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INTRODUCTION
On The Level Principles and Standards of Ethical Recruitment embody the 

ethical practices against which Agencies are assessed for certification. There 

are ten overarching Principles, namely:

1. Adherence to law

2. Transparency of terms of engagement

3. Free-of-charge provision of services to jobseekers

4. Safety at work

5. Non-discrimination and humane treatment

6. Respect for workers’ rights

7. Confidentiality

8. Professional knowledge and quality of service

9. Fair competition

10. Ethical and professional conduct

Each Principle is supported by a set of Standards.  The Standards describe 

the practices that Agencies aspiring to certification must follow.  Some 

Standards are accompanied by a Definition that serves as an additional 

guide when assessing Agency practices.

Each Standard has a pre-assigned Level for certification purposes. Auditors 

should not attempt to change the Level for any Standard. Conformance 

to all Level 1 Standards would confer Level 1 certification on the Agency. 

Conformance to all Level 1 and all Level 2 Standards would confer Level 2 

certification on the Agency, and so on.
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1
ADHERENCE
TO LAW

CO R E P R I N C I P L E  1

The Agency and its staff shall comply with all relevant legislation, 
statutory and non-statutory requirements and official guidance 
covering Private Employment and Recruitment Agencies.
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STA N DA R D 1 .2

The Agency has an updated business license or permit to 

operate as a Private Recruitment and Employment Agency.

Where the Agency designates or works with partners or agents 

in foreign countries to recruit, select and hire workers on 

its behalf, such business partners or agents have updated 

business licenses or permits to operate in those countries. 

The Agency only works with legitimate employers / principals 

that are registered and licensed to operate in the country 

where the job-site is located. 

STA N DA R D 1 .1 Agency License

Partners’ Licenses

Employer’s PermitsSTA N DA R D 1 . 3

level 1 32 4

level 1 32 4

level 1 32 4
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STA N DA R D 1 .4

The Agency has a written agreement with the employer / 

principal for each job order that stipulates legal compliance 

and meets relevant On The Level Standards.

DEFINITION

a. The written agreement should include at a minimum:
• Legal name of employer / principal
• Address of employer / principal
• Address of jobsite
• Name and address of Agency
• Duration of contract
• Full and clear definition of roles and responsibilities between 

the Agency and the employer / principal
• Worker protections
• Full details of fees and costs, including who is accountable 

for fees
• Reasonable lead time that allows for: 

• Full briefing before deployment to jobseekers / workers 
on the nature of the job, employment terms and 
conditions, living conditions in the destination country, 
and legal protections for workers

• Contract signing in the origin country followed by at 
least five days for reflection by the worker

• Full document processing in the origin and destination 
countries 

• Commitment by both parties to comply with laws in the origin 
and destination countries 

Recruitment Agreement

level 1 32 4
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The Agency ensures that its policies and procedures are in 

consonance / compliance at all times with existing legislation 

or guidelines covering Private Recruitment and Employment 

Agencies and required by the governments of countries where 

the Agency operates, including countries where workers are 

sourced, recruited, and deployed for employment.

Where agents and / or sub-agents are used by the Agency, 

this is legally permissible and the agents and sub-agents are 

authorized / licensed / registered where this is required 

by relevant authorities.

STA N DA R D 1 . 5

STA N DA R D 1 .6

DEFINITION

DEFINITION

a. There is a mechanism that ensures that the company is regularly 
informed of new legislation / guidelines or changes in legislation / 
guidelines relevant to its operations, in all countries of operations, 
including countries where workers are sourced, recruited 
and / or deployed.

a. Agents and sub-agents are not direct employees of the Agency.

b. Agents and sub-agents may also be known as sponsors, runners,
sub-runners, spotters, contacts, contact points, village contacts 
or other local variations.

Legal Compliance

Sub-Agents

level 1 32 4

level 1 32 4
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Where the Agency operates branches or sub-branches, 

these are legally allowable and they follow the Agency’s 

policies and procedures.

