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So projektu finansé ar Eiropas Komisijas atbalstu. 3T publikacija atspogulo tikai autora viedokli, un Komisija nav atbildiga
par taja ietvertas informacijas iespéjamo izmantosanu.

ASES trenera rokasgramatas izmantosana

ASES pasniedzéja rokasgramata ir ipasi izstradata, lai atbalstitu un racionalizétu profesionalas
izglttibas macibu programmas, kas izstradata ASES projekta ietvaros, 1stenoSanu. Macibu programma

ir 3 dienu kurss, kas kopuma ietver 18 macibu stundas.
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Trenera piezimes:

lepazistiniet ar sevi un veltiet laiku, lai iepazistinatu audzeknus ar ASES macibu kursu. Aprakstiet kursa

macibu mérkus, ka art 5. moduli.

5. modultizglitojamie iegls zinasanas par:

1. Organizacijas kultras jédziens
2. Ricibas kodeksa nozime organizacija
3. Kas jaiek|auj ricibas kodeksa.

Visbeidzot, dodiet izglttojamajiem iespéju iepazistinat ar sevi un pajautajiet par vinu vélmem.
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About the ASES Project

The ASES Project aims to train Managers of Small-Medium Enterprises in Interviewing, Managing and Developing
Autistic Staff.

Project Results:

- Comprehensive Training Course and

- A Serious Game

« Tools for Interviewing, Managing and Developing Autistic Staff

Trenera piezimes (péc izvéles):

Aprakstiet ASES projekta koncepciju un projekta rezultatus.

1. ASES macibu kurss: ASES macibu kurss ir paredzéts MVU vaditaju prasmju, zinasanu un
kompetencu pilnveidei, lai palidzétu viniem atbalstit darbiniekus ar autismu visa nodarbinatibas

cikla.

2. ASES nopietna spéle: ASES nopietna spéle darbosies ka macibu riks MVU vaditajiem. Taja

spéléetajiem bus jaizpilda simuléti intervijas scenariji ar kandidatiem ar autisma traucéjumiem.

3. ASES riku komplekts: Instrumentu kopums nodrosinas MVU vaditajiem noderigu riku kopumu, kas

palidzés planot un Tstenot $adus pasakumus:
1. Novértéjiet darba vidi un parliecinieties, ka ta ir piemérota autismam.
2. Veikt darba izpildes novértésanu darbiniekiem ar

autismu Nodrosinat darbiniekiem ar autismu iesp&ju paskontrolét sevi.

3. Intervijas ar kandidatiem ar autismu

Co-funded by the 3 | Lapa
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Module Aim

Module 5 aims to introduce learners to the concept of organizational culture
organization as well as to train learners on what should be included in a Code
of Conduct.

Learning Outcomes

Develop a strategy that will establish the culture of their organization
Create a Code of Conduct based on the needs of an organization
Adopt a Code of Conduct in an organization

Define and manage organizational behaviour

i 62 B

ion Module 5: Code of Conduct

Trenera piezimes: Aprakstiet kursa mérki un macibu rezultatus.

St modula mérkis ir iepazistinat MVU vaditajus ar Ricibas kodeksa koncepciju, tostarp organizatorisko

kultdru un organizatorisko uzvedibu.

St modula macibu mérki ir:

1. lepazistinat izglitojamos ar organizatoriskas kultiras jédzienu.

2. Izglttot izglitojamos par Ricibas kodeksa nozimi organizacija.

3. Apmacit izglitojamos par to, kas jaiek|auj ricibas kodeksa.

4, Sniegt vadlinijas ricibas kodeksa izstradei soli pa solim.

5. Sniegt informaciju par to, ka pienemt un istenot Ricibas kodeksu.
6. Izgltto audzéknus par organizatoriskas uzvedibas pamatiem.

