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BZ Code of Conduct on Integrity  
 
Think before you act 
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Dear colleague, 

 

The world around us is changing and BZ is changing too. So it’s time for an updated Code of 

Conduct on Integrity. 

 

Integrity is one of BZ’s core values. To me it means always acting in a professional manner. 

It also means treating each other with respect and being open to constructive criticism. It’s 

about creating a safe and supportive environment in which people are not afraid to speak 

frankly to colleagues about behaviour where necessary. That’s essential for everyone who 

works at BZ, whatever their role. 

 

Integrity management at BZ is in good shape. The number of reported integrity breaches (or 

potential breaches) is rising. More staff feel able to report incidents, and reporting by 

managers has also improved. 

  

But there’s still work to be done. For instance in addressing the grey area where people’s 

behaviour does not directly break the rules, but can still be seen as unethical. Like repeatedly 

and inappropriately testing the boundaries of regulations, behaving inappropriately towards 

colleagues, or abusing one’s position and privileges. 

 

We don’t want this sort of behaviour in our organisation. In our role as BZ professionals, all 

our decisions are expected to serve the public interest. The media keep a close eye on this. 

We all determine BZ’s image: not only in The Hague and at the missions, but also on foreign 

visits and at international conferences. We are the face of the Netherlands abroad. 

 

So we mustn’t shy away from frank discussions with colleagues if we see unethical 

behaviour. We must ensure that suspected integrity breaches do not go unreported because 

staff members feel a lack of support from their managers. 

 

It’s also vital that missions and departments are aware of the varied composition of BZ staff.  

Our people have a range of backgrounds, rooted in different cultures. We should work 

together to translate the principles underpinning the Code of Conduct into clear agreements 

on how to deal with particular dilemmas in work situations. 

 

I believe that working at BZ is something to be proud of, but it also entails responsibilities for 

all of us, no matter what our role. 
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Joke Brandt 

Secretary-General 
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Introduction 
 

The society we work in is getting faster and more complex all the time. Traditional certainties 

can no longer be counted on and some have already disappeared. Modern diplomacy and 

new developments like social media and smart working are presenting BZ with new 

challenges. It is becoming increasingly difficult to separate work and private life. We also 

have to deal with a wide range of stakeholders, interests, developments and views. In this 

complex world, it is a major challenge to chart a straight course and stick to it. Are we always 

sufficiently aware of the consequences of our actions? We may not pause to think about this 

every day, but we certainly should. Does our professional conduct stand up to scrutiny? 

 

The new Code of Conduct designed by and for BZ staff plays an important role here. It 

explains what integrity means in practice at BZ. It broadly defines not only the conduct the 

ministry expects from its staff, but also what staff can expect from the organisation. The 

Code of Conduct also provides a guide for managers, whose position makes them 

responsible for setting the right example. 

 

In order to protect our integrity, we must always be aware of the line between acceptable and 

unacceptable behaviour. Legislation offers us a set of basic rules we must obey, but that is 

not always enough. There are also grey areas, where we must all take individual 

responsibility for applying BZ’s ethical standards. The BZ Code of Conduct should help. It 

explains the basic concepts underpinning ethical behaviour and contains references to the 

relevant legislation. 

 

In light of the international context of BZ’s work, the BZ Code of Conduct adds to and builds 

on the Central Government Code of Conduct, which was introduced across central 

government in 2016. 
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1 Turn a blind eye? 
 

Responsible  
The reputation of the Ministry of Foreign Affairs depends on the conduct of its staff – in other 

words, on each and every one of us. If our conduct is unethical, it will damage the ministry 

and Dutch interests abroad. This means that we should be beyond reproach. We are all 

answerable for our conduct – every day. Challenging a colleague about their behaviour can 

be difficult, especially in situations where we depend on each other. So creating an 

atmosphere in which it is possible to confront dilemmas and speak frankly with each other is 

crucial. By opening up the discussion on integrity issues we can contribute to a good working 

environment and avoid creating a ‘tale-telling’ culture. 

 

We must always report unethical conduct. Signs that may indicate problems must never be 

ignored. Not reporting or not daring to report unethical conduct – however understandable 

this may be – is also a form of unethical behaviour. Unethical conduct entails consequences 

for the individual concerned. Moreover, staff who raise integrity issues for good reasons must 

never suffer as a result. Line managers at the ministry have extra responsibilities in this 

regard, since they are required to set an example. Their conduct and management style 

must reflect the importance that BZ attaches to integrity. 