STA N DA R D 1 .7

DEFINITION

a. Branch or sub-office:
• Same legal name as Agency
• Has all legally required licenses, permits, registration certificates
• Conducts same recruitment-related activities as Agency main 

office subject to applicable legal regulations
• Staffed by Agency direct employees  
• Employees have employment contracts with the Agency
• Employees trained by the Agency on applicable legal regulations 

and the Agency’s policies and procedures
• Follows the policies and procedures of the Agency
• Reports to the Agency main office
• Activities monitored by Agency main office 

For each worker deployed abroad for employment,

the Agency maintains a complete personnel record that 

includes all documentation of the recruitment, hiring and 

deployment procedure.

STA N DA R D 1 .8

Branches

Personnel Record

level 1 32 4

level 1 32 4
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The Agency takes all required measures to facilitate and 

ensure that successful candidates hired for foreign work have 

legal and appropriate clearances to exit the country of origin 

to work abroad, and have met all requirements to avail of any 

benefits and entitlements of a migrant worker.

The Agency takes measures to ensure that all workers hired for 

temporary assignment or permanent work are legally allowed 

to work in the country of employment.

STA N DA R D 1 .9

DEFINITION

a. The Agency only hires persons that are of the legal working age in the 
country of employment. 

b. Where the Agency recruits or places persons that are allowed to work 
only under certain protections, e.g. young workers, the Agency ensures that 
the nature and requirements of the work, and the work environment, do 
not compromise these protections.

c. The agency does not make workers available to a user company to 
circumvent local labor or other laws, e.g. undermine a worker’s ability to 
gain security of tenure / regular status; allow the company to avoid the 
formation of a union, etc.   

STA N DA R D 1 .10

Exit Clearance

Entry Clearance

level 1 32 4

level 1 32 4
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The Agency has not been cited, suspended, or otherwise 

sanctioned for non-compliance with any laws in any country 

of operations, including countries where workers are sourced, 

recruited and deployed.

DEFINITION

DEFINITION

a. None of the owners, principals, investors, or senior leadership of the 
Agency have an affiliation with a Private Recruitment and Employment 
Agency, including where the Agency no longer exists, that has a pending 
case related to non-compliance with any laws, statutes, non-statutory 
requirements or official guidelines governing Private Employment and 
Recruitment Agencies.

b. None of the owners, principals, investors or senior leadership of the 
Agency have pending criminal or civil cases against them related to 
their direct involvement in or affiliation with a Private Recruitment and 
Employment Agency, including where the Agency no longer exists.

a. Workers are in possession of the following PRIOR TO LEAVING 
the origin country:

• Travel document issued by country of nationality / citizenship 
• Entrance documents for destination country, e.g. visas
• Clearance for any transit through a third country
• Technical / educational certificates
• Medical clearances

b. Appropriate visas and work permits means that visa and / or permit 
category matches the job, entitles workers to safe and legal stay in the 
destination country, allows them legal status to work in the capacity that 
they are being hired for, and to move freely in the destination country 
without risk of being harassed, threatened or abused.

STA N DA R D 1 .11 No Citation

level 1 32 4
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The Agency conducts due diligence on all its agents and sub-

agents to ensure that they comply with legal requirements and 

follow stated Agency policies and procedures.

The Agency ensures that its main suppliers, contractors, and 

other collaborators, e.g. medical clinic, travel agent, training 

institutions, are properly authorized / licensed to operate, and 

they comply with legal regulations and the relevant sections 

of these Principles.

DEFINITION

a. Contracts with suppliers stipulate legal compliance and adherence to 
the Agency’s requirements applicable to the relevant sections of these 
Principles. 

b. A monitoring mechanism is in place to ensure legal compliance and 
compliance to the relevant sections of these Principles.

STA N DA R D 1 .12

STA N DA R D 1 .13

Sub-Agent Due Diligence

Supplier Responsibility

CORE PRINCIPLE 1: REFERENCES
International Labour Organisation (ILO), General principles and operational guidelines for fair recruitment, 2016;
International Labour Organization (ILO) Convention 98, Right to Organise and Collective Bargaining Convention, 
1949; International Labour Organization (ILO) Convention 138, Minimum Age Convention, 1973; Organisation for 
Economic Co-operation and Development (OECD), OECD Guidelines for Multinational Enterprises, “Section V. 
Environment,” 2008; United Nations (UN) Convention, International Convention on the Protection of the Rights 
of All Migrant Workers and Members of Their Families, “Part V: Promotion of sound, equitable, human and lawful 
conditions in connection with international migration of workers and members of their families,” 1990.

level 1 32 4

level 1 32 4
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2
TRANSPARENCY 
OF TERMS OF 
ENGAGEMENT

CO R E P R I N C I P L E  2

The Agency shall ensure that workers are given details of their 
working conditions, the nature of the work to be undertaken, 
rates of pay and pay arrangements and working hours.
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The Agency provides workers with accurate details of working 

conditions, the nature of the work to be undertaken, the 

rates of pay, pay arrangements, benefits, working hours, and 

duration of contract, at the time of recruitment.

