Commission’s employees.

13. Equality principle.

13.1. In performing his/her duties the employee shall have equal attitude to every member of the public, without showing any particular favour or preferential treatment or exemptions unless any are provided in normative acts.

13.2. In performing his/her duties the employee shall ensure that means are proportional to purposes. 
III. Ethical Conduct 

14. Relations with the Commission’s clients.

14.1. The employee of the Commission shall be aware that reputation of the Commission is built on the manner as to the Commission’s employees:

14.1.1. treat the clients (responsiveness, politeness, attitude) when they:

14.1.1.1. talk on the telephone;

14.1.1.2. meet and see the Commission’s visitors;

14.1.1.3. provide negative information;

14.1.2. express their opinion on their employer and workplace outside it;

14.1.3. look after their garment;

14.1.4. look after their personal image.

14.2. The employee shall treat all the Commission’s clients kindly and professionally. The employee shall have an obligation to render qualitative assistance to the clients within his/her competence.

14.3. The employee shall be open and friendly in relations with the Commission’s visitors, cooperation partners and the public. If the employee is unable to provide answers to questions within his/her duties, he/she proposes another employee or institution to this effect.

15. Relations with the colleagues.

15.1. The Commission shall be interested in building up a friendly, responsive, attentive and loyal team. All the employees of the Commission are of equal significance irrespectively of their position, therefore every employee shall:

15.1.1. treat the colleagues and their work with respect;

15.1.2. give the employee no reprimands in the presence of other employees. Reprimands for certain performance or any failure shall be expressed in a correct manner specifying the exact errors and rectifying measures to be taken;

15.1.3. treat the colleague obligingly. Mutual relationship conflicts shall be resolved in a peaceful manner.
15.2. The employee shall cooperate with colleagues by rendering and receiving the necessary assistance when performing professional duties, and shall not misuse confidence of colleagues.

15.3. The employee shall avoid arrogance and authoritarian manner, observe the norms of democracy and good fellowship, consider other opinions and assess them professionally. 

16. Internal and external communication.

16.1. The procedure for external communication shall be regulated by the Commission’s regulations on communication with the mass media and the public.

16.2. The procedures for circulation of documentation registered with the Commission and record keeping shall be regulated by the Commission’s regulations on the record keeping management.

16.3. Electronic mail and telephone shall be prior communication aids for the Commission’s internal and external informal communication.

16.4. The employee shall have an obligation to respond to verbal and electronic inquiries from the clients. The employee shall be aware that unrecorded information received by telephone and electronic mail is of same importance as recorded correspondence; therefore he/she shall give a thorough reply within his/her competence.

16.5. The employee shall have an obligation to answer a telephone call addressed to another colleague in his/her room during the absence of that colleague and reply to the client’s questions within his/her competence.

16.6. The employee shall have an obligation to readdress verbal and electronic inquiries from the clients that do not fall within his/her competence to the employee of the Commission who is competent to respond to the inquiry and inform the client about the said employee and timing of reply.

16.7. The employee who temporarily performs his/her direct duties in financial and capital market institutions shall have an obligation to appear at his/her workplace in the Commission’s premises at least twice a week, and check the latest information and respond to information inquiries thus ensuring timely receipt and circulation of internal and external information. 

16.8.  In case of his/her planned absence exceeding one working day, incl. performing their direct duties in financial and capital market institutions the employee shall have an obligation to set an automatic Out-of-Office message in Latvian and English, providing information on the time of absence and contact details of a person with whom to solve urgent matters (name, surname, e-mail address and phone number). 

16.9. If it is necessary to urgently communicate with the employee who performs his/her duties in financial and capital market institutions, a member of the respective inspection group shall be communicated via mobile telephone or the direct manager to provide the necessary information.

17. Restrictions on information use.

17.1. The Commission’s chairperson shall determine the employees to whom access to the official secret and the classified information of the European Union (EU) or NATO (hereinafter – the classified information) is necessary for the performance of their duties.

17.1.1. The Commission’s employee who has the access to the classified information necessary for the performance of his/her duties shall comply with legal enactments regarding the area of official secret, as well as the Commission’s legal norms regarding the treatment of such information.

17.1.2. The classified information shall not be disclosed or received from the employees who have not access to the classified information.

17.2. The Board of the Commission shall designate the status of information at the Commission’s disposal.

17.2.1. The Board of the Commission shall designate the status of each decision of the Board of the Commission whether it shall be publicly available or of restricted access.

17.2.2. The Commission’s legal norms regarding the publicly available information shall determine treatment of information of restricted access.

IV. Conflict of Interest

18. The Commission’s employee who has a status of official shall be responsible for the prevention of a potential conflict of interest. 

19. In order to eliminate potential conflict of interest when performing professional duties, the Commission’s employees having the status of officials, promptly upon receiving the status of official, shall have to submit to the Personnel Division the following information:

19.1. on a valid transaction or a transaction with expiration date less than 2 (two) years ago and exceeding 20 minimum monthly salaries, including:

19.1.1. name of transaction partner, registration number – for legal persons; name, surname, identity number – for natural persons;

19.1.2. deadline until which no decision shall be taken regarding the transaction partner;

19.2. on material or personal interest of the official, their family members or transaction partners in performing any activity within professional scope;

19.3. on beginning and ending date in case of holding of more than one job, indicating the name of institution;

19.4. on commercial undertakings where the Commission’s official or his/her family member is a participant, shareholder, member, or the member of supervisory, control or executive institutions, or in case the Commission’s official himself/herself or his/her family member is an individual businessman who receives public procurement from the relevant public institution or local government institution, funds of public institutions or local government institutions, assets of state-guaranteed loans or the state of local government privatization fund, except cases when they are assigned as a result of an open tender.

20. Upon receiving work task, the Commission’s official shall, without delay, to notify his/her direct manager of being in conflict of interest, prior to starting to perform his/her duties.

21. The Commission’s official shall abstain from accepting gifts, favours and any manifestation of gratitude that may be qualified as a gift, it that may influence or cast doubt on the performance of duties or the Commission’s impartiality. 

22. A gift is any material value or any other benefit (including services, concession and transfer of rights, release from responsibility, cession or any other activity resulting in any benefit), a direct or indirect beneficiary of which is the Commission’s official.

22. The following are not regarded as gifts:

22.1. flowers;

22.2. souvenirs, books or representation items, if the total value of souvenirs, books or representation gifts does not exceed one minimum salary in terms of money; 

22.3. awards, prizes or premiums granting of which is envisaged in normative acts;

22.4. any benefits or warrantees which are guaranteed by the Commission to the employee for performing his/her duties under the normative acts;

22.5. services and various discounts offered by commercial undertakings, individual businessmen, as well as farmer and fishery undertakings and which are publicly available.

23. The employee may, when performing his/her duties, accept diplomatic gifts (gifts presented to the employee by a foreign delegation or official under a diplomatic protocol), as well as gifts presented by:

23.1. foreign officials during their official visits or business trips to Latvia;

23.2. foreign delegations or officials during their official visits or business trips abroad;

23.3. presented to as to the representative of the Commission in national holidays, and remembrance days;

23.4. the Commission.

V. Dress Policy 

24. The Commission’s employees shall comply with business-like corporate dress style. 

VI. Closing provision 

25. Code of Ethics shall take effect as of 01.07.2008.

	Chairwoman

Financial and Capital Market Commission 
	I. Krumane
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