 

Rules 
Reporting possible breaches of professional ethics within BZ 
If you have strong suspicions that a breach of professional ethics has taken place, or that 

abuses are taking place, you are obliged to report this internally. This particularly applies to 

suspected abuses that pose a threat to society or public health. If you suspect a public office 

offence (i.e. an offence committed by an official in the course of their duties), you have a 

statutory duty to report it. As a rule you should first go to your line manager, but you can also 

contact the Central Integrity Coordinator or one of the BZ confidential advisers. The contact 

details for reporting such matters are given in the final section of this booklet, entitled 

‘Integrity safety net’. 

 

Reporting corrupt practices outside BZ 
If you suspect other civil servants of corruption, you must always report it. However, this 

principle also applies to corrupt practices by anyone else if funding from BZ is involved. 

Under the law, you also have a duty to report any bribery of foreign civil servants by Dutch 

nationals or members of the Dutch business community. In the latter two cases, you should 

contact the Corrupt Practices Reporting Office at BZ (malversaties-sancties@minbuza.nl). 
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Information can be found in the ‘Financial Affairs’ section of the Operational Procedures 

Manual (HBBZ). 

 

Sources: 
Reporting and tackling possible breaches of integrity 

• Confidential Adviser (Ministry of Foreign Affairs) Order (in Dutch) 

(Rijksportaal > BZ wet- en regelgeving bibliotheek)  

• Articles 59, 60 and 86 ff. of the Foreign Service Regulations (RDBZ) (in Dutch) 

(Rijksportaal > BZ wet- en regelgeving bibliotheek)  

• Ministry of Foreign Affairs Inappropriate Behaviour Complaints Procedure and the 

information booklet on inappropriate behaviour (in Dutch) 

(Rijksportaal > BZ wet- en regelgeving bibliotheek)  

• Internal whistleblower regulations (Civil Service, Police and Defence), 21 December 

2016 (in Dutch) 

(Rijksportaal > Personeel > Rechten en regels > Integriteit > Integriteitsschendingen > 

Klokkenluiden) 

• Whistleblowers Centre Act, July 2016 (in Dutch) 

(Rijksportaal > Personeel > Rechten en regels > Integriteit > Integriteitsschendingen > 

Klokkenluiden)  

• Articles 6.1 and 7.1 ff. of the Legal Status (Local Staff) Regulations (Rrlok), 2005 

(Rijksportaal > Organisatie > English > Legal status regulations for local staff) 

• Article 162 of the Code of Criminal Procedure (duty to report)  

• BZ reporting procedure: special investigations protocol (in Dutch) 

(HBBZ Nederlands > Integriteit > Onderzoeken) 

• HBBZ English  > Financial Affairs > Corrupt practices and sanctions 
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2. Special treatment for friends and family? 
Independent 
Because we serve the public interest, we must avoid even the appearance of a conflict of 

interests. There must be no favouritism, in either internal or external contacts. We value 

independent decision-making and will not allow ourselves to be influenced improperly. 

 

This is easier said than done. We may sometimes be exposed to undesirable influences. In 

accepting gifts and invitations, you should always be aware of this, even if the value of a gift 

is under the €50 threshold. Be on the alert with sponsorship, too! It may entail expectations 

that could put you in a vulnerable position. By the same token, we do not seek to exert 

improper influence ourselves and are cautious about giving gifts, whatever form they may 

take. Before acting, always weigh up all the interests involved as openly as possible. 

 

Rules 
Accepting gifts 
Whatever the nature and value of the gift, its intention is usually to express appreciation for 

the relationship with you, BZ, the mission or the Netherlands and to strengthen or improve 

that relationship. This is where the danger of inducement lies. For this reason, the ministry 

has drawn up regulations on the acceptance of gifts, the most important of which are listed 

below. 

 

Never 

• accept gifts worth more than €50 

• accept gifts in the form of money or vouchers (other than gift vouchers for books and 

CDs up to the value of €50; see ‘However...’ below) 

• accept gifts in the form of services. 

The rule of thumb with any gift or service is to think about whether you are expected to do 

something in return, now or in the future. Note that it is sometimes difficult to refuse gifts for 

reasons of diplomacy or local custom. In such cases, check first with your line manager, who 

will decide what to do. 