All workers have a contract of employment written in 

the worker’s native language or in a language the worker 

understands.  All workers have a copy of their contract 

of employment signed by the employer and the worker.

DEFINITION

DEFINITION

a. Contract details are consistent with information provided to workers at 
the point of hiring, which include all advertisements, communications by 
agents, sub-agents, Agency staff made to workers.

b. The details of the contract signed by the worker are consistent with 
actual conditions of work upon the worker’s assumption of the job.

a. If the native language of the worker and the employer are different, 
the contract is written in both languages and, in addition, in the official 
language of the government that has jurisdiction over the contract, 
if that language is different. 

STA N DA R D 2 .1

STA N DA R D 2 .2

Accurate Job Information

Contract Signing

level 1 32 4

level 1 32 4
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Where any changes are made to a contract of employment 

after the worker has signed it, the Agency has an effective 

mechanism to ensure that the changes are made with the prior 

and full knowledge and consent of the worker, where such 

consent was made voluntarily and without threat of penalty, 

and that the worker’s contractual rights are protected. 

DEFINITION

a. If changes are made to an employment contract after the worker has 
signed it, such changes are made with the prior and full knowledge and 
consent of the worker, where such consent was made voluntarily and 
without threat of penalty.  These changes include, but are not limited to, 
changes in work assignment, job location, shifts, etc. 

b. No changes are made that diminish the workers’ originally anticipated 
wages, benefits, or other conditions of work, or place the worker in a 
position of physical or mental risk or peril, or other form of disadvantage 
or vulnerability.

STA N DA R D 2 . 3 Contract Changes

level 1 32 4
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CORE PRINCIPLE 2: REFERENCES 
International Labour Organization (ILO) Convention 100, Equal Remuneration Convention, 1951; United 
Nations (UN) Convention, International Convention on the Protection of the Rights of All Migrant Workers 
and Members of Their Families, “Part IV: Other Rights of Migrant Workers and Members of Their Families who 
are Documented or in a Regular Situation,” 1990; United Nations (UN) Convention, International Convention 
on the Protection of the Rights of All Migrant Workers and Members of Their Families, “Part V: Promotion of 
sound, equitable, human and lawful conditions in connection with international migration of workers and 
members of their families,” 1990.
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3
FREE-OF-
CHARGE 
PROVISION OF 
SERVICES TO 
JOBSEEKERS

CO R E P R I N C I P L E  3

The Agency shall not charge directly or indirectly, in whole 
or part, any fees or costs to jobseekers and workers, for the 
services directly related to temporary assignment or permanent 
placement.
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The Agency does not charge fees or costs to jobseekers or 

workers consistent with the definition of “free-of-charge” 

service to jobseekers / workers under this Principle.

For Agencies that charge recruitment fees / expenses to 

jobseekers / workers, the charges are consistent with the “Fees 

Definition” for fee-charging Agencies under this Principle.

The Agency only engages with employers that share the 

principle of “free-of-charge” service to jobseekers and workers.

(See also Standard 3.11 for Sub-Agent Payments)

DEFINITION

a. All employers the Agency contract with cover all costs as prescribed in 
the definition of “free-of-charge” service under this Principle.

b. No fees or costs incurred for recruitment, selection, hiring, contract 
extension, re-hiring transfer to new employer / workplace and, in the 
case of workers hired from another country, deployment and repatriation, 
related to temporary assignment or permanent placement, are borne by 
workers or job-seekers. 

STA N DA R D 3 .1A

STA N DA R D 3 .1B

STA N DA R D 3 .2

Free-of-Charge Agencies

Fee-Paying Agencies

Free-of-Charge Employers

level 1 32 4

level 1 32 4

level 1 32 4
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The Agency does not require applicants or workers to post a 

bond, whether in cash or in kind, even if allowed by law.

