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Welcome & Introduction
Dear Friends,

On behalf of the Pan-Africa Center for Al Ethics (PACFAIE), I warmly welcome you to our
community. We are delighted that you have chosen to join us in advancing the mission of ensuring
responsible, ethical, and inclusive adoption of Artificial Intelligence across Africa and beyond.

At PACFAIE, we believe our people are our greatest strength. Each staff member, volunteer, and
partner contributes to building a center that influences policy, strengthens digital rights, trains future
leaders, and upholds African values in the global Al discourse.

This handbook has been designed to guide you through our expectations, policies, culture, and
operational standards. It will serve as a reference point throughout your career with us. Please read it
carefully and keep it accessible.

I encourage you to bring your skills, creativity, and sound judgment to your work and to contribute
meaningfully to PACFAIE’s vision. Together, we will continue to build a legacy of responsible Al for
social good.

Sincerely,

Kingsley Owadara
Executive Director
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SECTION 1
1.1 About PACFAIE

Mission:
To advance ethical, inclusive, and accountable artificial-intelligence practice through research,
advocacy, and capacity development that reflect African values and global standards.

Vision:
A world where technological progress protects human dignity, equity, and sustainable development.

Core Values:
Integrity
Equity
Transparency
Collaboration

Human-Centred Innovation

Why we exit:

PACFAIE was founded to close the gap between rapid Al adoption and the ethical, legal, and social
frameworks needed to guide it. Rooted in African realities yet globally networked, PACFAIE brings
together scientists, policy leaders, lawyers, journalists, and educators to embed ethics in every stage of
technological innovation.

1.2 Our Culture and Philosophy

Ethos — “Tech for Humanity.”
PACFAIE’s work begins with people. We view technology as a tool to strengthen empathy, fairness,
and inclusion—not to replace them.

Our Approach

e Evidence-Driven: decisions guided by credible data and interdisciplinary research.
e Human-Centred: every solution must enhance dignity and social well-being.
e Context-Aware: policies and designs must reflect Africa’s diverse cultures and realities.

Our Culture
e Collaboration: teamwork across disciplines and regions.
e Transparency: open communication and shared accountability.
e Inclusivity: every voice matters in shaping ethical Al.
e Continuous Learning: curiosity and reflection fuel innovation.

1.3 Diversity, Equity & Inclusion (DEI) Commitment

PACFALIE thrives on diversity and commits to fair representation across gender, region, language, and
discipline.

Our DEI principles

e Representation: balanced participation in recruitment, leadership, and projects.
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Accessibility: programs and tools are designed for people of all abilities.
Language Inclusion: while English is our working language, key outputs may be translated
into French and local African languages to broaden access.
e Zero Tolerance for Discrimination: harassment or bias based on race, gender, religion, or
background is prohibited and will attract disciplinary action.

Commitment to Ethical Leadership

Every PACFAIE team member is both a professional and an ethical leader.
We champion:

e Respectful communication and cross-cultural understanding.
e Accountability in the use of data, research, and digital tools.
e Integrity in all interactions with partners and the public.
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SECTION 2 - GOVERNANCE & STRUCTURE
2.1 Organizational Structure

PACFAIE operates through a transparent and accountable system designed to ensure ethical oversight,
effective coordination, and professional excellence.

Governance Tiers

1. Board of Trustees — provides strategic direction, policy approval, and financial oversight.
Executive Director (ED) — oversees daily management and implementation of Board
decisions.

Directorates / Departments:

Research & Innovation

N

Policy & Advocacy
Programs & Training
Partnership and Growth
People and Culture
Communications & Outreach

e 6 ¢ o o 0o o

Administration & Finance
4. Units and Teams — manage specific projects or operational areas under each department.

An updated Organizational Chart is maintained on the PACFAIE intranet and reviewed annually by
the Executive Director in consultation with the Board.

2.2 Governance Model

PACFAIE’s governance system emphasizes shared accountability and evidence-based
decision-making.

e The Board of Trustees sets organizational priorities, approves budgets, and ensures
compliance with laws and policies.

e The Executive Director reports to the Board and provides quarterly performance updates.
e Department Leads manage programs, supervise staff, and ensure project delivery.

e The Ethics Committee monitors adherence to PACFAIE’s Al Ethics Charter and handles
ethical or conduct-related reports.

e The Advisory Council provides expert input and helps align PACFAIE’s work with global
best practices.

Decisions are made collectively, documented in official minutes, and stored in the internal records
system for transparency.
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2.3 Decision-Making and Escalation Protocol

To maintain efficiency and accountability, PACFAIE follows a structured escalation process for
operational, ethical, and emergency issues:

Type of Issue First Point Escalate To Final Level
Operational / Supervisor Department Executive Director
Administrative Lead
Ethical or Legal Concern | Ethics Committee Executive Board Ethics

Director Sub-Committee
Financial or Procurement | Finance Lead Executive Board Audit Committee
Issue Director
Safety / Security HR or Security Focal Executive Board Chair (if required)
Emergency Person Director

Response Timelines

e Initial acknowledgment: within 24 hours
e Preliminary review: within 10 working days
e Resolution or escalation: within 15 working days

All communications should be respectful, documented, and submitted through approved channels.

