CODE OF CONDUCT
FOR EMPLOYEES
A COMPASS FOR PERSONAL AND PROFESSIONAL BEHAVIOR

NYENRODE. A REWARD
FOR LIFE
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NYENRODE BUSINESS
UNIVERSITEIT
Nyenrode wants to be one of the top European
Business Schools, in partnership with other top
institutions and the business community. To this
end, it wants to further expand its identity and
mission: “Nyenrode Business Universiteit serves
society by shaping students, managers and
professionals. We develop responsible leaders,
entrepreneurs and organizations through
action-oriented education and research”.
Our mission is based around three core values: leadership,
entrepreneurship & stewardship. Nyenrode can only realize
these core values if they include everything we do. If we are
successful in this, we will make the Nyenrode Experience
unforgettable, and Nyenrode will, to an even greater extent,
be “the place to be” for the business community and people
who are looking for personal and professional development.
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HOW ARE WE
GOING TO DO
THIS?

By carrying out studies which are valuable to
the business community, by adding knowledge
of the business world, by making valuable
knowledge accessible and meaningful for our
students/participants.
By moving forward with our participants, potential participants, customers and students. By
listening to their dreams, ambitions, needs and
insecurities. By challenging them to push their
boundaries, by encouraging them to leave their
comfort zones and move up to a higher level.
By fulfilling our roles in a personal and
professional manner. Each person contributes
to our identity in his or her own way. Only
together can we become a top university.
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encourages students, participants, customers

FOR WHOM IS THIS CODE
INTENDED?

and employees to get the best out of them-

This code is intended for everyone who is

selves. By making Nyenrode – physically and

employed as an employee on the basis of an

virtually – the place where you feel at home,

employment contract under civil law. Inas-

feel safe and are stimulated.

much as these are covered by this Code of

Where you make friends for life, where you

Conduct, persons who work for the employer

can concentrate on your studies, and as an

on the basis of a temporary employment

employee on your work.

contract, secondment agreement, as intern

By offering a learning and working climate that

or volunteer (for example, working in peerBy Nyenrode, as a good employer, encouraging

to-peer coaching) or otherwise are deemed

all employees to develop themselves through

equivalent to such employees.

educational opportunities and other forms of
support in personal and professional growth,
for example.
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HOW DO WE CONDUCT OURSELVES
PROFESSIONALLY AND PERSONALLY?
This Code of Conduct is one of the tools each employee can use
to determine what acting in a professional and personal capacity
means, and how we want to fulfil, together, our core values of
leadership, entrepreneurship & stewardship.
This Code of Conduct addresses important

Is the Code of Conduct a summary of

subjects (such as exams, relationships

rules? Partly, but that is a small part of

with students/colleagues, clothing, gifts,

the story. Rules only provide lower

accepting trips) and provides examples

limits. A professional and personal ap-

of desirable and undesirable conduct.

proach is not only necessary for our

The Code of Conduct is there so that we

customers, but is also the key to being a

can help one another ensure that the

good employer and good employee. All

Nyenrode experience continues to be a

this cannot be achieved by mere compli-

special one for our students, customers

ance with the rules. What it comes down

and participants, but it is also there for

to is that we are able to evaluate matters

us ourselves. This Code of Conduct is

carefully and act according to our core

never finished. We want to improve it

values and the values and standards of a

continually, with clear examples of desi-

good employee. You should therefore

rable conduct and what is stopping us

use this Code of Conduct as a compass.

from serving our partners and students

As a touchstone. The direction is indicated

even better.

in the points of departure listed above;
the guidelines below show the limits for
a number of subjects (what is really
prohibited) or further details.
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THE FOLLOWING
ACTIONS ARE
EXPECTED:
• If in doubt: make matters open to
discussion, so that you can share
your dilemmas with other people
and, together, look for the right
approach.
• Make sure that the Code of Conduct
is the subject of discussion in the
team meeting, at least once a year.
• If you see (serious) infringements
of a value or a standard, speak
to the person in question about
this or contact your manager or a
confidential counsellor.
• If you have any suggestions for this
Code of Conduct, submit them via:
hrm@nyenrode.nl.