 

However … 

Standard business gifts worth less than €50 may in principle be accepted. Always report 

receipt of a gift, whatever its value, to your line manager, who will decide whether it can be 

used for the benefit of all or whether you may keep it. The line manager also registers receipt 

of gifts. This also applies to gifts you, as a diplomat, receive at your home from guests. 
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Conflict of interest and outside activities  
Many BZ staff perform outside activities alongside their ‘day job’. In some cases this may 

lead to a conflict of interest. It is your responsibility to decide whether your activities belong in 

this category. You should also avoid any indirect conflict of interest, for example through the 

company or job of your partner, a close relative or acquaintance. In such cases, you could 

ask a colleague to assess the activity in question. 

The rules on outside activities are based on the following principles: 

• officials have a duty to report certain outside activities; 

• the outside activities must be officially assessed and registered; 

• certain types of outside activity are not permitted. 

Please note: it is irrelevant whether the activities take place during or after working hours, or 

whether they are paid or unpaid. If your duties change, it is up to you to decide whether your 

outside activities are compatible with your new job and whether they should be reported. 

 

Favouritism 
In the course of our work, we often have to assess proposals and requests such as 

applications for visas or development cooperation grants, or matters relating to staff 

management. The guiding principle here is that granting privileges or promotion to 

colleagues, friends or particular groups on improper grounds is unacceptable. Favouritism is 

harmful to the reputation and standards of BZ, has a negative influence on the motivation of 

staff and undermines confidence in the organisation. 

 

Bribery and corruption  
Bribery and corruption are criminal offences. If BZ officials commit such offences, it is 

extremely damaging to the reputation of BZ and its ability to act independently. Please see 

the sources below for details of regulations governing corruption of officials. 

 

Sources 

Accepting gifts 

• BZ Acceptance of Gifts Regulations and the ‘Form for recording valuable gifts’ appendix 

(in Dutch) 

(HBBZ Nederlands > Integriteit > De BZ-regels)  

• Article 72, Foreign Service Regulations  (in Dutch) 

(Rijksportaal > BZ wet- en regelgeving bibliotheek) 

• Article 6.4, Rrlok 2005  

(Rijksportaal > Organisatie > English > Legal status regulations for local staff) 
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Conflict of interest and outside activities  

• Outside Activities (Foreign Service) Regulations (in Dutch) (Rijksportaal > Personeel > 

Rechten en regels > Integriteit > Belangenverstrengeling) and the relevant P-Direkt 

reporting form (in Dutch) (P-direct > Loopbaan en ontwikkeling > Nevenwerkzaamheden)   

• Articles 69-71, Foreign Service Regulations (in Dutch) 

(Rijksportaal > BZ wet- en regelgeving bibliotheek) 

• Article 6.3, Rrlok 2005  

(Rijksportaal > Organisatie > English > Legal status regulations for local staff) 

 

Bribery 

• Article 177 ff. of the Criminal Code (offering bribes)  

• Article 362 ff. of the Criminal Code (accepting bribes)  

• Article 162 of the Code of Criminal Procedure (duty to report) 

• HBBZ English > Financial Affairs > Corrupt practices and sanctions 
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3 Rules and regulations … what for? 
Transparent 
Our work can have far-reaching consequences. Important interests may be at stake. This 

means we must perform our duties transparently and with due care. That is why there are 

procedures and rules to make sure we exercise such care and do not act inappropriately. 

The procedures and rules are there to be observed, even in situations where this may be 

difficult, for example when there are not enough staff due to holidays, illness or unfilled 

vacancies. The rules help us ensure that our actions are recorded and verifiable. 

 

Rules 
Consular procedures  
Consular services often involve a substantial element of risk for BZ. Careless actions can 

have serious financial consequences and badly damage the Netherlands’ reputation abroad. 

A negative press can undermine public confidence in BZ and in government in general. 

 

There may be a discrepancy between the public’s expectations with regard to our services 

and BZ’s ability to provide them. This can put pressure on you and make your position 

vulnerable when it comes to making decisions. You therefore need to know what the 

regulations are and be able to fall back on them. If you have any doubts you can rely on 

support from your mission and from ministry headquarters in The Hague.  

 

Separation of duties can help safeguard the integrity of work processes. 

 

Statements of expenses and allowances  

Rules must be principle-based and interpreted according to the spirit of the law – not just the 

letter. They may not be interpreted in such a way as to enable you to evade them or turn 

them to your own advantage. This is a general rule, but it applies particularly to statements of 

expenses and allowances, for example in the case of official travel. If the regulations on 

expenses and allowances appear to be unclear, you should contact the unit responsible for 

assessing the claim in question (e.g. HDPO or FEZ). 