2.4 Governance & Compliance Charter

PACFAIE operates in compliance with national and international frameworks governing nonprofit
organizations, data protection, and research ethics.

Legal Standing & Registration

e Registered as a nonprofit and a for profit entity in Nigeria and South Africa with operations
aligned to African regional ethics frameworks.

e Adheres to relevant labor, data protection (NDPA, GDPR), and intellectual property laws.

Annual Reporting & Auditing

e External audits are conducted annually and reviewed by the Board Finance & Audit
Committee.

e The Executive Director presents an Annual Impact Report summarizing achievements,
challenges, and strategic goals.
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Risk & Compliance Oversight

e FEach department maintains a Risk Register identifying financial, operational, and
reputational risks.

e Risks are reviewed quarterly, with mitigation measures documented and shared with the
Board.

Internal Control Systems

e Standard Operating Procedures (SOPs) guide all major functions (HR, Finance, Research,
Communications).

e Policy compliance is verified through periodic internal audits.

2.5 Internal Decision-Making & Participation

PACFAIE encourages inclusive and participatory governance:
e Routine operational decisions are delegated to department leads within approved budgets.
e Strategic or policy-level changes require Board approval by simple majority vote.

e Staff are encouraged to share ideas and concerns during Quarterly Town Hall Meetings and
ethics reflection sessions.

e Every major decision is formally documented and stored in PACFAIE’s internal document
repository.

2.6 Ethics Committee Mandate

The Ethics Committee ensures that PACFAIE’s actions align with its values and the PACFAIE
Ethical AI Charter.
Its duties include:

e Reviewing reported ethical breaches.
e (Guiding project teams on ethical dilemmas.
e Advising the Executive Director and Board on emerging ethics trends.

e (Conducting semi-annual ethics reviews of ongoing projects.

Committee decisions are binding on staff and contractors, subject to appeal to the Board.
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SECTION 3 - EMPLOYMENT FRAMEWORK
3.1 Employment Categories

PACFAIE engages professionals, consultants, and volunteers under clearly defined classifications to
promote fairness and accountability.

Category Description

Full-Time Staff Employees engaged under an annual or renewable contract with full
benefits and regular hours.

Part-Time Staff Employees working reduced hours, often for project-based roles, with
prorated benefits.

Consultants Individuals providing technical or specialized services under fixed-term
contracts.

Research Fellows / Temporary appointments linked to specific academic or advocacy

Associates projects.

Volunteers & Interns Individuals contributing to short-term assignments, learning programs,

or community outreach.

All staff receive a written Letter of Engagement outlining duties, remuneration, duration, and terms
of service.

3.2 Recruitment & Selection

PACFAIE’s recruitment process upholds transparency, merit, and diversity.

Process
e Advertisement: All vacancies are publicly or internally advertised with clear qualifications.
e Application & Screening: Applications are assessed objectively against job criteria.
e Interview: Structured interviews ensure fairness and equal opportunity.
e Verification: Background, reference, and credential checks are mandatory for final

candidates.
e Appointment: Successful applicants receive an appointment letter, job description, and
onboarding schedule.

Equal Opportunity Policy
PACFAIE is an equal-opportunity employer. No candidate shall be discriminated against based on
gender, race, religion, or disability.

3.3 Onboarding & Induction

New staff undergo a structured orientation process designed to help them integrate quickly into
PACFAIE’s professional and ethical culture.
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Orientation Includes
e Overview of PACFAIE’s mission, values, and Al ethics focus areas.
e Review of this Employee Handbook.
e Introduction to digital tools and workplace protocols.

e Training on data protection, research ethics, and internal communications.

A signed acknowledgment form confirms that the employee has received and understood the
handbook.

3.4 Probation & Confirmation
All new employees serve a probationary period to assess suitability and performance.
Probation Terms

e Standard duration: 3 months (staff) or 6 months (management).

e Performance evaluation: conducted mid-probation and at completion.

e Confirmation: issued in writing after satisfactory appraisal.

e Extension: may occur if additional observation is needed.

Employees not meeting expectations after an extended probation may be released following due
process.

3.5 Performance & Conduct During Employment
PACFALIE expects every employee to:
e Demonstrate professionalism, punctuality, and respect.
e Use institutional resources responsibly.
e Participate in continuous learning and ethics training.

e Report misconduct or ethical concerns promptly.

Performance reviews consider both technical achievement and alignment with PACFAIE’s values.
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3.6 Resignation, Exit & Termination
Resignation
e Minimum notice period: 1 month or payment in lieu.

e Employees must complete the Exit Clearance Form before departure.

Termination
e May result from poor performance, misconduct, or redundancy.

e HR will issue written notice stating reasons and entitlements.

Exit Procedure

1. Complete handover and return PACFAIE assets (laptop, ID, access card).
2. Participate in an exit interview for institutional learning.
3. HR confirms clearance and processes final payment.