CODE OF CONDUCT

THE KEY RULES AND GUIDELINES FOR EMPLOYEES
RESPONSIBILITY FOR

come in contact with (students, collea-

YOUR OWN ACTIONS

gues, customers and business relations)

You take responsibility for your own acti-

with respect. You act in a friendly and

ons and are accountable for choices you

appropriate manner with your contacts.

make in your work. You are able to ren-

You do not discriminate, and you do not

der account for what you do and say. You

give anyone preferential treatment. You

are aware that colleagues and managers

must also be aware of the relationship of

can experience your working methods

dependency between yourself and a stu-

and words in ways other than those you

dent/participant. In short, treat others

intended.

as you yourself want to be treated!

REPRESENTING NYENRODE

PROFESSIONALISM

You are aware that, in your position, you

You perform your work in a professional

form part of the Nyenrode community,

manner. If there are situations in which

and thereby also represent the organiza-

you are unable to work according to your

tion. You are guided in your actions and

professional standards, bring these up

omissions by the interests of Nyenrode

internally. In the performance of work,

and the interests of a good performance

you ensure that you look for support if

of its tasks by the university (research,

you yourself are insufficiently expert.

education/training and the provision of

Wherever necessary, you notify colleagues

services to society). You also realize that

and your manager, to ensure everything

outsiders often cannot make any distinc-

proceeds smoothly.

tion between ‘conduct during working

As a tutor, you prepare yourself well for

hours’ and ‘conduct in your free time’.

your lectures and tutorials. Students and

Outside your working hours, you are also

participants are entitled to clear commu-

an ambassador for Nyenrode.

nication in the lecture hall, on-time evaluation and a well-founded explanation

TREATMENT OF OTHERS, AND

of their marks. Tests must be set up

TAKING THEM INTO ACCOUNT

carefully and, along with written assign-

You treat the people you work with or

ments, evaluated impartially.
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REGULATIONS

surroundings), your work time and the

You must comply with the statutory and

work time of others.

other regulations, instructions and gene-

FACILITIES AND STAFF

rally accepted rules of conduct.

ARRANGEMENTS
RESPONSIBLE USE OF

You must make use of the resources

BUSINESS RESOURCES

made available by Nyenrode with due

You must make responsible use of the

care and diligence.

resources of the University (money, goods,

WHAT WE DO

WHAT WE DON’T DO

• Make sure that you keep private

• Take property of Nyenrode home.

use of email, the internet, telep-

Borrowing property of Nyenrode

hone (including mobile telephone),

for private use is only possible with

photocopier and other facilities

the permission of your manager.

at work to a minimum, and that

• 
Keep secret the private use of

such use does not impede your
day-to-day work.

Nyenrode equipment.
• O
 rder items for private use through

• 
Work according to the ‘regels
voor informatieveiligheid binnen
Nyenrode’, which you can find on
intranet.
• 
Make fair use of arrangements
and facilities for employees, such
as travel expenses and other
expenses arrangements.
• Only claim costs which you actually incurred.
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Nyenrode.
• Send unfranked private post through
the Servicepoint

AGREEMENTS

PUBLICITY

If you agree on something, you stick to it. If

If you are contacted by journalists, or if you want

this is not going to be possible, you indicate

to contact the press, you must first contact the

it in good time and look for a solution.

Marketing & Communication department, in
order to ensure that the reputation of Nyenrode

DEALING CAREFULLY WITH

is protected, and to make an optimum pre-

KNOWLEDGE AND SENSITIVE

paration possible for the press contact.

INFORMATION
Knowledge and information to which you have

SECONDARY ACTIVITIES

access in the context of your position must

You must endeavor to ensure that activities

only be used for the purpose for which it was

which you perform alongside your work at

gathered or acquired. Confidential data must

Nyenrode do not have any negative conse-

not be shared with other people, and confi-

quences for Nyenrode and/or your perfor-

dential conversations must not be carried

mance at Nyenrode. You must always notify

out at a location where the information can

your manager and HR in advance of any

be heard by others.

secondary jobs. Further information can be

Always handle personal details of colleagues,

found in the regulations on secondary jobs.

students, participants and alumni with care,

The objective is to prevent a conflict of

along with other information which, if it fell

interests. The most important points of

into the hands of outsiders, could damage

departure for other activities are shown

the interests or reputation of Nyenrode or its

below (for a more detailed explanation, see

community.

the regulations on secondary jobs).
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PRINCIPLES FOR SECONDARY

the midst of society. Employees are

POSITIONS

therefore encouraged to fully participate
in society. This could include secondary