 

Entertainment allowance (VAR) 

Working for BZ often involves entertaining. The entertainment allowance (VAR) guidelines 

make it clear exactly what activities you are entitled to an allowance for. The VAR is intended 

to be used to build and maintain BZ’s external networks. You may not treat a colleague at the 

expense of BZ. 
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Sources 
Consular activities 

• HBBZ English > Consular Affairs 

 

Statements of expenses and allowances  

• HBBZ Nederlands > Personeel > DBZV 2007 > Bijlagen DBZV 2007 > Regeling VAR (in 

Dutch) 

 

Official trips  

• Rijksportaal > Facilitair > Gebouw en services > Vervoer en parkeren (in Dutch) 

• Rijksportaal > Personeel > Financiën > Vergoedingen en toelagen (in Dutch) 

 

Using official vehicles in the Netherlands  

• Rijksportaal > Facilitair > Gebouw en services > Vervoer en parkeren > Personenvervoer 

(in Dutch) 

 

Being accompanied by one’s partner  

• Rijksportaal > Personeel > Financiën > Vergoedingen en toelagen > Buitenlandse 

dienstreis (in Dutch) 

 

72-hour rule  

• Rijksportaal > Personeel > Financiën > Vergoedingen en toelagen > Buitenlandse 

dienstreis (in Dutch) 
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4  Beyond reproach?  

Clear distinction 

In many aspects of our work, it is impossible to separate work and private life. Entertaining 

external contacts is a good example of this. That is why we insist on a clear distinction 

between private and business interests. We do not interpret rules in our own favour. The 

purpose of the facilities provided by BZ, such as official vehicles and office and other 

equipment, is to help us to perform our duties. We do not abuse privileges and immunities. 

We are also aware that choices we make in our private lives can affect our work and the 

image of BZ. 

 

Rules 

BZ funds, goods and services 
BZ provides a number of items – computers, laptops, (mobile) phones, photocopiers, office 

supplies, etc. – to enable you to do your work. Some people have access to money as part of 

their job. It goes without saying that all these things must be used for official purposes only. 

They are not for private use. In some cases the regulations oblige staff to refund the cost of 

private use of BZ property. It is a managerial responsibility to make it clear to all the staff of a 

mission, department or division what the rules on use of BZ property are.  

 

Use of couriers 

The 3W diplomatic courier service is used for mail (primarily official mail) between ministry 

headquarters and the missions. Special rules apply to private mail. These rules are set out in 

the Guidelines on private post (2016). 

 

Use of bonus points awarded by airlines 

Some airlines have frequent flyer programmes and offer bonus points which have a cash 

equivalent in that they provide reductions on the price of future flights. Bonus points received 

on the basis of official trips paid for by the government may not be used for private travel, 

only for official travel and training trips. 

 

Combining private and official travel 

To ensure a clear distinction between private and business interests, someone other than 

you yourself must decide whether an official trip is necessary. Extending an official trip for 

private purposes is allowed under certain conditions, and requires the prior written approval 

of your line manager or head of mission. 

 

Use of official vehicles 
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Official vehicles are intended for official use only. This applies both to the official vehicle used 

by a head of mission, and to the Chancery vehicle. It is up to the head of mission to decide 

whether a particular trip comes under the heading of official business. When making local 

trips on official business, staff eligible for transport allowances should use their own vehicles 

or public transport. 

 

Private use of email, Rijksportaal and internet 

You should always remember that BZ provides you with email and internet facilities for 

official use. You yourself are responsible for the use you make of them. This means that your 

use of language should be appropriate and you should not visit dubious internet sites. The 

Central Government Code of Conduct for the Digital Working Environment deals with this 

subject in detail. 

 

Diplomatic privileges and immunities 
A host state grants privileges and immunities to accredited officials posted to its territory. 

These usually include financial privileges in the form of exemption from taxes. Abuse of the 

privileges and immunities you have been granted on the basis of your position can damage 

the Netherlands’ reputation abroad. 

 

Respect for the law 

You should observe the laws and customs of the country you are posted to, even if you 

cannot be forced to do so. At the same time, you must also observe Dutch legislation. For 

example, you should not try to claim diplomatic immunity in respect of traffic offences, and 

you are obliged to arrange third-party insurance for your private vehicle since you will have to 

make good any damage you do to others. You may not invoke diplomatic immunity in respect 

of this type of liability. You must also observe local legislation on financial transactions, for 

example the rules concerning buying or transferring local currency. 

 

Exemption from taxes and excise duties 

Exemption from taxes and excise duties is based on the position you hold. Exemption from 

tax and excise duties on goods applies only to goods for personal use at the duty station. 