Final settlements—including pending salary and leave balance—are made within 10 working days
after clearance.

3.7 Employment Records & Confidentiality
PACFAIE maintains secure personnel records for each staff member, including:
e Appointment letters, identification, and references.
e Performance evaluations and training logs.
e [ eave and benefit records.
e Disciplinary or commendation letters (if applicable).

All employee records are treated as confidential and accessed only by authorized HR personnel or
auditors.

3.8 Employee Representation & Feedback
PACFALIE values open dialogue.
e Staff may raise concerns directly with HR or their line manager.
e Quarterly Staff Forums and Ethics Circles allow discussion of workplace improvements.

e Constructive feedback helps maintain a transparent, responsive organizational culture.
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SECTION 4 - PROFESSIONAL CONDUCT & ETHICS
4.1 Purpose

This section defines the standards of integrity, respect, and accountability expected of everyone
working with PACFAIE. Upholding these standards protects our reputation and ensures that our work
in Al ethics remains credible, inclusive, and trusted.

4.2 Code of Conduct
All staff, consultants, and volunteers must:
e Act honestly, fairly, and with respect for others.
e Maintain professionalism in behaviour, dress, and communication.
e Avoid harassment, bullying, discrimination, or intimidation.
e Keep confidential all information obtained through work.

e Protect PACFAIE’s reputation in person, online, and in all public interactions.

Misconduct includes, but is not limited to: dishonesty, misuse of organizational resources,
insubordination, unauthorized disclosure of information, or any act that undermines the organization’s
mission. Disciplinary action may range from a formal warning to dismissal.

4.3 Integrity and Accountability
Integrity is a core PACFAIE value. Employees must:
e Declare any potential conflicts of interest.
e Refuse bribes or personal benefits from vendors or partners.
o Represent PACFAIE accurately—never falsify documents, data, or claims.

e Report unethical practices through the appropriate channels.

4.4 Conflict of Interest Policy

A conflict of interest occurs when an employee’s personal interest might interfere with their official
duties.

Examples include:
e  Working for, or holding shares in, an organization that partners with PACFAIE.

e Receiving personal gifts or incentives that could influence professional judgment.
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e Using organizational information or resources for personal gain.

Procedure

1. Disclose potential conflicts using the Conflict of Interest Declaration Form at least once per
year or as situations arise.

2. HR or the Ethics Committee reviews and advises on mitigation or recusal.

3. Non-disclosure of a known conflict constitutes a disciplinary offence.

4.5 Whistleblowing & Safe Reporting

PACFAIE encourages staff to report unethical behaviour, fraud, or harassment without fear of
retaliation.

Reporting Channels
e FEmail: ethics@pacfaie.org or info@pacfaie.or
e Anonymous form on the PACFAIE intranet

e Direct approach to HR or the Ethics Committee chair

Process

1. Report received and acknowledged within 2 working days.
2. Preliminary review completed within 10 working days.
3. Findings documented; corrective action taken as required.

Whistleblowers are protected under PACFAIE’s Non-Retaliation Policy. Any retaliation will lead to
disciplinary measures.

4.6 Ethical Use of Al, Data & Technology
As an Al-ethics organization, PACFAIE demonstrates what responsible Al practice means.
e Use only approved Al tools for work.
e Disclose any Al assistance used in drafting or analysis.
e Never create or share deceptive content such as deepfakes.
e Store sensitive data securely and comply with NDPA/GDPR regulations.

e Seek guidance from the Ethics Committee for ambiguous cases.
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4.7 Anti-Corruption & Gifts Policy
PACFAIE maintains a zero-tolerance policy for bribery or corruption.
e Staff may not accept money, gifts, or favours intended to influence decisions.

e Nominal gifts (< ¥10 000 or equivalent) may be accepted with supervisor approval and
declaration.

e Offering or soliciting bribes on behalf of PACFAIE is strictly forbidden.

e All financial transactions must have verifiable documentation.

4.8 Representation & Public Conduct
Employees represent PACFAIE’s values whenever they speak, write, or post publicly.
e Only the Executive Director or Communications Lead may issue official statements.

e Obtain prior written approval before media interviews or conference speeches representing
PACFAIE.

e Express personal opinions respectfully and clarify when views are individual, not
institutional.

e Maintain courtesy and factual accuracy in all online engagement.

4.9 Disciplinary Process
When a breach of conduct occurs:

HR conducts a preliminary investigation.

The Ethics Committee reviews evidence and recommends action.

The Executive Director approves final decisions.

The employee may appeal to the Board HR Sub-Committee within 10 days.

el S

Disciplinary outcomes may include written warnings, suspension, restitution, or termination.
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SECTION 5 - DIGITAL GOVERNANCE & INFORMATION MANAGEMENT
5.1 Purpose

As an organization rooted in technology and ethics, PACFAIE upholds the highest standards of data
protection, cybersecurity, and responsible digital behavior. This section outlines how digital tools,
data, and information resources should be used to protect the organization, its partners, and the public.