Izmantojot 5. moduli, izglitojamie spés:

1. Izstradat stratégiju, kas noteiks organizacijas kultdru.
2. Izveidot uzvedibas kodeksu, pamatojoties uz organizacijas vajadzibam.
3. Ricibas kodeksa pienemsana organizacija
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4, Definét un parvaldit organizacijas uzvedibu
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Module 5: Code of Conduct

Module Content:
Development of organizational culture
Defining a Code of Conduct
Developing a Code of Conduct
Best practices
Application of a Code of Conduct

. Organizational behaviour

Meodule 5: Code of Conduct

Trenera piezimes: Apspriediet modula saturu un iepazistiniet ar to, kas tiks apspriests prezentacijas

laika.
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Module 5: Code of Conduct

ORGANIZATIONAL CULTURE
The collection of beliefs, expectations, and practices
that guide and shape the behaviour of all team

members is referred to as organizational culture.

by the

an Union Medule 5: Code of Conduct

Trenera piezimes: Aprakstiet organizatoriskas kultiras jedzienu.

Parliecibu, gaidu un prakses kopumu, kas nosaka un veido visu komandas locekl|u uzvedibu, sauc par
organizacijas kultlru. Darbinieki apzinas, ka augstaka vadiba sagaida, ka vini reagés katra situacija,
vini uzskata, ka sagaidama atbilde ir pareiza, un vini apzinas, ka organizacijas vértibu apliecinasana
dos labumu. Kultdru var definét dazados veidos, ka rezultata veidojas definiciju daudzveidiba.
Veiksmiga uznémuma kultdra izpauZas pozitivas iezimes, kas veicina darbibas rezultatu pieaugumu,
savukart disfunkcionala uznémuma kultira rada 1pasibas, kas var traucét pat visveiksmigakajiem

uznémumiem.
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Module 5: Code of Conduct

Steps for establishing a culture that will benefit an organization:

1.
2
3.
4,
3.
6.
T
8.

Recognising and appreciation the work of all members of the team,

Creating a culture that values employee input and encourages them to speak up,
Making leaders culture ambassadors,

Supporting the company’s values,

Creating bonds between team members,

Placing a focus on learning and development,

Considering culture from the beginning,

Making the employee experience more personalized.

unded by the
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Trenera piezimes: Aprakstiet solus, ka izveidot kultdru, kas bis izdeviga organizacijai.

1. Mudiniet komandas locek|us regulari praktizét ne tikai naudas atzinibu, bet ari
socialo atzinibu.

2. Apkopojiet atgriezenisko saiti, izmantojot pareizus uzklausisanas rikus, un
atvieglojiet darba devéjiem iesp€ju paust savas sajutas.

3. Visos darba aspektos par prioritati izvirziet kultaru.

4, Atbalsta noteikumi, cilvékresursu noteikumi, pabalstu programmas un pat arpus
biroja veiktie pasakumi, pieméram, brivpratigais darbs.

5. Meklgjiet un atbalstiet kopigas personigas intereses starp komandas locekliem, jo
Tpasi starp dazadu paaudzu parstavjiem, kuriem citadi varétu bat griti sazinaties.

6. Darbinieki, kas nepartraukti macas, un uznémumi, kas iegulda darbinieku attistib3,

rada lielisku darba vietu kultGru.
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7. Intervijas laika uzdodiet jautajumus par intervéjama kultlras atbilstibu, pieméram,
par to, kas vinam ir svarigi un kapéc vins ir ieintereséts stradat jasu organizacija.
8. Impulsu aptaujas un darbinieku celojuma kartésana ir efektivi instrumenti, lai

noteiktu, ko jasu darbinieki noverté un ka vini redz savu idealo uznémuma kultdru.

7.slaids

Autism R

Spectrum of

4 Employment
Skills

Module 5: Code of Conduct

Defining a Code of Conduct

The most prevalent policy within a company is a CoC. This policy outlines the company's values, standards, and moral and
ethical expectations for employees and third parties when interacting with the company. A CoC for a business is a policy
that sets the concepts and standards that all workers and third parties operating on behalf of the business must adhere

to.
By developing a Code of Conduct:
*Management’s expectations and norms are made clear to the workforce.

*Concrete corporate policies are in place to support compliance.