•T
 ransparency: the positions of Nyen-

jobs. Nyenrode also wants to offer em-

rode employees must be well-founded

ployees fulfillment and development;

and based on thorough academic know-

secondary jobs can also play a good

ledge. However, they do not always

role in this. In the context of good

need to be objective. For the stakehol-

employment practices, Nyenrode has

ders, it must always be incontrovertibly

a positive attitude to secondary jobs

established as to whether a position is

of employees, as long as they do not

taken by a person who is only employed

negatively affect the employment

by Nyenrode, or whether there might be

relationship with Nyenrode.

other viewpoints which could possibly
be colored by secondary jobs of the em-

•P
 rotection and strengthening of the

ployee. From the point of view of trans-

Nyenrode brand: With its core

parency, there must always be full insight

activities, Nyenrode is operating in a

into the secondary jobs of Nyenrode

competitive marketplace. Nyenrode is

employees. Reporting secondary jobs is

a strong brand in the market, which is

the responsibility of the employee.

associated with high quality. The strength
of the brand stands or falls with the

•
Good employment practices. As a

quality of the employees. Secondary

university, Nyenrode wants to be in

jobs of employees will be associated in
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the market with the brand, and must there-

€50, unless you have discussed this in advance

fore not damage the strength of the brand.

with your manager. You should also notify

The brand could be harmed directly if

your manager regarding suspicious gifts

employees of Nyenrode deliver insufficient

which are offered to you, even if you have

quality, or could be harmed indirectly if

not accepted them.

employees of Nyenrode strengthen com-

INVITATIONS FOR TRIPS,

peting brands.

CONFERENCES, EXTERNAL
EVENTS AND DINNERS

•T
 he financial interest of Nyenrode:
Nyenrode is a private university which

You must handle invitations for trips, confe-

operates in a competitive market. Long-term

rences, external events and dinners with care.

continuity is in the joint interests of

Discuss all invitations with your manager,

Nyenrode and all employees. In order to be

including the time and costs. Together, you

able to achieve our objectives, Nyenrode

determine whether the invitation is relevant

must be able to perform its core activities

for Nyenrode. And if you go, you must take

profitably. Each employee of Nyenrode is

the approach of being an ambassador for

therefore expected to make a substantial

Nyenrode. If you discover, afterwards, that

contribution to the revenue of Nyenrode.

an invitation involves more or something

Employees who perform core activities of

else than you thought, inform your manager

Nyenrode as a secondary activity for their

about this.

own profit are harming the commercial

Flights can only be reimbursed if they are

interests of Nyenrode.

booked (in good time) via the general office
of the Executive Board, in accordance with the

PRESENTS, GIFTS AND OFFERS

rules set down in the Flight Travel Protocol.

You must exercise restraint in accepting gifts,
presents or offers. After all, accepting them
could influence your independence or create
obligations. When accepting gifts, you have
to ask yourself whether this is something for
you personally, for the department or for
Nyenrode as a whole.
Personal gifts of a limited value are not a
problem, but you should not accept gifts
which, in your opinion, are worth more than
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INTERESTS OF FAMILY MEMBERS,

IN SHORT…

FRIENDS AND EX-COLLEAGUES IN

• Inform your manager about requests

RELATION TO NYENRODE

and quotations from or to friends,

You must be alert to situations in your work

family members or businesses at which

in which private relationships are affected,

family members or friends work, and

and ensure that these contacts do not have

provide reasons for your choices.

any negative consequences for your per-

• E xercise restraint in giving advice to

formance at Nyenrode and/or for Nyenrode

people you know in your personal life.

as a whole. You must keep your work and

• W
 hen hiring people you know (for

private life separate, and ensure that there

example, ex-colleagues), pay close

cannot be any conflict of interest. As soon

attention to following the right

as your private life and business life inter-

procedure on hiring and contracting out.

sect with one another, discuss this openly
with your manager.
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INTEGRITY IN

BAR VISITS AND ALCOHOL

ACADEMIC PRACTICE

CONSUMPTION

If you are responsible at Nyenrode for aca-

There are three bars located on the Nyenrode

demic practice (and the publication of the

estate: the Plesman Bar, the ‘Zolderbar’

results of academic research), you must be

and the ‘Kelderbar’. As an employee of

aware that this makes specific requirements

Nyenrode, you may have to visit one of the-

of your care and integrity.