You must therefore not allow anyone who has no such right to benefit from your exemption 

from taxes or excise duties. 

 

Abuse 
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Abuse or excessive use of privileges is regarded as unethical. Examples of abuse include 

deliberately ordering excessive amounts of alcohol, reselling a vehicle immediately after 

importing it, and having a local buyer finance the original purchase of such a vehicle. 

 

Sources 
Use of couriers 

• Rijksportaal > Organisatie > BZ > 3W|Wereldwijd Werken > 

Producten en diensten > 3W | Diplomatieke Koeriersdienst (in Dutch) 

• Guidelines on private post, Diplomatic Courier Service guidelines, June 2016 (in 

Dutch) 

 

Use of bonus points awarded by airlines 

• Order of the Minister for Housing and the Central Government Sector of 14 December 

2016, no. 2016-0000787119, amending the  Foreign Travel Regulations in connection 

with the central government-wide harmonisation of policy on official trips abroad (in 

Dutch) 

• Rijksportaal > Facilitair > Gebouwen en services > Dienstvervoer > 

Dienstreizen > Dienstreizen buitenland > Loyaliteitsprogramma (in Dutch) 

• Rijksportaal > Facilitair > Gebouw en services > Vervoer en parkeren > 

Dienstreizen > Dienstreizen buitenland > Op reis voor BZ (in Dutch) 

 

Combining private and official travel 

• Rijksportaal > Facilitair > Gebouw en services > Vervoer en parkeren > 

Dienstreizen > Dienstreizen buitenland > Op reis voor BZ (in Dutch) 

 

Use of official vehicles 

• Rijksportaal > Facilitair > Gebouw en services > Vervoer en parkeren > 

Personenvervoer (in Dutch) 

• Article 37, Foreign Service Allowances and Facilities System 2007 (DBZV 2007) 

(transport allowance) 

Rijksportaal > Personeel > Financiën > Vergoedingen en toeslagen (in Dutch) 

• Rijksportaal > Organisatie > BZ > 3W | Worldwide Working > Products & services > 

Housing > Official cars > Use of official cars 

 

Traffic fines 

• Rijksportaal >  Personeel > Financiën > Vergoedingen en toeslagen > 

Dienstauto > Kosten privégebruik dienstauto (in Dutch) 
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Private use of email, intranet and internet 

• Code of Conduct for the Digital Working Environment 

(Rijksportaal > Facilitair > ICT en informatievoorziening > Informatiebeveiliging > 

Gedragsregeling voor de digitale werkomgeving) (in Dutch) 

• Social media guidelines 

(Rijksportaal > Facilitair > Communicatie > Communicatieafspraken > Richtlijnen 

social media) + (Rijksportaal > Kernprocessen > overheidscommunicatie) 

 

Diplomatic privileges and immunities 

• Articles 34, 37, 41 and 42 of the 1961 Vienna Convention on Diplomatic Relations 

• Articles 49, 50, 55 and 57 of the 1963 Vienna Convention on Consular Relations 

• Rijksportaal > Organisatie > BZ > 3W | WereldWijd Werken > Producten & diensten > 

Voorlichting medewerker en gezinsleden > Voorlichting partner werken in het 

buitenland > Immuniteiten (in Dutch) 
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5 What and how I communicate is up to me 
Open and confidential 
BZ staff value good networks. We share internal and external information in a range of ways 

to help us perform our duties effectively. We are open towards our colleagues, both our 

peers and our superiors. Where possible we make documents public or make them available 

for inspection. However, we are aware that we have sensitive and confidential information at 

our disposal and we know where the boundaries lie. We always observe the restrictions 

imposed by our duty of confidentiality. We can always justify external publications and verbal 

statements, both to ourselves and to BZ. 

 

Rules 

Dealing with information 
BZ is an open organisation and as one of its officials you have the right to freedom of 

speech, like anyone else. This right is protected by the Constitution, but is subject to 

restrictions. As a government official, you bear primary responsibility for reconciling your 

freedom of speech with your duty of confidentiality, as laid down in the oath or affirmation 

you took on your appointment. When in doubt, you should contact the Communications 

Department (COM) about the right procedure to follow. 

 

Deciding where freedom of speech ends and confidentiality begins is not always a 

straightforward matter. As a government official, you may speak about your work and about 

policy in public as long as you keep within the limits prescribed by the law. For example, if 

you are asked to give a talk or participate in a panel discussion. 