Where workers are required by employers to pay for amenities 

or other requirements when being placed or working in 

a foreign employment, such payment is required by law, 

should not exceed market rates or be set at rates that can be 

construed as excessive, should not be in aid of earning a profit 

at workers’ expense or of efforts to earn back placement fees 

or other fees paid by employers for worker recruitment.  (For 

Destination Country Agencies only.)

DEFINITION

a. The Agency does not require jobseekers / workers to post a bond or 
deposit with or without the guarantee that such bond or deposit will be 
returned at its full value upon the applicant’s work placement or after a 
worker’s completion of a temporary work contract.

b. This applies to all agents working on its behalf, e.g. employees, business 
partners, agents and sub-agents, and in all countries of operations, 
including workers’ origin country. 

STA N DA R D 3 . 3

STA N DA R D 3 .4

Bond

Amenities

DEFINITION
a. This includes, but is not limited to: 

• Board and lodging
• Language training
• Transportation from living accommodations to the worksite

level 1 32 4

level 1 32 4
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The Agency does not keep applicants’ or workers’ personal 

financial documents, such as but not limited to, bankbooks or 

automatic teller machine (ATM) cards, at any time and for any 

reason.

Where an Agency is charged by the host State, a sending 

country government, or by an Employer-Client, or is requested 

by workers themselves, to remit a portion of a worker’s 

earnings to workers’ family members in another province or 

country, any such remittances are made with the worker’s prior 

knowledge and full and voluntary consent, workers decide the 

amounts to be remitted, and remittance charges to workers 

are based on the actual cost of the transaction, reflected in 

transaction receipts. (For Destination Country Agencies only.)

STA N DA R D 3 . 5

STA N DA R D 3 .6

Financial Documents

Remittances

level 1 32 4

level 1 32 4

DEFINITION
a. The Agency promptly provides workers with remittance receipts issued 
by a credible financial institution or remittance agency.
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DEFINITION
a. Where there are additional deductions, e.g. welfare club, these are 
legally allowed and workers have given their full and voluntary prior 
written consent.

Where an Agency is charged by the host State or by an 

Employer-Client to manage wage and benefits payments of 

agency-provided workers, wages are accurately computed, 

cover all hours worked, and are paid to workers on time 

at intervals designated by law or as stipulated in workers’ 

contracts. Wages for overtime are computed at premiums 

mandated by law. (For Destination Country Agencies only.)

Any deductions made from workers’ wages will be limited 

to benefits and contributions that are mandated by law and 

are remitted promptly and with proper documentation to 

appropriate government agencies. (For Destination Country 

Agencies Only. )

STA N DA R D 3 .7

STA N DA R D 3 .8

Wages Management

Deductions

level 1 32 4

level 1 32 4
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The Agency does not require applicants or workers to 

contribute to any forced savings programs.

The Agency does not provide workers or applicants with 

personal loans, the amount and repayment terms of which 

could lead to debt bondage or forced labor.

Agents and sub-agents engaged by the Agency to perform 

recruitment-related activities earn only from the agency and 

not from jobseekers / workers. All recruitment costs incurred 

by agents and sub-agents in the performance of recruitment-

related activities are paid by the Agency.

STA N DA R D 3 .9

STA N DA R D 3 .10

STA N DA R D 3 .11

DEFINITION
a. The Agency does not formally or informally direct workers to private 
lending companies. 

Forced Savings

Loans

Sub-Agent Payments

level 1 32 4

level 1 32 4

level 1 32 4
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There is a means of informing workers at the point of 

recruitment, whether in job advertisements or at recruitment 

centers, details of the Agency’s recruitment fees policy.  Where 

any fees and / or expenses allowable under the fees definition 

in this Principle are to be borne by jobseekers / workers, the 

information includes details on:

1. What costs will be borne by the employer and what 

costs will be borne by the jobseeker / worker

2. How much the jobseeker / worker will pay for each 

item

3. The method of payment and, where applicable, details 

of reimbursement for any fees and / or expenses paid 

upfront by the jobseeker / worker

The Agency has a mechanism in place for workers or 

jobseekers to safely and confidentially report any non-

compliance to this Principle at any point in the recruitment, 

selection, hiring, employment and repatriation process.

