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SIMPLE GUIDE TO THE CODE OF CONDUCT 

(BASIC STEPS TO ENSURE THE CODE IS IMPLEMENTED) 

 

This document is designed to translate the standards in the Code of Conduct into basic, 

practical steps. The standards from the Code are divided in 6 areas for easier practical 

implementation. The first one contains general standards – these are standards that are based 

on international norms that do not need further explanation. The other 5 groups are: 

 Participation in decision-making; 

 Recognizing CSOs as equal partners; 

 Capacity-building for CSOs and public officials; 

 Transparent support to CSOs; 

 Creating institutional mechanisms to support partnership. 

 

A more detailed explanation of the practical steps in each of the 5 areas could be found in the 

Guidelines for public institutions for better cooperation with CSOs. 

 

General Standards 

1.1.a. Follow up the international law and the standards on civic participation and ensure the 

national legislation’s compatibility with them.  

2.1. a. Inform the citizens about the freedom of association, importance of citizens’ 

participation and ways of participation into decision and policy making processes. 

2.2.a. Remove all barriers that limit citizens’ and civil society organizations’ capability to 

exercise their freedom of association arbitrarily. 

5.1. Take action against any lawful or unlawful forms of discrimination. 

 

Standards related to participation in decision-making: 

 

Access to information 

1.1.b. Ensure the accessibility of all legislation and juristic documentation through via 

common and up to date tools of communication.  

1.4.a. Initiate a platform for sustainable deliberation on any legislative process in which civil 

society organizations can freely participate.  

3.3.a. Produce and share the information transparently. Initiate standards which all public 

institutions are obliged to comply in producing, collecting and sharing information. Ensure 

that the information produced and shared by the public institutions are accessible and user- 

friendly for civil society organizations and citizens to utilize it for monitoring, reporting etc. 

3.3.b. Provide the enabling environment for civil society organizations to monitor and oversee 

the data provided and acts of government and the public institutions. 
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3.3.c. Give feedback for and respond to any request for information or questions asked to 

underline the accountability and the legitimacy of acts and decisions. 

4.1.a. Be active not just in provision of information, but also be prone to gather information 

and feedback from civil society organizations. 

4.1.b. Endeavour to provide feedback. 

4.1.c. Ensure that the work required to build and develop the dialogue between civil society 

organizations and public sector is included in the work plan of public institutions and civil 

servants.  

 

Some practical tips on how to make the provision of information helpful in the decision-

making process: 

 

a. Public authorities could publish their agenda or plans for adopting new policies or 

amending existing ones for the next 6/12 months. In this way all interested parties 

would be informed in advance of what are the areas in which the institution will 

work and would be prepared to provide input. 

b. Based on the published agenda, people/CSOs could declare what are the topics in 

which they are interested and would like to receive further information and be 

invited to further discussions. In this way the public authorities will have a 

preliminary list of interested stakeholders that they could contact with questions or 

ask for opinion in the drafting process. 

c. Public institutions could create specialized sections on their websites for the 

policies on which they are working or plan to work. There they could publish 

information such as: 

i. The agenda for work in the next 6/12 months; 

ii. News on initiating new reforms, laws, policies, etc. and information 

about the planned timeline for those; 

iii. Calls for experts to participate in the working groups that will draft 

the respective policies (and remember that inviting CSOs and other 

outside experts is a very good way to access free expertize); 

iv. Publication of draft laws and policies; 

v. Publication of all other documents related to the policies that are 

drafted such as analyses made, opinions received, feedback 

provided to the received opinions, etc. 

 

d. While Internet is an easy tool to provide information to the public, it is not the only 

tool to do that. Very often, there are groups that do not use the Internet or do not 

visit the website of the respective authority and therefore if we want that the 
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information reaches them, we need to use other mechanisms. That is why 

alternative mechanisms for provision of information should also be used such as: 

i. Publication of information in the printed or electronic media, 

especially in the case of important policies; 

ii. Publication of information on the places where the target groups 

will find it e.g. specialized websites, posters put in places where 

such people gather, etc. 

iii. Contacting CSOs that represent the respective groups and asking 

for their assistance in disseminating the information; 

iv. Sending e-mails or even letters. 