*Customers and business partners are aware of the organization’s ideals.

unded by the f
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Trenera piezimes: Paskaidrojiet auditorijai, kas ir ricibas kodekss un ko tas piedavas uznémumam.
Visizplatitaka politika uznémuma ir CoC. Saja politika ir izklastitas uznémuma vértibas, standarti un
moralas un étiskas prasibas darbiniekiem un treSam personam, kad tas sadarbojas ar uznémumu.
Uznémuma KP ir politika, kas nosaka koncepcijas un standartus, kuri jaievéro visiem darbiniekiem
un tresam personam, kas darbojas uznémuma varda. Oficiala KP ir tipisks KSA instruments, ko
uznémumi izmanto, lai veidotu un veicinatu étisku organizacijas kultlru un atbildigu
uznémeéjdarbibas praksi. Ideala gadijuma ricibas kodeksi ietekmé uznémuma kultdru, reguléjot
darbinieku uzvedibu un darbibas, veicinot étisku uznémejdarbibas praksi, tadéjadi izvairoties no

juridiskam sekam.

Izstradajot Ricibas kodeksu:

Co-funded by the 8 | Lapa
European Union




n Autism:
Spectrum of
U Employment
Skills

. Darbiniekiem ir skaidri izklastitas vadibas gaidas un normas. Taja ir izklastita
atbilstosSa uzvediba darba laika, iek$€ja un aréja komunikacija, ka ari sniegta palidziba

darbiniekiem, lai gitu panakumus organizacija.

. Ir ieviestas konkrétas korporativas politikas, kas nodrosina atbilstibu.
. Klienti un sadarbibas partneri ir informéti par organizacijas idealiem.
8.slaids

Module 5: Code of Conduct
Advantages of codes of conduct
*Addresses social issues and consumer pressure
*Avoids negative media

*Enhances and safeguards a company’s reputation by placing a
focus on its participation in the society and its CSR

*Reduces harmful externalities

*Serves the interests of the community

Trenera piezimes: lepazistiniet ar dazam prieksrocibam, ko sniedz ricibas kodeksa ievieSana
uznémuma. Korporativa kultlra tagad paredz, ka visiem darbiniekiem jaievéro étikas kodekss. Tomér
vél nav noskaidrots, cik veiksmigi Sie kodeksi atbalsta gan uznéméjdarbibas mérkus, gan visparéjas
sabiedribas intereses.

Uznémumu vaditaji, pilsoniskas sabiedribas locekli, akadémiki un dazadu NVO parstaviji - tie visi ir
piedalijusies $ajos pasakumos.

apsprieda ricibas kodeksu prieksrocibas un trikumus. DaZzas no
prieksrocitbam ir Sadas:

- Kodeksa tika risinati socialie jautajumi un patérétaju spiediens,

- lzvairas no negativiem plassazinas lidzekliem,

- Uzlabo un aizsarga uznémuma reputaciju, pievérsot uzmanibu ta l[idzdalibai sabiedriba un
KSA,

- samazina kaitigos aré€jos faktorus,
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- kalpo kopienas interesém.
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Disadvantages of codes of conduct

*Corporate ethics are often simply disregarded

*Internal control and sanctions will determine how well these
rules are followed

*Codes are not sufficiently specific to influence moral behaviour £
and to penalize mishehaviour -

*Codes that limit workers' ability to speak up and expose
unethical behaviour

Module #: <Module Tithe>

Trenera piezimes: Uzvedibas kodeksa trikumi: iepazistiniet ar
daZiem étikas kodeksa trikumiem. DaZi no visbieZak sastopamajiem

trakumiem ir $adi:

ka korporativa étika bieZi tiek vienkarsi ignoréta,

- lekséja kontrole un sankcijas noteiks, cik labi Sie noteikumi tiek ievéroti,

- Kodeksi nav pietiekami konkréti, lai ietekmétu moralu uzvedibu un soditu par nepareizu
uzvedibu,

- kodeksi, kas ierobeZo darbinieku iesp&jas runat un atklat neétisku ricibu.
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Module 5: Code of Conduct

Contents of a Code of conduct
There isn't a universal CoC that all businesses may employ since it must be customized for each individual

organization. However, there are several qualities that all businesses ought to have:
- With the reader in mind
- Comprehensive

- Leadership endorsing

- All staff members and investors have access to it.