STA N DA R D 3 .12

STA N DA R D 3 .13

Fee Information to Workers

Reporting Mechanism

level 1 32 4

level 1 32 4
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There are contingency procedures in place in case of verified 

reports of non-conformance to this Principle that would 

include reimbursing workers or jobseekers for any fees 

charged that exceed the legal limits or the “free-of-charge” 

service definition.

The Agency ensures that victims of trafficking as a result of its 

practices, or those of its agents or sub-agents, are provided 

adequate access to remedy.

STA N DA R D 3 .14

STA N DA R D 3 .15

DEFINITION
a. Contingency procedures include mechanisms for reimbursing workers 
or jobseekers for any fees charged that exceed the legal limits or the 
“free-of-charge” service definition.

b. The amount of reimbursement shall be assessed on a worker’s 
testimony, if that testimony can be corroborated by an impartial third 
party, or by other workers who were either victims of or simply aware of 
this practice.

Contingency Procedures

Human Trafficking Protections and Remedy

CORE PRINCIPLE 3: REFERENCES 
International Labour Organization (ILO) Convention 29, Forced Labour Convention, 1930; International Labour 
Organization (ILO) Convention 105, Abolition of Forced Labour Convention, 1957;  United Kingdom Modern Slavery 
Act, “Slavery, servitude and forced of compulsory labour,” Part 1 Section 1, 2015; Organisation for Economic
Co-operation and Development (OECD), OECD Guidelines for Mvultinational Enterprises, “Section IV.
Employment and Industrial Relations,” 2008.

level 1 32 4

level 1 32 4
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4
SAFETY
AT WORK

CO R E P R I N C I P L E  4

The Agency shall act diligently in assessing risks in order to 
promote the safety of agency workers in their workplace.

The Agency shall inform agency workers whenever they have 
reason to believe that any particular assignment causes an 
occupational health or safety risk.
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The Agency has a working understanding of the risk profile 

concerning any and all jobs, industries and countries for 

which the Member recruits or places workers for temporary 

assignment or permanent work.

Contracts with employers / principals stipulate that where 

there are legal protections for vulnerable workers, e.g. young 

workers, the employer commits to implementing 

the protections.

STA N DA R D 4.1

STA N DA R D 4.2

DEFINITION
a. The Agency has a process for assessing job risks in the industries and 
countries in which it provides its services.

b. The Agency has trained staff with the knowledge, skills and experience 
to implement this process.

Risk Assessment

Legal Protection for Vulnerable Workers

level 1 32 4

level 1 32 4

The Agency ensures that workers recruited or placed for 

temporary assignment or permanent work are provided with 

information about such risks and how to mitigate them, 

STA N DA R D 4. 3 Risk Information

level 1 32 4
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The Agency ensures that appropriate protective restrictions 

and reasonable accommodation for vulnerable workers are in 

place. (For Destination Country Agencies Only.)

STA N DA R D 4.4

DEFINITION
a. Applicable to Destination Country Agencies and only where vulnerable 
workers are deployed.

The Agency ensures that contingency measures in case of 

injury or illness that might result from identified as well as 

unanticipated risks are provided to workers and stipulated 

in their employment contracts, such as health insurance, 

workers’ compensation, and emergency repatriation, at no 

cost to the worker.

STA N DA R D 4. 5

Vulnerable Workers

Insurance

Where worker accommodation is provided for workers by the 

Agency or managed by the Agency, on behalf of the employer, 

STA N DA R D 4.6 Worker Accommodation

level 1 32 4

level 1 32 4

level 1 32 4

in a language that workers understand, before they sign 

employment contracts.
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DEFINITION
a. Workers must be provided with ready access to clean toilet facilities, 
potable water and sanitary food preparation, storage, and eating facilities. 
Workers dormitories are to be kept clean and safe and provided with 
appropriate emergency egress, hot water for bathing and showering, a Wi-
Fi connection available to all workers, adequate heat and ventilation and 
reasonable personal space along with reasonable entry and exit privileges.

b. This Standard applies to any accommodation provided to jobseekers / 
workers, owned or managed by the Agency, in origin or destination country.

Transportation provided for workers to take them to and from 

the workplace should be safe and reliable. (For Destination 

Country Agencies Only.)

STA N DA R D 4.7

DEFINITION
a. This Standard applies where the agency is tasked with providing 
transportation to and from the workplace.