5.2 Confidentiality & Data Protection

PACFAIE complies fully with the Nigeria Data Protection Act (NDPA), the General Data
Protection Regulation (GDPR), and its internal Research Ethics Policy.

Key Responsibilities:
e Treat all PACFAIE data as confidential unless explicitly classified as public.
e C(Collect and process only the minimum information necessary for work.

e Store all data on approved cloud platforms (Google Workspace, Notion, or secure PACFAIE
servers).

e Do not share sensitive data (staff, participants, or partners) via personal email or drives.

e Report any suspected data breach immediately to IT Support or the Ethics Committee.

Data Breach Response:

1. Report breach within 24 hours of discovery.
2. The IT team conducts investigation and containment.
3. Notify affected parties and, if necessary, data protection authorities.

5.3 Email & Communication Policy

Official Email Format: firstnamelnitials.lastnamelnitials@pacfaie.org
All staff, fellows, and consultants are assigned PACFAIE email addresses for professional use only.
Note: Interns are initially not assigned an official email

Email Signature Standard:
Full Name
Job Title | Pan-Africa Center for Al Ethics (PACFAIE)

e firstnamelnitials.lastnamelnitials@pacfaie.org | €3 www.pacfaie.org
Confidentiality Notice: This message and its attachments are for authorized use only.
Guidelines:

e Use PACFAIE email for official communication directly related to PACFAIE only.
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e Respond to internal emails within 24 hours unless on leave.
e Avoid slang, personal jokes, or unprofessional tone in formal communication.
e Keep attachments small and organized in shared folders.

e Do not forward confidential internal emails externally without approval.

5.4 Information Classification

To safeguard institutional knowledge, all documents must be labeled based on sensitivity:

Classification Description Access Level

Public Approved for public use (press releases, Open access
publications).

Internal Internal communications and working drafts. All staff

Confidential Contains sensitive data, research findings, or Authorized staff only
financial info.

Restricted Legal, donor, or executive-level material. Executive/Board only

Each department lead is responsible for ensuring correct labeling and restricted access where
necessary.

5.5 Knowledge Management & Document Storage
PACFAIE maintains a shared digital ecosystem for managing information efficiently.
Good Practices:

e Use standard naming convention: [Year][Project][DocumentTitle]

e Store all final versions in shared drive folders labeled “FINAL.

e Archive outdated files in “Archive” folders instead of deleting them.

e Back up all essential project files monthly.
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Retention Guidelines:

Record Type Retention Period

HR & Payroll Records 10 years

Research Data Minimum 5 years post-project
Financial & Audit Files 7 years

General Correspondence 3 years

5.6 Cybersecurity Policy
Cybersecurity is everyone’s responsibility.
Staff must:
e Use strong, unique passwords and change them every 90 days.
e Enable two-factor authentication on all PACFAIE systems.
e Lock computers when leaving workstations unattended.
e Avoid using public Wi-Fi for confidential work.

e Report phishing or suspicious messages immediately to IT.

Prohibited Actions:
e Installing unauthorized software.
e Sharing passwords or credentials.

e Storing PACFAIE data on personal or external USB drives without approval.

5.7 Al Tools & Digital Ethics Policy
As a leader in Al ethics, PACFAIE sets an example in responsible tool use.
Approved Al Tools (for professional tasks only):

e ChatGPT / Notion Al / Grammarly / DALL-E / Google Al Studio

e PACFAIE internal ethics-reviewed models
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Usage Guidelines:
e Always disclose Al assistance when producing official content.
e Do not upload confidential or personal data into public Al tools.
e Use generative Al responsibly — no deceptive media, impersonation, or unverified outputs.

e Credit Al tools in research or publication footnotes where applicable.

5.8 IT Support & Incident Reporting
If you encounter technical or cybersecurity issues:

1. Email info@pacfaie.org or log via the IT Helpdesk portal.
2. Include details (error, date, impact).
3. Urgent cases (system breaches, lost devices) must be reported within 2 hours.

The IT Support Team coordinates with HR and the Ethics Committee for resolution and
documentation.
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SECTION 6 - COMMUNICATION & COLLABORATION STANDARDS
6.1 Purpose

Effective communication is at the heart of PACFAIE’s success. We operate in a multidisciplinary,
hybrid, and multicultural environment; clear, respectful, and timely communication ensures
alignment, collaboration, and transparency across all teams and regions.

6.2 Internal Communication

PACFAIE uses digital tools to promote seamless teamwork while maintaining professionalism and

documentation.

Approved Channels
Purpose Tool Notes
Quick team chats & Slack Used for day-to-day coordination and group
updates discussions.
Formal PACFAIE Email Used for internal memos, partner communications,
correspondence and documentation.
Document Google Workspace / | Used for reports, project notes, and version
collaboration Notion tracking.
Meetings & briefings | Google Meet Used for staff, department, and stakeholder

meetings.