 

Consultation 

1.2.a. Guarantee that any amendment in any legislation has been executed in a participatory 

manner that includes all necessary stakeholders regardless of their legal status or 

organizational form.  

1.2.b. Provide an open call for all civil society organizations and citizens who wants to 

contribute or monitor the process and ensure that the outcome will be a product of 

deliberation in which all parties can give consent to. 

1.3.a. Guarantee the responsiveness and flexibility of the legislations regarding the social, 

economic and technologic changes and developments; acknowledge that full participation 

requires more than a round table meeting with a very limited number of organizations. 

1.3.b. Always ask for feedback about the working and the adequacy of the legislation and do 

necessary amendments accordingly. 

2.2.e. Consult at the earliest possible stage of the decision making process, not only when 

there is need for an information on a very specific issue; but to underline the legitimacy of the 

decisions and act of the government. 

2.3.d. When necessary organize regular local consultation meetings with the civil society 

organizations both to include local organizations into the decision making process and to do 

needs assessment of the civil society. 

3.1.b. Give an explicit call when inviting civil society organizations to all informative and 

consultative processes including  drafting of legislations or policy plans etc. 

3.2.c. When asking for consultation from civil society organizations be transparent about who 

is consulted on what issues. 

4.2.a. Do not consult only when there is special need for an expertise from any particular civil 

society organization. Ensure that the dialogue and the framework for cooperation are 

institutionalized and be sustainable over time and across different fields of work. 

4.3.a. Considering the variable sizes of organizational and institutional capacity of civil 

society organizations and the complexity of the issue that will be consulted about; provide 
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legitimate time frame (minimum of 4 weeks, up to 12 weeks) for civil society organizations to 

respond the quest for consultation, so make sure that the consultation can turn into dialogue. 

4.4.a. Conduct regular needs assessment research with CSOs. Do social impact analysis for 

decisions and acts of the government and public institutions as well as the projects done in 

cooperation with the civil society organizations. 

4.4.b. Include all stakeholders in making of the analysis. Use the outcomes and outputs to 

review the problems and deficiencies in on-going projects and mechanisms to have a 

prospectus for future decisions and to ameliorate the working of the current affairs, 

concerning legislation and the Code of Conduct itself. Ensure that all decisions taken are 

evaluated within a multifaceted policy framework that provides consistency across the fields 

of work. 

5.2. Ensure the participation of under-represented and disadvantaged groups like poor, young 

people, women, people with disabilities, ethnic minorities etc. Remove any barrier against 

their participation. Understand their specific needs by regularly seeking their opinion and do 

necessary amendments in the Code of Conduct and concerning legislation accordingly.  

 

There are some basic truths about consultation: 

 CSOs should always be involved in the public consultations 

 The involvement should start as early as possible 

 Authorities should use various involvement methods and not count on only one 

 There should be clear procedure/standards for organizing public consultations 

 It is good to designate a person that will be responsible for organizing the 

consultation 

 The deadline for receiving comments and proposals should be sufficiently long 

 All comments received should be published on the Internet 

 Institutions should provide feedback to all opinions received 

 There should be evaluation of how documents were consulted 

 

Examples of the areas to be regulated by the standards for consultation: 

o For which acts will the standards apply – are those only laws or also 

include strategic documents. In which cases the prescribed standards are 

mandatory and in which cases they can be bypassed (e.g. in case of urgent 

matters or ratified international treaties); 

o Who is responsible for consultations – each public institution should have a 

person/department responsible for public consultations. Ideally the process 

of consultation should be incorporated in the process of drafting; 
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o Always assess how policies will affect CSOs – when assessing the impact of 

policies or laws, make sure to evaluate whether these policies will have any 

effect on CSOs and what this will be; 

o What are the possible consultation methods – how to involve CSOs and 

people and at which stages you should use various methods; 

o What will be the consultation process - at the start of the consultation 

process always explain what has happened so far and how will the 

consultation process be organized incl. what are the next steps and what is 

the timeline for them; 

o How to communicate the consultation process – what communications 

channels should be used in order to reach the maximum possible audience 

or reach specific target audiences (e.g. elderly, people with disabilities, 

refugees, etc.) that may have no access to traditional communication 

channels; 

o What is the content of the consultation document – what information 

should the institution publish together with the draft document. This could 

include description of the aim of the consultation, key questions/issues for 

consultation, what are the various methods for consultation to be used, 

what is the deadline for consultation, any additional documents related to 

the topic of consultation, etc. In addition, a good practice is to provide a 

resume of the document that could also be read by non-experts which 

includes the key questions to which public authorities need suggestions; 

 

Dialogue and participation in consultative bodies 

3.2.a. Give an explicit call and ensure the transparency of the following process of application 

and selection of civil society organizations to participate to public bodies including 

parliamentary commissions, city councils, municipal councils etc. 