Transportation

level 1 32 4

it must have all required health and safety licenses, permits, 

registrations and certificates related to food, sanitation and 

housing and an adequate and effective process is established 

to ensure permits and licences are up-to-date at all times. 

CORE PRINCIPLE 4: REFERENCES 
International Labour Organization (ILO) Convention 138, Minimum Age Convention, 1973; Organisation for 
Economic Co-operation and Development (OECD), OECD Guidelines for Multinational Enterprises, “Section V. 
Environment,” 2008; United Nations (UN) Convention, International Convention on the Protection of the Rights 
of All Migrant Workers and Members of Their Families, “Part V: Promotion of sound, equitable, human and lawful 
conditions in connection with international migration of workers and members of their families,” 1990; World 
Health Organization, Declaration on Workers Health, 2006.
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5
NON-
DISCRIMINATION 
AND HUMANE 
TREATMENT

CO R E P R I N C I P L E  5

The Agency shall establish working practices that safeguard 
against any unlawful or unethical discrimination or inhumane 
treatment.
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The Agency does not discriminate against any applicant 

or worker on the grounds of religion, race, sex, age, sexual 

orientation, political beliefs, union affiliation, physical or 

mental disability, cultural practices, nationality, ethnic origin, 

civil status, or pregnancy status, in its recruitment, selection 

and hiring practices, or in the conduct of any other services 

that the Agency may provide to its Employers-Clients such as 

the administration of disciplinary practices, the selection of 

workers for promotion, re-contracting or transfer higher-value 

jobs or operations, etc.

DEFINITION

a. There are mechanisms in place for screening all job advertisements 
and posters, job descriptions, interview guides, selection criteria and tools, 
and contractual agreements, for discriminatory language, and every effort 
is taken to avoid discrimination in any form.

b. All employees, agents, and sub-agents are trained to uphold non-
discrimination and employ non-discriminatory practices.

c. There are confidential and safe channels for applicants and workers 
to report unequal or unfair treatment and any form of discriminatory 
harassment or abuse, in the recruitment, selection and hiring process. 
These channels and the procedures for using them are communicated to 
all applicants and workers, in a language that they understand, from the 
point of recruitment.

d. There are clear and well-communicated sanctions for employees, 
agents and sub-agents found to have violated this Principle.

STA N DA R D 5 .1 Non-Discrimination

level 1 32 4
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e. Reports of unequal or unfair treatment are investigated within a 
reasonable timeframe by trained staff, are acted on when action is 
merited, and results of investigation findings and actions are fed back to 
the interested party or parties.

f. The Agency exercises a policy of non-retaliation against employees, 
agents, applicants and workers filing discrimination reports. Where 
reported discrimination implicates the officers and staff of the Employer-
Client, the Agency takes measures to ensure that the Employer-Client 
respects the non-retaliation policy.  

Where the Agency is also the employer, the Agency guarantees 

equal pay for equal work and fair treatment in the workplace.

(For Destination Country Agencies that are also the employers.)

The Agency does not conduct pregnancy screening or testing 

at any time, except where laws, statutes and official guidelines 

of relevant governments or official entities require them, and 

where results of such screens or tests are used solely for such 

legal or official purposes.

STA N DA R D 5 .2

STA N DA R D 5 . 3

Equal Pay

Pregnancy Screening

level 1 32 4

level 1 32 4
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The Agency only conducts medical screens or tests to ensure 

fitness to work.

Where the Agency is the employer and immigration laws in the 

country of employment require foreign temporary workers who 

become pregnant during their employment to return to their 

home country to give birth, the Agency:

1. Allows the worker to return to work to finish her 

contract after giving birth, if the worker so chooses, at 

the same rate of pay and conditions of work. 

2. Ensures that the worker receives maternity benefits 

allowed by the laws of either the worker’s country 

of origin, or the worker’s country of employment, 

whichever is higher.

3. Ensures that the worker’s repatriation and 

redeployment are handled sensitively and with due 

care for and attention to the safety and health of the 

worker and the fetus at no cost to the worker. (For 

Destination Country Agencies who are employers.)