-
ed by the -
an Union Module 5: Code of Conduct .

Trenera piezimes: Aprakstiet dazas no svarigakajam Tpasibam, kadam batu japiemit CoC.

Katrai RK ir jaatspogulo organizacija, ko ta regulé. Tas nepiecieSams, lai taja bdtu atspogulotas
uznémuma ikdienas darbibas, pamatvértibas un korporativa kultdra. Nav universala CoC, ko var
izmantot visi uznémumi, jo tas ir japielago katrai atseviskai organizacijai. Tomér ir vairakas iezimes,

kuram vajadzétu bt visiem uznémumiem:

. Domajot par lasitaju: Taja ir sniegts tehniskas vai juridiskas terminologijas skaidrojums, un

tas ir viegli saprotams.
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. Visaptverosa: taja aplikoti visi jautajumi, kas ietekmé darbinieku ikdienas dzivi, un

sniegta visa nepiecieSama informacija.

. Lideribas atbalsts: Augstaka vadibas grupa to atbalsta. Parasti pietiek ar izpilddirektora

vai prezidenta priekSvardu, lai to pieraditu.

. Ta ir pieejama visiem darbiniekiem un investoriem.

11. slaids
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Module 5: Code of Conduct

What should be included in every CoC?
Engaging title Introduction letter from the CEO or other top executive
outlining the goals of the code
Table of contents Prologue/preamble which expands on the objectives and
purposes in the introduction letter

The mission statement and/or declaration of core values of the | Definition of the scope of the code, including to whom, when,
organization and how it applies
List of code provisions

Examples of proper behavior in relation to every code provision

A method that guides staff members in choosing the right

A list of options for addressing complaints, including the ethics
approach when confronted with moral choices

and compliance officer, a hotline for anonymous reporting, and
an ethics and compliance website

on Module 5: Code of Canduct

Trenera piezimes: Seit aprakstitas dazas pamatkomponentes, kas bitu jaieklauj katra kopsakara, lai

gan precizs saturs var atskirties atkariba no tadiem faktoriem ka uznémuma raksturs un nozares,

kura tas darbojas.
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Module 5: Code of Conduct

Developing a Code of Conduct

The first step in developing a CoC is to define its purpose and
importance.

The three most frequent reasons for adopting business codes are:
1. To adhere to legal obligations,

2. Establish a consistent corporate culture,

3. Safeguard and enhance the company's reputation.

by the

‘Union Module 5: Code of Conduct

Trenera piezimes:

Suvccess S%eps
0-0-0O
e
o

Pirmais solis, lai izstradatu kopigu koordinacijas sistému, ir definét tas mérki un nozimi. Tris visbiezak

sastopamie iemesli, kadé| tiek pienemti uznémeéjdarbibas kodeksi, ir $adi:

ievérot juridiskas saistibas
Izveidot konsekventu korporativo kultlru

Aizsargat un uzlabot uznémuma reputaciju.

Co-funded by the
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Ir svarigi izveidot kopsakaribas, kuras izklastitas atbilstosas ricibas gaidas un noteikumi, piedavatas
metodes, ka meklét palidzibu, un veidi, ka zinot par problémam vai aizdomam par parkapumiem, lai

nodrosinatu atbilsttbu organizacijas riska parvaldibas kritérijiem.

13. slaids
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Module 5: Code of Conduct

The steps to develop a Code of Conduct are the following:

1. Choose who will participate in drafting the CoC for your company.
2. Think of previous ethical issues.

3. Form an outline.

4. Communicate to stakeholders about the draft.

5.Create the final version.

Module 5: Code of Canduct
‘I —m B e

Trenera piezimes: Apmacitajs: iepazistiniet auditoriju ar galvenajiem soliem, izstradajot CoC.

1) Viens no pirmajiem soliem ir izvéléties, kas tiks iesaistits sadarbibas koordinacijas centra izstrades

procesa. CoC izstrade biezi iesaistas vadiba, ilgtermina darbinieki un ieinteresétas personas.