3.2.b. Ensure that the field of expertise, experience and policy relevance of civil society 

organization are taken into consideration during the selection. 

 

Here are some practical suggestions related to consultative bodies: 

 Clearly define what is the mandate of the consultative body – does it make binding 

decisions or just has consultative character for the body to which it is attached; 

 Ensure it meets regularly and the meetings are organized giving sufficient advance 

notice so that its members can plan their time; 

 Ensure that members receive the materials they will be discussing well in advance of 

the meeting to be able to review and prepare opinions on those; 

 Ensure that CSOs representatives are treated in an equal manner as other members e.g. 

they have the right to vote, the right to table proposals, etc.; 
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 Ensure the consultative body operates in a transparent manner – there is a clear 

procedure how its members are selected, the minutes of its meetings, its opinions and 

decisions are publicly accessible on the Internet; 

 Ensure that the state officials represented in such bodies have a sufficiently high 

standing so that when they comment, it is clear that this obliges the institutions they 

represent and there is no need for a follow-up coordination with their superiors; 

 It is always good for such bodies to have a secretariat composed of permanent 

employees that organize meetings and ensure the work of the body runs smoothly; 

 Especially in bodies dealing with the relations between government and civil society it 

is a good practice to have at least equal number of CSO representatives and state 

representatives and each of the quotas nominates its own representatives. 

 

 

Standards related to capacity building: 

2.1.b. Ensure that all public officials and civil servants who work with the civil society 

organizations particularly have adequate and good knowledge of the legislation, the code of 

conduct, practices and projects concerning civil society-public sector dialogue and 

cooperation. 

3.4.d. Be open to any kind of partnership that aims to improve the compatibility of public 

institutions’ with the principles of good governance, accountability and transparency. 

 

Public authorities should be trained on how to plan a consultation process. As with any 

other process, consultation processes require preparation and good planning skills because a 

good consultation is the one which has been prepared well in advance. There are several 

important steps which should be followed in each consultation planning process: 

 What are the key issues on which we want to consult; 

 Who are the stakeholders; 

 How are we going to consult (what methods are we going to use); 

 Information campaign (that starts with publication of the announcement for the 

consultation); 

 Confirmation that comments have been received and their publication online; 

 Analyze comments and prepare a report with feedback; 

 Publish the feedback and report; 

 Evaluate the consultation process. 

 

Standards related to recognizing CSOs as equal partners 

2.2.b. Ensure equal Access for all civil society actors to available means, channels and 

mechanisms of communication and dialogue. 
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2.2.c. Ensure equal recognition of civil society organizations by public institutions. 

2.2.d. Recognize civil society actors as competent actors in their area of expertise and 

experience. 

2.4.b. Build strategy plans in which the civil society organizations are included as equal 

partners. 

3.1.a. Stand at an equal distance to all civil society organizations regardless of their field of 

experience and expertise. 

4.2.b. Assure that the public sector’s attitude towards CSOs is positively consistent across 

different fields of policy and institutions. 

5.3. Take initiative to promote social and community cohesion in which under represented 

and disadvantaged groups can contribute and participate as equal parts. Provide adequate 

amount of public funding for that to happen. 

 

Some practical tips on how to treat CSOs equally in practice are given below: 

 CSOs are independent entities and there should be no attempts by the government to 

influence the internal decision-making process of a CSO; 

 Opinions, contrary to the official position of the government, should not be treated as 

activities against the state but as an expression of the pluralism of society; 

 CSOs should be included in every consultative body in which business or labor unions 

are participating, if there is interest on behalf of CSOs for that; 

 Public institutions should not question the legitimacy of CSOs or the number of people 

they represent as every opinion matters and the more viewpoints there are, the better. 