Good Practices
e Be polite and concise.
e Acknowledge messages within 24—48 hours.
e Tag relevant people clearly (e.g., “@FinanceTeam”).
e Maintain confidentiality in group channels.

e Avoid unnecessary “reply all” messages.
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Virtual Meeting Etiquette
e [og in early and check connectivity.
e Keep your camera on where possible.
e Mute when not speaking to minimize distractions.

e Dress appropriately and maintain professionalism.

6.3 External Communication & Media Relations

External communication shapes PACFAIE’s public reputation and must reflect our values of integrity,
accuracy, and inclusivity.

Authorized Spokespersons
e The Executive Director
e Communications & Outreach Lead

e Department Leads (when delegated)

NOTE: No staff member may represent PACFAIE publicly without written authorization.
Media Engagement

e All press inquiries must be referred to info@pacfaie.org

e Public statements must be factual, non-political, and aligned with PACFAIE’s mission.

e Before participating in interviews, podcasts, or panels, secure approval from the
Communications Unit.

Social Media Guidelines
e Use your personal accounts responsibly; avoid posts that could harm PACFAIE’s reputation.
e Do not disclose internal information or unpublished research online.
e Share PACFAIE updates only from verified official accounts.

e Always maintain professionalism — even in informal digital spaces.

6.4 Branding & Visual Identity
We are Pan-Africa Center for Al Ethics

Not Pan-African Center for Al Ethics or Pan Africa Center for Al Ethics or Pan-Africa Centre for Al
Ethics.
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PACFAIE’s brand represents its credibility and voice in the Al ethics community.
All visual and written outputs must reflect the organization’s official identity.

Brand Guidelines
e Use the official logo, colors, and fonts (available on the shared drive).
e Do not distort or alter the logo in any format.
e Maintain a clean, minimal style consistent with the PACFAIE identity.

e All documents must carry the official footer:
Head Office: Lagos, Nigeria | www.pacfaie.org | info@pacfaie.org

Tone of Voice
e Ethical: uphold truth, fairness, and accuracy.
e Empathetic: respect lived experiences and diverse viewpoints.

e Evidence-Based: prioritize facts and verifiable information.

6.5 Hierarchy & Address Etiquette

PACFAIE encourages respect without unnecessary formality.

Addressing Colleagues
e Address colleagues by their first names or professional titles (Dr., Mr., Ms.) when necessary.
e Acknowledge senior staff courteously, but express your opinions confidently and respectfully.

e Always address partners and external collaborators formally in writing.

Meeting Etiquette
e Give others time to speak.
e Listen actively and avoid interruptions.

e Keep contributions relevant to the agenda.

6.6 Collaboration Culture

PACFAIE promotes a culture of cross-functional collaboration where ideas are shared freely but
decisions are made with accountability.

Key Expectations

e Share progress updates openly within your team.


http://www.pacfaie.org/
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e Respect deadlines — communicate early if delays arise.
e (redit colleagues fairly for their contributions.
e Encourage constructive feedback.

e Document outcomes of all collaborative meetings for transparency.

Quarterly “Knowledge Exchange” Sessions
PACFAIE organizes cross-departmental sessions every quarter to share research updates, lessons, and
innovations. Participation is expected from all staff.

6.7 Events, Representation & Travel Protocol
When representing PACFAIE at events or in the field:
e Maintain professionalism and cultural sensitivity.
e Dress appropriately for the event’s context.
e Speak within the scope of PACFAIE’s approved messaging.
e Travel only with pre-approved itineraries and risk assessments.
e Submit travel expense claims within 10 working days after return.

e Submit a brief Post-Event Report summarizing key insights and opportunities.

6.8 Communication During Emergencies

In emergencies or crises:
e Share verified information only.
e Refer all external communication to the Communications Lead or Executive Director.
e Avoid making statements on social media without authorization.

e The Communications Unit will issue official updates on behalf of PACFAIE.

SECTION 7 - RESEARCH, ADVOCACY & PUBLIC ENGAGEMENT

7.1 Purpose
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Research and advocacy are at the heart of PACFAIE’s mission to shape responsible, human-centred
Al practice in Africa. This section defines ethical standards for designing, conducting, publishing, and
communicating research or advocacy outputs under the PACFAIE name.

7.2 Research Ethics & Integrity

Core Principles

e Respect for Persons: participation must be voluntary, informed, and dignified.

e Beneficence: research should deliver social or policy value and minimize harm.

e Justice: selection of participants must be fair and inclusive.

e Accountability: all research data, methods, and outcomes must be traceable and auditable.
Requirements

e Obtain ethics approval from a recognized Research Ethics Committee (internal or external).
e Secure written informed consent from all participants.
e Protect anonymity and confidentiality unless explicit permission is granted.
e Maintain data securely for at least five years after project completion.
e Report adverse events or protocol deviations immediately to the Ethics Committee.
7.3 Authorship & Intellectual Property
Authorship Guidelines

e Credit all contributors who played a significant role in conception, design, analysis, or
writing.

e Use the format: [Author Names], Pan-Africa Center for Al Ethics (PACFAIE) in all
publications.

e  Ghost-writing or omission of rightful authors is unethical.