2) Pirms izstradajat kopsakaribu projektu, padomajiet par visam étikas problémam, ar
kuram jasu uznémumes jau ir saskaries, un ieklaujiet dokumenta to novérsanas stratégijas.
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3) Izvelieties elementus, kas bis ieklauti jisu MK, pieméram, gérbsanas kodekss, interesu konflikts,

diskriminacija, apmeklétibas prasibas u. c.

4) Dodiet ieinteresétajam personam iespéju novértét un apspriest kopsakaribu saturu péc tam, kad
esat to izstradajis.

5) Péc tam, kad visam iesaistitajam pusém ir bijusi iespéja sniegt savu ieguldijumu, galigo projektu

var sagatavot parskatiSanai un publicésanai.

14. slaids

Module 5: Code of Conduct

checklist

*ls the language used in the code cear and understandable to employees at all
organizational levels?

*Are the requirements of the code consistent with the objectives of the
organization's general ethical program?

*Does the code effectively address all matters that have an impact on an
organization, especially those that present the greatest risk?

*Has feedback from stakeholders and staff been collected as part of the
information gathering process?

*Has a thorough review and editing procedure been used to the code draft to

ls there a decision tree or other comparable mechanism in the code to help
staff when they are in an ethical dilemma?

v the

Union fodude 5 Code of Canduct

Trenera piezimes: Izstradajot rdpigu, érti lietojamu MK, ko pienems darbinieki un ieinteresétas
personas un kas palidzés uznémumam sasniegt 1stermina un ilgtermina uzvedibas mérkus, var

izmantot kontrolsarakstu, lai noteiktu, vai MK var uzskatit par galigo.
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Module 5: Code of Conduct

Application of a Code of Conduct

Designing and drafting the CoC of your company is a very important step, though

there are more steps to be followed in order to ensure the code's effectiveness.

A CoC should be reviewed or updated when:
*External operating environment changes, such as the adoption of laws that
affects the firm.

=Times when outsourcing is employed or there is a lot of personnel turnovers. E g i
*Expansion or relocation phases. & '5 B
=*The occurrence of an unanticipated crisis or other event that the current code . g b [ 1 Ed
does not sufficiently address. E h.. { g e i
=Acknowledgement that staff members are struggling to comprehend or use the — = '___, -

present code.

Modude 5: Cade of Canduct ' =

Trenera piezimes: Pat tad, kad CoC ir pabeigta, ir dazas darbibas, kas vél ir javeic.

Parskatus un atjauninajumus veic étikas/atbilstibas amatpersona, kas ir atbildiga par regularu
kodeksa parbaudi, lai noteiktu, vai ir nepiecieSamas kadas izmainas vai papildinajumi.

Lidzigi ka kodeksu apmacibas gadijuma, ideala gadijuma kodeksu novértésana bitu javeic katru gadu

vai ikreiz, kad notiek bltiskas darbibas vai organizatoriskas izmainas. Amatpersonas var art lgt
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darbiniekus, vaditajus un
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ieinteresétajam personam, lai sanemtu komentarus un novértétu uznémuma "étisko temperattru"

saistiba ar KP.

CoC japarskata vai jaatjaunina, ja:

. Aréjas darbibas vides izmainas, pieméram, likumu pienemsana, kas ietekmé uznémumu.

. Laiks, kad tiek izmantoti arpakalpojumi vai kad notiek liela personala maina.

. Paplasinasanas vai parvietoSanas posmi.

J neparedzétas krizes vai cita notikuma rasanas, ko pasreizéjais kodekss pietiekami nerisina.
. AtziSana, ka darbiniekiem ir gritibas saprast vai izmantot pasreizéjo kodeksu.

16. slaids
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Module 5: Code of Conduct

Organizational behaviour
The study of human behaviour in organizations, with an emphasis on
individuals, teams, interpersonal interactions, and organizational

structures.

It"s major goal is to comprehend how people interact within a company,

determine what motivates them, and exert influence in order to improve

performance and achieve organizational objectives.