STA N DA R D 5 . 5

STA N DA R D 5 .4 Pregnancy Benefits

Medical Screening

level 1 32 4

level 1 32 4
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There is no harsh or inhumane treatment, including any 

sexual harassment, sexual abuse, corporal punishment, 

mental or physical coercion, or verbal abuse of jobseekers 

and workers, or of the Agency’s own staff. Disciplinary policies 

and procedures in support of these requirements are clearly 

defined and communicated to workers.

STA N DA R D 5 .6 Humane Treatment

level 1 32 4
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CORE PRINCIPLE 5: REFERENCES 
International Labour Organization (ILO) Convention 98, Right to Organise and Collective Bargaining 
Convention, 1949; International Labour Organization (ILO) Convention 100, Equal Remuneration 
Convention, 1951; International Labour Organization (ILO) Convention 111, “Discrimination (Employment 
and Occupation), 1958; Organisation for Economic Co-operation and Development (OECD), OECD 
Guidelines for Multinational Enterprises, “Section IV. Employment and Industrial Relations,” 2008; 
Organisation for Economic Co-operation and Development (OECD), OECD Guidelines for Multinational 
Enterprises, “Section V. Environment,” 2008; United Nations (UN) Convention, International Convention 
on the Protection of the Rights of All Migrant Workers and Members of Their Families, “Part II: Non-
discrimination with Respect to Rights,” 1990.
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6
RESPECT FOR 
WORKERS’ 
RIGHTS

CO R E P R I N C I P L E  6

Equitable, objective and transparent principles for the calculation 
of agency workers’ wages shall be promoted, considering national 
legislation and practices.

Members shall not in any way deny the right of freedom of 
association of their employees.

In accordance with national law and practice, private employment 
agencies shall not make workers available to a user company to 
replace workers of that company who are legally on strike.
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The Agency does not keep workers’ personal documents, 

except when required for submission for processing by 

relevant official authorities.

Base wages specified in employment contracts meet, at 

minimum the relevant legal or industry minimum wage or 

customer requirements, whichever is higher, in their country of 

employment, whether the worker is foreign or local. The wage 

calculation formula is transparent, equitable and objective, 

allows the applicant or worker to compute for the gross 

wage as well as the net wage after government-mandated 

deductions. Wages for regular and overtime hours are 

specified separately. 

STA N DA R D 6.1

STA N DA R D 6.2

DEFINITION

a. Especially in destination countries where there is no minimum wage, 
the Agency must conduct due diligence to ensure that the contractual 
wage meets at least the accepted industry minimum.

ID Documents

Wages

level 1 32 4

level 1 32 4
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Benefits specified in employment contracts are, at the 

minimum, in consonance with the mandatory benefits offered 

to workers in the country of employment, including holidays, 

leaves, medical and health insurance, access to medical 

facilities, and overtime premiums. Additional benefits for 

foreign temporary or permanent workers, such as food and 

accommodations, as well as corresponding deductions for 

mandatory benefits, are also specified.

Employment contracts specify the hours of work for the job to 

be undertaken, including regular work hours, requirements for 

overtime (especially mandatory overtime), break periods and 

days off. 

Employment contracts specify that workers receive all legally 

required breaks, including prayer breaks, and at least one day 

off in every seven.

STA N DA R D 6. 3

STA N DA R D 6.4

Benefits

Working Hours

level 1 32 4

level 1 32 4
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Contracts should specify circumstances in which workers can 

pre-terminate the contract without penalty. No penalties are 

imposed on workers for terminating employment that can be 

construed as creating a situation of involuntary labor.

Where employment contracts specify disciplinary and other 

grounds and procedures that can lead to termination, due 

care is taken by the Destination Country Agency to ensure that 

these grounds and procedures are consistent with local law. 

Employment contracts allow workers to move with reasonable 

freedom within the work environment and in their living 

accommodations, especially when such accommodations, 

e.g. dormitories, are employer-provided. Any legally required 

constraints on their movement are made known to workers 

prior to contract signing.

STA N DA R D 6. 5

STA N DA R D 6.6

DEFINITION

a. For workers being placed overseas, where the law specifically allows for 
probationary period, contracts should state the length of the probationary 
period, or that period within which a worker can be summarily repatriated, 
due causes for repatriation, and who pays for repatriation.

Pre-termination

Freedom of Movement

level 1 32 4

level 1 32 4
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Employment contracts do not obstruct workers’ right 

to freedom of association and collective bargaining.