 

Standards related to transparent support to CSOs 

2.3.a. Provide adequate social and financial support for the capacity building of both public 

institutions and civil society organizations. 

2.3.b. Provide wide range of funding of all amounts to be able to respond the need of civil 

society organizations in different sizes. 

2.3.c. When doing a project with a civil society organization, always agree on a prior 

timetable of actions. 

2.4.c. Ensure the availability of the legislative and practical superstructure for civil society 

organizations to work as service providers. 

3.1.d. Provide solid and clear criteria for fund raising applications and be transparent during 

the process of determining which civil society organization to finance. 

3.4.b. Distribute the public finance for civil society organizations via channels that 

consolidate the independence of civil society organizations. 

 

The most typical way for public authorities to support CSO ideas or projects is by funding 

them. There are several mechanisms through which this can happen: 
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a) Provision of grants – This is the process through which the authorities provide 

financing for the realization of specific CSO ideas or projects. This could happen 

directly, by providing a budget subsidy to a specific organization or idea but the best 

practice is that funding should be provided after a competition has been organized. 

This process requires to clearly announce the goals of the funding, the requirements 

for candidates and the evaluation criteria in order to ensure the transparency of the 

process.  

b) Contracting/procurement of services to CSOs – in this case there is also a 

competition announced. In this case the competition is for a specific service (e.g. 

setting up a shelter for women that have suffered violence) and the winner is only one 

(for each competition organized). 

c) Co-funding of CSO projects – this is a common mechanism for CSO support by 

public authorities. Traditionally, EU projects for example, require that CSOs provide 

part of the project’s budget as their own contribution. Very often CSOs cannot secure 

this. For public authorities this is a good way to attract money for local needs 

(especially if the project addresses local problems) as they provide a minor investment 

and attract a larger share of resources. 

 

As a general rule, all support should happen through a transparent procedure and the 

criteria for receiving support should be public and clear. 

 

Standards related to creating institutional mechanisms to support partnership 

1.4.b. Promote and admit the establishment of an independent mechanism of supervision that 

will audit and examine the lawfulness of the acts of both civil society and public institutions. 

2.4.a. Do all necessary arrangements to improve the superstructure of enabling environment 

for civil society to flourish; including efficient and ethical use of means of communication 

and mainstreaming civil society in policy areas, besides the implementation of the concerning 

legislation. 

3.4.a. Initiate the necessary platforms where both public institutions and civil society 

organizations can produce and share the information and the data vis a vis; ensure the 

sustainability of such platforms over time and across fields of work. 

3.4.c. Lead the way for the establishment of an independent body that will be in charge of 

financial auditing of civil society organizations. 

4.3.b. Initiate necessary mechanisms of monitoring and evaluation that enables civil society 

actors assess and provide feedback on public institutions’ performance in developing the 

dialogue. 

4.4.c. Initiate a platform where civil society organizations and citizens can bring their 

objectives and opinions when they need to. If necessary, establish persistent departments and 
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authorize reasonable number of personnel to work particularly on CSO- public sector 

dialogue within public institutions.  Accordingly, ensure that the Code of Conduct meets the 

needs and the demands of the civil society. Do necessary amendments in the Code of Conduct 

by consulting the civil society. 

5.4. Establish cooperation and partnership with civil society organizations that represent 

disadvantaged and underrepresented groups. 

 

Here are some potential ideas to be implemented by authorities: 

 

1. Each public authority can designate or appoint an official responsible for consultations 

and contacts with CSOs (contact persons in each institution) – such people would 

provide assistance to CSOs when initiating contacts with the respective authority; 

2. In order to ensure that there is a holistic approach towards CSOs, many countries (both 

at the national and local level) develop strategies/charters for partnership or 

cooperation with CSOs – these underline the basic principles in the communication 

between the two partners, provide for the basic goals of such partnership and set out 

the undertaking of the respective public institution towards CSOs. 

3. An additional institutional mechanism that supports partnership is the creation of a 

joint council composed of equal number of CSOs and public officials that deals with 

CSO development and partnership. 

4. Bodies in charge of monitoring/overseeing CSOs should be free from political 

influence. 

 

 