Modude 5: Code of Canduct "

Trenera piezimes: Paskaidrojiet, kas ir organizatoriska uzvediba un kapéc ta ir svariga.

Studijas par cilveku uzvedibu organizacijas, Tpasi pievérsot uzmanibu individiem, komandam,
starppersonu mijiedarbibai un organizatoriskajam struktlram, ir pazistamas ka organizatoriska
uzvediba. Ta ir starpdisciplinara zinasanu joma, kas saistita ar tadam socialajam zinatném ka
ekonomika un politologija, ka arT ar tadam uzvedibas zinatném ka psihologija, sociologija un
antropologija.
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Organizatoriskas uzvedibas mérkis ir dot vaditajiem iespéju ienemt étiskas vadibas pozicijas.

Izmantojot organizatorisko uzvedibu, var noteikt labakas uzvedibas prognozes.

17. slaids

ACES =

Module 5: Code of Conduct

Why is organizational behaviour essential?

1. Organizational behaviour helps in employee motivation.
2. Organizational behaviour management.

3. Organizational behaviour can help to enhance industrial or
workforce relations.

4. Organizational behaviour may be used to successfully use human
resources,

5. Human behaviour may be predicted and managed with the help of
organizational behaviour.

Modude 5: Code of Canduct

Trenera piezimes: Paskaidrojiet auditorijai, kapéc organizatoriska uzvediba ir batiska.

1. Organizatoriskajai uzvedibai ir batiska nozime, jo tas izpratne Jauj vaditajiem motivéet

darbiniekus, kas savukart uzlabo organizacijas darbibu un palielina apmierinatibu ar darbu.
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2. Labak izprast cilvekus un organizacijas palidz organizatoriskas uzvedibas izpéte.

3. Darba/rlpniecibas attiecibas var uzlabot, pétot organizatorisko uzvedibu. Organizatoriskas
uzvedibas vadiba palidz noteikt problémas célonus, prognozét tas turpmako trajektoriju un
ierobezot tas negativas sekas.

4, Efektivi izmantot cilvékresursus palidz organizatoriskas uzvedibas izpéte. Efektiva cilvéku
uzvedibas un organizacijas vadiba ir atkariga no ta, vai vaditdjiem ir zinaSanas par
organizacijas uzvedibu un tas batibu.

5. Organizatoriskas uzvedibas pétijumi palidz izprast un atbalsta cilvéku uzvedibas regulésanu.
Tas ir viens no nozimigakajiem organizatoriskas uzvedibas izpétes iemesliem.

Slaids 18

Module 5: Code of Conduct

I
Organizational Behaviour Modification Process P}N@W 1T 2 'RESENLCE
Organizational behaviour modification is a method for changing members' LT —
behaviour. - 'D% > i

The following are the steps for changing organizational behaviour:

1.

2.

Recognizing Critical Behaviour
Behaviour Analysis

Identification and analysis of behavioural outcomes lT ’ J DESI 6N - PLHN

Create and implement an intervention approach « E

+ O‘/.——o (—\ﬂ‘

Performance evaluation

Module 5: Code of Conduct ‘ﬁ

Trenera piezimes:

Uzvedibas modifikacija ir process, kura, metodiski kontroléjot uzvedibas signalus un sekas, tiek

panakts, ka noteikta uzvediba paradas biezak vai retak. Organizacijas uzvedibas modificésana ir
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metode, ka maintt biedru uzvedibu, lai vini piedalitos vélama un nevélama uzvediba un nomainttu to

pret pozitivaku.

lepazistinat skolénus ar organizatoriskas uzvedibas mainas soliem.
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Module 5 Summary

Module 5 covered:

1. The concept of a CoC including organizational culture and organizational behaviour

2. The principles of a CoC are defined, along with its advantages and disadvantages.

3. The development of a CoC

4. The importance and practicalities of organizational behaviour

',
SRS A -

Trenera piezimes:
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Apkopojiet 5. modula saturu un pateikties daltbniekiem par dalibu apmaciba. Atvéliet laiku

jautajumiem un atbildém, ka ari diskusijam un atgriezeniskajai saitei no izglitojamajiem.
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