 

Nevertheless, remember that the outside world will see you as a representative of BZ and 

not as someone expressing purely personal ideas. This also applies to your use of social 

media. So you should always be aware that what you say might harm BZ, the ministers, 

private individuals or our relations with other countries. In addition, you should never express 

a view in public on internal differences or on negotiating positions, nor should you criticise 

the Netherlands’ official position on issues that relate in any way at all to your work. There 

may be greater sensitivity abroad in this regard than in the Netherlands. 

 

The balance between freedom of speech and the duty of confidentiality must also be 

considered if you intend to publish an article in a professional journal, magazine or 

newspaper. It must always be clear that such articles are written in a private capacity. It may 

be useful to ask your line manager or a colleague to read the article before publication to 
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ensure that no confidential information is being accidentally disclosed. You can also consult 

COM. 

 

Contacts with members of parliament 
In theory, contact with members of parliament is limited to the ministers and their political 

assistants. However, in practice, individual members of parliament sometimes approach civil 

servants with informal requests for information, and they are welcome to do so. The rules for 

formal and informal contact with members of parliament are set out in the instructions for civil 

servants on external contacts. There are also more indirect ways of finding out a member of 

parliament’s views, for instance by consulting Parliamentary Papers, following the media or 

requesting an update from a political assistant (e.g. by asking the relevant minister’s political 

adviser to get in touch with the member of parliament). 

 

Contacts with the media 

If you are approached by the media in your capacity as a ministry official you should always 

refer the journalists in question to COM. At a mission, the head of mission bears primary 

responsibility for contacts with the local press. In the case of sensitive political issues relating 

to Dutch policy or bilateral relations, or in the case of the international press (CNN, for 

example), the mission must first contact COM. 

 

Contacts online 
The use of social media has become an everyday reality, in both our professional and private 

lives. A large number of BZ staff is active online and the ministry is keen to encourage this 

online presence for business purposes. For instance, various departments and missions 

already have their own Facebook page for sharing information with the general public. 

 

It has been agreed that all of central government will follow the same principles in conducting 

their communications. This applies, for instance, not only to the way in which government 

information is communicated to the public, but also to communications about provisionally 

agreed policy and interactive policymaking. More detailed guidelines have been drawn up 

specifically for BZ staff regarding online communications and the use of social media. 

 

Sources 
Dealing with information 

• HBBZ English > Security > Pledge of secrecy 

• Articles 98, 98a, 98b, 98c and 272 of the Criminal Code 

• Protection of State Secrets Act 
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• Article 125a, Central and Local Government Personnel Act 

 

Contacts with members of parliament  

• Instructions for civil servants on external contacts  

(Rijksportaal > Kernprocessen > Juridisch Portaal > Juridische modellen en 

handleidingen > Contacten rijksambtenaren) (in Dutch) 

• Guidelines on the application of the instructions for civil servants on official contacts 

with parliament and individual members of parliament 

(Rijksportaal > Kernprocessen > Juridisch Portaal > Juridische modellen en 

handleidingen > Contacten rijksambtenaren) (in Dutch) 

 

Contacts online 

• Online Communication Guidelines for Civil Servants (in Dutch) 

(Rijksportaal > Facilitair > Communicatie) 

• Social media guidelines for BZ staff (In Dutch) 

(Rijksportaal > Facilitair > Communicatie > Communicatieafspraken)  
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6 All for one and one for all? 
Cooperation 

As BZ staff, we all have the same objectives and we work towards achieving the same result. 

Everyone makes a contribution, whether in The Hague or at a mission abroad, whether 

policy or management-related, whether in a management position or a support role. Only by 

working together can we achieve the best results. We value each other’s role in the 

organisation and treat each other with respect. We do not tolerate discrimination, intimidation 

or abuse of power in any shape or form. And finally, cooperation also means doing what we 

have agreed to do. 

 

Workplace relations 

Good manners and mutual respect in the workplace help to produce a friendly working 

atmosphere. Conversely, lack of respect can ruin the atmosphere and should be avoided. 

Intimidation, bullying and annoying behaviour are examples of undesirable conduct. 

 

Intimidation 

Intimidation can include putting pressure on someone to do something unethical, an 

improper approach to colleagues or others, abuse of a position of power, arrogance, sexual 

harassment of colleagues or others and creating an unhealthy working relationship or 

allowing it to continue. Intimidation is often difficult to identify and everyone has different 

boundaries. It is important to be able to discuss such behaviour openly. 

 

Bullying 

Bullying in the workplace involves an individual being targeted by others and systematically 

belittled, intimidated, threatened or socially isolated. The victim is manoeuvred into a position 

of weakness and cannot easily defend him or herself. The bullying or harassment occurs 

over a prolonged period of time. 