Intellectual Property (IP)

e Research or tools developed with PACFAIE resources are jointly owned by PACFAIE and
the author(s).

e External reuse requires written permission from the Executive Director.

e PACFAIE encourages open-access licensing (e.g., Creative Commons BY-NC) whenever
compatible with donor rules.

7.4 Data Management in Research
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e Store datasets on PACFAIE’s encrypted cloud or institutional drives—never on personal
devices.

e Label datasets according to sensitivity (Public, Internal, Confidential, Restricted).
e Remove personally identifiable information before data sharing or publication.

e Back-up datasets monthly and maintain documentation (metadata, codebooks, scripts).

7.5 Advocacy Principles

PACFAIE’s advocacy translates research into positive policy change and public awareness.
Advocacy activities must remain non-partisan, evidence-based, and community-oriented.

Guidelines
e Align messages with PACFAIE’s mission and Ethical Al Charter.

e Obtain written clearance from the Policy & Advocacy Lead before engaging with
government, media, or international bodies.

e Disclose affiliations and funding sources in all public statements.

e Maintain a respectful, solutions-focused tone even when addressing sensitive issues.

7.6 Collaboration & Partnerships in Research

PACFAIE welcomes partnerships that strengthen African Al ethics scholarship while maintaining
independence.

Collaboration Rules
e Sign a Memorandum of Understanding (MoU) for any project.
e Partners must uphold PACFAIE’s research ethics and data-sharing standards.
e All collaborative outputs must acknowledge PACFAIE’s contribution.

e Conflicts over authorship or data ownership are mediated by the Ethics Committee.

7.7 Dissemination & Knowledge Sharing

To amplify impact, PACFAIE encourages wide dissemination of research findings through:
e Peer-reviewed journals, conferences, and policy briefs.
e Community workshops and open-data repositories (when ethical).

e PACFAIE’s own publication platforms and newsletters.
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All materials undergo editorial and ethical review before release.

SECTION 8 — CONFLICT MANAGEMENT & GRIEVANCE PROCEDURES

8.1 Purpose

27



IPIQ bl -AFRIC.ﬂl

{ CENTER FOR|
tAl-ETHICS;

| SE———— |

PACFAIE values teamwork, respect, and fairness. When disagreements occur, they must be handled
early, objectively, and constructively. This section provides a transparent framework for resolving
interpersonal, operational, or ethical conflicts within the organization.

8.2 Guiding Principles

Fairness: every party deserves a chance to be heard.

Confidentiality: discussions and documents remain private.

Timeliness: issues should be raised and resolved promptly.

Non-retaliation: no employee will suffer reprisals for raising a genuine concern.
Restoration: the goal of every process is reconciliation and institutional learning, not

punishment.

8.3 Scope
This policy applies to:
e Conflicts between colleagues or teams.
e Complaints regarding unfair treatment, discrimination, or harassment.
e Disputes about work conditions, supervision, or ethics compliance.
e Alleged breaches of PACFAIE’s Code of Conduct or Al Ethics Charter.

8.4 Informal Resolution (Step 1)

PACFAIE encourages staff to address issues at the earliest stage.

Actions:
1. Speak privately and respectfully with the person involved.
2. Explain the concern, focusing on behavior or impact, not personality.
3. Seek common understanding or compromise.
4. Ifresolved, document the outcome informally (email summary or meeting note).

If informal dialogue fails, proceed to formal mediation.

8.5 Mediation by Supervisor or HR (Step 2)
If direct resolution fails or feels unsafe:

Report the issue to your Supervisor or HR Officer in writing.
HR will organize a confidential mediation meeting within 5 working days.
Both parties may bring a colleague or representative for support.

HR documents key points and agreed actions.

If no agreement is reached, escalation follows.

8.6 Formal Grievance Procedure (Step 3)
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Filing a Formal Complaint
e Submit a Grievance Form to HR (physical or electronic).
e Include: date, individuals involved, summary of events, and desired resolution.

e HR acknowledges receipt within 2 working days.

Investigation Process

1. HR and the Ethics Committee review the complaint.

2. Interviews or written statements may be requested.

3. The investigation is completed within 15 working days.

4. Findings and recommendations are shared confidentially with both parties.

Possible outcomes:
e Mediation agreement.
e  Written warning or corrective action.
e Dismissal for serious misconduct.

e Organizational process changes or policy updates.

8.7 Appeals (Step 4)
If dissatisfied with the outcome:
e Submit a written appeal within 10 working days to the Executive Director.

e The Executive Director reviews and decides within 10 working days.

e  Where unresolved, the case may be referred to the Board HR & Ethics Sub-Commiittee,

whose decision is final.

8.8 Confidentiality & Records

e HR maintains secure files for all grievance and disciplinary cases.
e Records are retained for five years from the date of closure.

® Access is restricted to HR, the Ethics Committee, and authorized leadership.