se bars in the context of your position. Bear

For example, you must comply with the

in mind at all times during these bar visits

guidelines applicable to this within the

that you are there, or will be seen, as a

university. If you have evidence or suspicion

representative of Nyenrode, and that this

of academic misconduct at Nyenrode (for

involves a responsibility and an exemplary

example, falsification, plagiarism or a breach

role towards all bar visitors present. This

of privacy), report this via the Confidential

also applies, of course, to visits to catering

Counsellor on Academic Integrity regulation.

establishments elsewhere in the Netherlands or abroad.
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ESPECIALLY FOR ALUMNI
Alumni of Nyenrode who are also employees of Nyenrode are advised to exercise great
restraint in their visits to the ‘Kelderbar’, and to conduct themselves there in a manner
worthy of their role (for example, tutor/coach/recruiter), including when the homecoming
of their own year is present, for example. When an employee takes part in an activity/
drinks/dinner outside Nyenrode, the employee must also conduct him/herself in this role
in a dignified manner.
During the period that they are employed by Nyenrode, alumni must not make any contribution to the introduction of the NCV, introduction weeks or inaugurations of fraternities/
sororities, year clubs, groups of friends and committees of the NCV. We also ask that you do
not take any role as former bar management, poppematen/ poppemientjes, or as a former
member of the RCN.

DRESS CODE

your colleagues you wish to spend time with

Students and participants at Nyenrode are

outside of work, as colleagues or friends. But

required to dress ‘smart casual’ at the very

it is important that this private relationship

least. This rule also applies to all employees

does not or cannot influence your professional

of Nyenrode.

performance. We ask you to be open about
this type of situation. Openness prevents a great

If an event takes place for which students are

many possible problems. You should discuss

required to wear business attire, the Nyenrode

the situation with your direct manager. In the

employee must also do so, with gentlemen

event of a relationship with a subordinate,

wearing a suit and ladies wearing pants or a

direct colleague from the team or a manager,

skirt with a jacket, or a dress. If you are

you are required to report the relationship.

participating in official events of Nyenrode as
an employee of Nyenrode, such as the opening

RELATIONSHIPS WITH STUDENTS OR

of the academic year, speeches, thesis de-

PARTICIPANTS

fense ceremonies, etc., you must adopt the

It is always possible that you fall in love with

dress code applicable to this type of event. In

or feel a close involvement with a student or

most cases, this is also ‘business attire’.

participant. However, in these situations you
are also representing Nyenrode; this makes a

RELATIONSHIPS WITH COLLEAGUES

relationship between a Nyenrode employee

Of course, you yourself determine which of

and a student or participant a sensitive matter.
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In principle, relationships between students/
participants and employees of Nyenrode
should be avoided.
If you are directly involved in the program
that the student or participant is following,
and an authority relationship therefore exists,
the relationship must be reported immediately
to the direct manager and the appropriate
program manager. After all, the relationship
could have an influence on decisions you take
regarding the evaluation of the performance
of the student in question. Or this could appear to be the case, because others could get
the impression that your objectivity is under
pressure. In such situations, an obligation to
report also exists, in which respect to either
make use of the Confidential Counsellor
scheme, or you can contact the program director of the appropriate program directly.
After you have reported this, the authority
relationship (between tutor/coach on the
one side and the student on the other) will be
ended or changed.
If a relationship arises with a student or participant on a program in which you are not
directly involved, an appropriate level of
restraint remains necessary. You are still a
representative of Nyenrode. Openness prevents possible problems. Your direct manager
is the person with whom you discuss the
situation, after which you can work on a
solution, together with the appropriate
program director.
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EDUCATIONAL LOCATION

USE OF SOCIAL MEDIA

Education and supervision take place in

We make the Nyenrode brand with one

suitable educational locations at or outside

another. Each employee is an ambassador for

Nyenrode. Private tuition and thesis super-

the brand and of the reputation of Nyenrode:

vision must not take place in the accommo-

a co-worker is therefore a co-brander. The

dation of students, in one of the three bars

possibilities of social media in this context

or at the home of the tutor/coach.

are endless. At the same time, this also
creates responsibility, and everything you