 

Annoying behaviour 

Examples of annoying behaviour include arriving late at meetings, keeping visitors waiting, 

checking email on your iPhone during meetings, and taking lengthy smoking breaks. Alcohol 

abuse may also fall in this category. There are few specific rules in this area: it is largely a 

question of showing consideration for your colleagues. In all the situations described above it 

is important to be able to talk openly about the problems involved. Colleagues are therefore 

responsible for expressing reasonable criticism when they encounter annoying behaviour in 

the workplace. This takes courage, but troublesome situations can be avoided by having 
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clear agreements about acceptable behaviour. Openness and clarity can prevent 

misunderstandings and abuse. 

 

Working hours 

The scope for customising workstations and working hours to suit the individual is constantly 

increasing. This has both advantages and disadvantages. The ‘New Way of Working’ further 

magnifies the issue. The differences in working hours between and within the various 

ministry departments are getting bigger, which may create confusion. This in turn may affect 

working relationships and make departments as a whole less effective. 

 

With the introduction of smart working, the distinction between private time and working time 

is becoming blurred. This opens up the possibility of staff routinely working too many or too 

few hours. Your employment contract states how many hours per week you are supposed to 

work. It is important for you to have clear agreements with your line manager about what 

your duties entail, the hours you work, and when you can be contacted. No one is permitted 

to work fewer than the number of hours stated in their contract. And although some, or even 

considerable amounts of overtime may occasionally be necessary, it is bad for BZ and for 

you if it becomes long-term. 

 

Sources 
Workplace relations 

• Ministerial Order establishing the BZ Inappropriate Behaviour Complaints Procedure (in 

Dutch)  

(HBBZ Nederlands > Integriteit > Een kwestie bespreken of melden) 

• Inappropriate behaviour – BZ Inappropriate Behaviour Complaints Committee (in Dutch) 

• (HBBZ Nederlands > Integriteit > Een kwestie bespreken of melden) 

• Confidential Adviser (Ministry of Foreign Affairs) Order (in Dutch) 

(HBBZ Nederlands  > Integriteit > Vertrouwenspersonen) 

 

 

Working hours 

• Articles 31, 37 – 39a, 59 and 62, Foreign Service Regulations 

• Article 6.1, Rrlok 2005 

(Rijksportaal > Organisatie > English > Legal status regulations for local staff) 

• Working Hours Act (in Dutch) 

(Rijksportaal > Personeel > Vrije dagen > Verlof > Ouderschapsverlof > 
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Wet- en regelgeving > Arbeidstijdenwet) 

• Booklet: Ministry of Foreign Affairs Legal Status and Internal Regulations (in Dutch) 

(Rijksportaal > BZ wet- en regelgeving bibliotheek) 
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Information and reporting 

 
Integrity safety net 
The integrity safety net is a system of procedures for preventing and reporting possible 

breaches of professional ethics. It is intended to provide you with personal support if you are 

confronted with a situation in which your integrity, that of your colleagues or of BZ as a whole 

is at risk. 

 

The system works in two ways. First, it helps you find information. The list below tells you 

where to go to obtain the information you want and answers to your questions. You may be 

looking for the relevant regulations, or the regulations themselves may not be clear, or you 

may be facing a choice that you cannot easily make. By pointing you in the right direction, 

the system can help you to prevent breaches taking place. And you can report actual or 

suspected breaches when they occur. 

 

Safety net within BZ 
 
Information 
 

Discussing issues with colleagues and superiors 

If you need additional information or if you want to discuss a dilemma, the most obvious 

forum is with colleagues, one of your managers or at a staff and management meeting. 

Together you can dispel confusion and avoid potential incidents. 

 

Departments 

You can always obtain additional information from the department/division responsible for the 

area in which the issue in question lies. For example, you can approach the Financial and 

Economic Affairs Department (FEZ) on financial matters, the Security, Crisis Management 

and Integrity Department (VCI) for issues to do with security or safety, HDPO on personnel 

matters, the Consular Affairs and Visa Policy Department (DCV) where consular matters are 

at stake, or the Legal Affairs Department (DJZ) if the matter has legal consequences. You 

can also go to the Central Integrity Coordinator (CCI), who can provide information on 

integrity issues and deals with queries via the following email address: 

integriteit@minbuza.nl. 