8.9 Protection Against Retaliation
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Retaliation against a complainant, witness, or investigator is strictly prohibited and will lead to
disciplinary action up to termination.

PACFAIE encourages a speak-up culture where staff can raise issues without fear.

SECTION 9 — PARTNERSHIPS, VOLUNTEERS & FELLOWS

9.1 Purpose
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PACFAIE recognizes that advancing ethical Al in Africa requires collaboration across academia,
government, private sector, and civil society.

This section defines how partnerships, volunteers, and fellows engage with PACFAIE in line with our
mission, values, and accountability principles.

9.2 Partnership Principles
All partnerships must uphold PACFAIE’s commitments to:

e Ethical Integrity: no partnership should compromise objectivity or create conflicts of
interest.
Transparency: all agreements are documented in writing and approved by leadership.
Equity: partners from underrepresented regions or groups are given fair opportunities.
Mutual Benefit: collaborations must contribute to PACFAIE’s mission while delivering value

to partners.
Types of Partnerships
Category Description
Academic/Research Joint studies, data collaborations, knowledge exchange programs.
Advocacy/Policy Campaigns or joint statements promoting ethical Al governance.

Corporate/Technology | Responsible innovation partnerships ensuring ethics integration.

Community/NGO Local or grassroots collaborations focused on awareness and
education.

9.3 Memorandum of Understanding (MoU)
All partnerships must be governed by an MoU signed by both parties.
The MoU must define:

Purpose and scope of collaboration.

Roles and responsibilities of each party.

Data and intellectual property ownership.
Funding, deliverables, and reporting expectations.

Termination and renewal conditions.

Draft MoUs are reviewed by the Legal/Ethics Committee before signing.
9.4 Partner Communication & Branding

e Partners may use PACFAIE’s logo only after receiving written authorization from the
Communications Unit.
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e Co-branded outputs must adhere to both organizations’ branding and ethics guidelines.
e Joint press releases or media statements require pre-approval by the Executive Director.

e Confidential partner information must never be disclosed without consent.

9.5 Volunteer & Intern Engagement

PACFAIE welcomes volunteers and interns who align with its ethical mission.
Terms of Engagement

e Volunteers and interns sign a Short-Term Engagement Agreement specifying duties,
duration, supervision, and confidentiality.
Access to data and systems is granted on a need-to-know basis.
Volunteers are expected to adhere to the same Code of Conduct as staff.
At the end of their term, participants receive a Certificate of Service and performance
feedback.

Supervision
Each volunteer or intern is assigned a Mentor or Supervisor responsible for onboarding, task
allocation, and evaluation.

9.6 Fellows & Visiting Researchers

PACFAIE offers fellowships and visiting researcher roles to experts contributing to Al ethics
scholarship or advocacy.

Key Guidelines

Fellows must submit a Research or Policy Plan aligned with PACFAIE’s thematic priorities.
Fellows are bound by the Research Ethics and AI Charter (Section 9 and Annex).
PACFAIE may provide workspace, supervision, and limited research funding.

Outputs produced during the fellowship remain jointly owned by the fellow and PACFAIE.

Fellows must submit a Final Report summarizing findings and recommendations before
departure.

9.7 Safeguarding & Protection Policy

PACFAIE maintains a zero-tolerance policy for exploitation, abuse, or harassment, especially in
projects involving vulnerable populations.
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Safeguarding Commitments

e All staff, partners, and volunteers must complete safeguarding training.
e Any report of abuse or misconduct will trigger immediate investigation.
e Verified breaches lead to termination of engagement and legal reporting where necessary.

Safeguarding incidents must be reported directly to HR (hr@pacfaie.org).

9.8 Ethical Procurement & Conflict of Interest

PACFAIE’s partnerships and vendor relationships must avoid conflicts of interest.

Rules
e Declare any personal relationship or prior affiliation with vendors or partner organizations.
e Procurement processes follow competitive, transparent bidding.
e No staff or board member may personally benefit from partner contracts.
e Violations may lead to disciplinary or legal action.

9.9 Partnership Evaluation

All significant partnerships (financial, research, or advocacy) are reviewed annually to assess:
e Impact on PACFAIE’s mission and communities.
e Compliance with ethics and financial standards.

e Sustainability and knowledge-sharing outcomes.

Partnership review reports are submitted to the Executive Director

SECTION 10 — EXIT, OFFBOARDING & POST-EMPLOYMENT OBLIGATIONS

10.1 Purpose
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This section provides a consistent framework for ending employment relationships with dignity,
transparency, and accountability. It ensures that knowledge is transferred, organizational assets are
returned, and all financial obligations are properly settled.

10.2 Exit Pathways

Employment with PACFAIE may end through any of the following:

Type Description

Resignation Employee voluntarily ends employment after serving written notice.

Completion of Contract | Fixed-term engagement concludes naturally at expiry.