EXEMPLARY POSITION

as a private individual write could have an

OF MANAGERS

influence on your personal professional

Managers give a good example, and demon-

reputation, and thereby also on the reputa-

strate, in word and deed, that they endorse

tion of Nyenrode. Be alert when using social

the core values of Leadership, Entrepre-

media, in other words, and do not forget

neurship and Stewardship, and contribute

that you, as employee, are always (also) an

to the mission of Nyenrode: Serving society

ambassador for Nyenrode.

by shaping responsible leaders.
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THINGS TO BEAR IN MIND WITH REGARD TO SOCIAL MEDIA:
• y ou yourself are responsible for the content you publish on social media.
• c ompare your presence on social media with being present at a party attended by
your colleagues, your friends, your boss and your customers. Bear in mind that
what you share privately can also be seen by business contacts.
• t hink about what you say: everything on the internet can be retrieved
(from anywhere in the world) for a very long time.
• social media is about the interaction and the dialogue. Don’t only use it to broadcast.
• try to help by answering yourself or by referring someone to the right place.
• be sensible when it comes to your privacy (and therefore also that of Nyenrode).
• feel free to participate in and discuss on social media the latest developments
in your field.
• t hings that have been shared by Nyenrode can be shared further without consultation.
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DUTIES AND POWERS OF
CONFIDENTIAL COUNSELLOR
IN THE CONTEXT OF PROCESSING
COMPLAINTS
THE DUTIES OF THE CONFIDENTIAL COUNSELLOR INCLUDE:
• a cting as point of contact for an emplo-

• providing guidance and support to an

yee/student who, in his or her opinion,

employee or student who is confron-

has been confronted with undesirable

ted with undesirable behavior in the

behavior;

submission of a complaint to the

• together with the complainant, asses-

Investigation Committee, and during

sing the options to bring the complaint

the hearing by the Investigation

to an end;

Committee.

• mediating between complainant and
complainee;

• each year, the confidential counselors
submit to the Executive Board an

• initial contact with, providing supervisi-

anonymous summary listing the nature

on/guidance and advice to the complai-

and scale of the complaints handled

nant, and, as necessary, referring them

by them. The confidential counselors

on to a body for professional assistance;

can include in this report recommen-

• by bringing in an expert or mediator,

dations of a more general nature,

attempting to find a solution and to

targeted at prevention of all forms of

stop undesirable behavior; subject to
approval of the instruction (via HR or
the executive board, depending on
the scale of the instruction);

undesirable behavior;
• the provision of aftercare to employees
confronted with undesirable behavior;
• in principle, the confidential counsel-

• advising/helping complainant in taking
further steps, as appropriate;

lor does not perform any actions on
behalf of the complainant except with
the consent of the party involved.
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DUTIES OF THE CONFIDENTIAL
COUNSELLOR IN THE CONTEXT
OF ACADEMIC INTEGRITY
The confidential counsellor:
• acts as point of contact for questions
and complaints about academic integrity
• if he or she sees opportunities to do
so, tries to mediate or to otherwise
amicably resolve the complaint
• helps the complainant find out how to
submit a complaint to the committee
Information on the working methods
and accessibility of the confidential
counsellor can be found on the intranet.

THE CODE OF CONDUCT
AND RELATED DOCUMENTS
This Code of Conduct builds on and is related to articles in the
Collective Bargaining Agreement of University Nyenrode B.V. and
points of departure as referred to in the General Statute.
RELATED DOCUMENTS ARE:

QUESTIONS?

• The Code of Conduct for students;

If you have any questions about the

• The undesirable behavior regulation,

interpretation of certain passages in

which arranges how formal or other

this document, please contact your

complaints about undesirable behavior

manager or HR. You can forward any

are submitted and processed. It also

supplements to or suggestions about

explains the role of the confidential

this document to HR.

counselors in greater detail;
• The other activities regulation, which

SOURCE

contains specific points of departure

Grateful use has been made of the text

and guidelines for work other than

of the Integrity Code of Conduct of

work for Nyenrode;

Academisch Medisch Centrum, the

•T
 he Academic Integrity regulation;
which contain specific guidelines on the
way in which research is performed;
• Social Media Guidelines;
• Flight Travel Protocol;
•
The House and Rules of Conduct
(internal rules as drawn up by Hospi
tality & Services).
All these regulations can be found on
the intranet.
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Custodial

Institutions

Heijmans N.V.

Agency

and

FOR QUESTIONS AND MORE INFORMATION:
HRM@NYENRODE.NL
+31 (0)346 291 521

NYENRODE.NL