  

Reporting abuses 

• General 
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Line manager  

As a general rule your line manager is the first person to whom you should report a breach of 

professional ethics or suspicions that one has taken place. Your line manager is obliged to 

deal with your report and to keep you informed of progress and results. If it is impossible to 

discuss the matter with your line manager, either because he/she is involved in some way or 

because he/she is not willing to listen to you, you can approach one of the following 

departments or persons. 

 

Central Integrity Coordinator (CCI) 

The Central Integrity Coordinator (CCI) is the focal point for reporting actual or suspected 

abuses of any kind and is available to all BZ staff, including managers. The CCI is also 

responsible for passing the case on to the competent investigating authority in accordance 

with procedures laid down in the protocol for special investigations. 

 

The CCI exercises the greatest possible care in dealing with reports of abuse. Individuals 

who lodge complaints are thoroughly briefed on the steps in the procedure and are kept 

informed of new developments. 

 

Up-to-date contact details for the CCI can be found on the ‘Central Integrity Coordinator’ 

page in the HBBZ, Integrity portal. 

 

Confidential advisers at BZ 

If you want to discuss something confidentially, you can contact one of the confidential 

advisers. They will ensure that your question is dealt with in confidence and will help you find 

an answer or a solution. 

 

Up-to-date contact details for the current confidential advisers can be found on the 

‘Confidential Advisers’ page in the HBBZ, Integrity portal. 

  

You are free to phone or email one of the confidential advisers at any time. If you are 

reluctant to call from your workstation, you can ask the confidential adviser to phone your 

private number at a particular time. 

 

Confidential advisers at the missions 

Local confidential advisers have now been appointed at some missions. There are as yet no 

formal regulations for their appointment, but they follow the rules laid down in the Order 

referred to above. If you do not know whether there is a confidential adviser at your mission, 
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you can ask your line manager, the head of mission or his/her deputy, or the mission council, 

if there is one. 

 

You can also contact the confidential advisers at the ministry in The Hague. 

 

Inappropriate behaviour 

If you have any queries or would like advice about inappropriate behaviour, including sexual 

harassment, or if you wish to report it, you can also contact BZ’s medical adviser or staff 

welfare officer. 

 

Contact details (staff welfare officers): 

Anita Bos: +31 (0)6 5150 8168; anita.bos@minbuza.nl  

Anet Roes: +31 (0)6 1589 3775; antonia.roes@minbuza.nl  

 

BZ’s medical adviser is Benedikte Bruijs-Schaapveld (tel +31 (0)70 348 7213 / (0)6 5250 

3120, email benedikte.schaapveld@minbuza.nl). 

 

You can telephone at any time. If time differences mean that the number does not respond, 

leave your name and telephone number on the voicemail on +31 (0)70 348 6456. Your 

message will be heard only by one of the above individuals. 

 

Submitting a complaint  

Sometimes talking isn’t enough. Things have gone too far or the person doesn’t respond 

when confronted about their behaviour, even by their line manager. In such situations, it is 

possible to lodge a complaint. It must be submitted to the Director of HDPO, who will then 

designate a person (known as ‘the responsible official’) to investigate the complaint. If you 

wish, HDPO will submit the complaint for processing to a complaints committee comprising 

three members. The responsible official and the complaints committee will give both the 

complainant and the complainee the opportunity to be heard, either separately or together. 

Witnesses may be interviewed, including at the mission concerned, if necessary. The rules 

and procedures for doing so are set out in the Ministry of Foreign Affairs Inappropriate 

Behaviour Complaints Procedure. 

 

• Specific 
Director of FEZ 

Accounting irregularities: staff at the missions should report actual or suspected financial 

irregularities to the Director of FEZ, in principle through the budget holder. Such irregularities 

mailto:anita.bos@minbuza.nl
mailto:antonia.roes@minbuza.nl
mailto:benedikte.schaapveld@minbuza.nl
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include errors in cash or equipment management as a result of administrative mistakes, 

either deliberate or unintentional, and/or the incorrect application of regulations. 

 

Safety net outside BZ 

You may also report breaches of professional ethics outside BZ, under the ‘whistleblower 

regulations’. 

 

Under the Whistleblowers Centre Act and the 'whistleblower regulations’ for the civil service, 

police and defence, you can report potential abuses to the Whistleblowers Centre. 

 
Whistleblowers Centre address and contact details 

Maliebaan 72, 3581 CV Utrecht 

Tel: +31 (0)8 8371 3030 

General email address: info@huisvoorklokkenluiders.nl 

For advice, email: advies@huisvoorklokkenluiders.nl. 

 

mailto:info@huisvoorklokkenluiders.nl
mailto:advies@huisvoorklokkenluiders.nl