Termination by Due to redundancy, restructuring, or misconduct, following due
PACFAIE process.
Mutual Separation Agreement between PACFAIE and employee to end contract on agreed
terms.
Retirement At the prescribed age or completion of long-term service.
10.3 Notice Periods

e Standard notice: 1 month for staff, 2 months for managers.
e Either party may offer payment in lieu of notice with mutual agreement.

e Shorter notice may apply to probationary or consultancy roles as stated in the engagement
letter.

10.4 Offboarding Procedure
To ensure a smooth transition, HR coordinates the offboarding process as follows:

Step 1 — Notice & Acknowledgment
Employee submits a formal resignation letter; HR acknowledges within 3 working days.

Step 2 — Handover Plan
A detailed handover note is prepared, listing pending assignments, project contacts, and shared
documents.

Step 3 — Asset Return & Access Revocation

All PACFAIE property (laptop, phone, ID card, access badge, data drive) must be returned to HR
before exit.

IT will deactivate system access within 24 hours of the employee’s final working day.

Step 4 — Exit Interview
HR conducts an exit interview to gather feedback on work experience, leadership, and improvement
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areas.
Feedback summaries (non-identifiable) are reviewed quarterly for organizational learning.

Step 5 — Clearance & Final Settlement
Upon return of assets and clearance approval, Finance processes:

e Outstanding salary.
e Unused leave balance (if applicable).

e Approved expense claims.

Final payments are completed within 10 working days of clearance.

10.5 Knowledge Transfer & Handover

Departing employees must:
e Submit a Knowledge Transfer Report summarizing key insights, tools, and data sources.
e Brief their successor or supervisor on ongoing tasks.

e Ensure that all work files are properly labeled and stored on shared drives.

Supervisors confirm receipt using the Exit Clearance Form.

10.6 Post-Employment Confidentiality
Former staff remain bound by PACFAIE’s confidentiality and data-protection clauses.
They must not:

e Disclose confidential information or project data.

e Use internal materials or intellectual property for personal or competing purposes.

e Represent themselves as current PACFAIE employees.

Breach of confidentiality may result in legal action.

10.7 Re-Engagement Policy

Former employees in good standing may be considered for re-employment or consultancy after at
least six months, provided no ethical or disciplinary issues remain.
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10.8 Alumni Engagement

PACFAIE maintains an Alumni Network to sustain professional ties and mentorship.
Benefits of the Alumni Network

e Access to continued learning opportunities and events.

e Collaboration on ethics projects and publications.

e Invitations to PACFAIE’s annual Impact & Ethics Week.

Departing staff are encouraged to join and remain part of the PACFAIE community.

SECTION 11 — APPENDICES, FORMS & QUICK REFERENCE

11.1 Purpose
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This section provides standard templates and reference materials to support everyday HR and
administrative processes at PACFAIE. Each form is available digitally on the shared drive or intranet
and may be customized by departments when needed.

11.2 Template Forms

A. Leave Application Form

Field Details

Name

Department

Type of Leave Annual / Sick / Maternity / Paternity / Compassionate /
Unpaid

Start Date

End Date

Total Working Days

Supervisor’s
Comment

HR Approval

Instructions:
Submit the completed form to HR at least 10 working days before planned leave (except in
emergencies).

B. Expense Claim Form

AN AN




IPA N .ﬂFRIC.ﬂl

CENTER FOR
AI ETHICS;

Field Details

Name

Department / Project

Description of Expense

Date Incurred

Amount (¥)

Receipt Attached (Y/N)

Supervisor / Finance Approval

Instructions:
Attach receipts or invoices and submit within 10 working days after expenditure.

C. Conflict of Interest Declaration
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L , hereby declare that:

1 I have no conflict of interest to declare.

U] I have the following potential conflict(s):

Signature: Date:

Supervisor’s Review:

Note:

Staff must submit this form annually or immediately upon identifying a potential conflict.

D. Research Consent Form

39
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Project Title:

Researcher:

Purpose of Study:

Confidentiality Statement:
Your participation is voluntary. Data will be kept confidential and used only for research purposes.

You may withdraw at any time without consequence.

Signature of Participant: Date:

Signature of Researcher: Date:

E. Risk Assessment Checklist (for Fieldwork or Travel)
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Category Question Response / Notes
Health Are vaccinations or medical precautions required?
Security Are there known local or regional risks?
Transport Are transport arrangements reliable and safe?

Communication | Are emergency contacts accessible?

Insurance Has travel/accident insurance been confirmed?

Approval Supervisor’s Signature / Date

Submit to HR at least five (5) working days before travel.

11.3 Contact Directory

.
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Department

Email

Role

Human Resources

hr@pacfaie.or

Leave, benefits, recruitment

Finance finance@pacfaie.or Reimbursements, salary, audit
IT & Digital Yet to be assigned Technical support,
Governance cybersecurity

Ethics Committee

Yet to be assigned

Ethics, Al incident reports

Communications info@pacftaie.org Branding, publications, media

Safeguarding Yet to be assigned Misconduct or welfare
concerns

Partnership partnership@pacfaie.org

Programs program(@pacfaie.org

Emergency Line

info@pacfaie.org

24-hour hotline for urgent
support
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