The Agency facilitates means by which all workers placed 

in temporary assignments or permanent work are provided 

the company’s employee handbook and / or orientations 

in a language they understand to Employer policies and 

procedures, including procedures related to occupational 

health and safety, relevant and necessary work-related 

training, and work procedures, upon reporting for work.

(For Destination Country Agencies Only.)

The Agency provides workers with safe and legal means 

of transportation from their point of origin to the jobsite 

and ensures proper hand-over of workers to the  

client-employer’s representatives.

STA N DA R D 6.7

STA N DA R D 6.8

STA N DA R D 6.9

FOA

New Worker Orientation

Transport from CoO

level 1 32 4

level 1 32 4

level 1 32 4
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CORE PRINCIPLE 6: REFERENCES 
International Labour Organization (ILO) Convention 87, Freedom of Association and the Right to 
Organise Convention, 1948; International Labour Organization (ILO) Convention 98, Right to Organise and 
Collective Bargaining Convention, 1949; International Labour Organization (ILO) Convention 100, Equal 
Remuneration Convention, 1951; Organisation for Economic Co-operation and Development (OECD), 
OECD Guidelines for Multinational Enterprises, “Section IV. Employment and Industrial Relations,” 2008; 
United Nations (UN) Convention, International Convention on the Protection of the Rights of All Migrant 
Workers and Members of Their Families, “Part III: Human Rights of All Migrant Workers and Members of 
their Families,” 1990; United Nations (UN) Convention, International Convention on the Protection of the 
Rights of All Migrant Workers and Members of Their Families, “Part IV: Other Rights of Migrant Workers 
and Members of Their Families who are Documented or in a Regular Situation,” 1990; World Health 
Organization, Declaration on Workers Health, 2006.
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7
CONFIDENTIALITY

CO R E P R I N C I P L E  7

The Agency shall ensure confidentiality in all of their dealings.

The Agency and their staff shall ensure that permission has been 
given and documented before disclosing, displaying, submitting 
or seeking confidential or personal information.
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The Agency maintains procedures for managing personal 

information and documents received from its own employees, 

as well as from jobseekers and workers, that control the 

issuance of confidential or personal information

to third parties.

DEFINITION

a. Employees implementing these procedures are trained to ensure that 
confidentiality requirements are met, and have signed non-disclosure 
agreements that specify information to be kept confidential.

STA N DA R D 7 .1 Confidentiality

CORE PRINCIPLE 7: REFERENCES 
Council of Europe, Convention for the Protection of Individuals with regard to Automatic Processing of Personal 
Data, 1981 Organisation for Economic Co-operation and Development (OECD), The OECD Privacy Framework, 2013.

level 1 32 4

The Agency respects the right of its employees, as well as 

jobseekers and workers placed in temporary assignments and 

permanent work, to not disclose information that is protected 

by constitutional or civil laws. 

DEFINITION

a. Disclosing information without informed consent of the worker.

STA N DA R D 7 .2 Right Not To Disclose

level 1 32 4
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8
PROFESSIONAL 
KNOWLEDGE 
AND QUALITY 
OF SERVICE

CO R E P R I N C I P L E  8

The Agency shall work diligently to develop and maintain 
a satisfactory and up-to-date level of relevant professional 
knowledge.

The Agency shall ensure that their staffs are adequately trained 
and skilled to undertake their responsibilities and assure 
a high quality service.
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The Agency provides regular training for its staff, agents

and sub-agents to ensure that these Principles and Standards 

are met. 

The Agency includes performance on implementing these 

Principles and Standards, in its performance management 

system for employees.

The Agency conducts pre-departure training, in the case 

of workers being deployed for foreign assignments, in the 

workers’ native language to ensure that workers are ready and 

fully informed to take up the job. 

DEFINITION

DEFINITION

a. Agency staff should be trained and competent to do their jobs in 
accordance with these Principles and Standards.

a. Agency staff should be trained and competent to do their jobs in 
accordance with these Principles and Standards.

STA N DA R D 8.1

STA N DA R D 8.2

STA N DA R D 8. 3

Employee Training

Employee Performance Management

Pre-departure Training

level 1 32 4

level 1 32 4

level 1 32 4
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DEFINITION

a. The Agency conducts a pre-departure briefing following the On The 
Level format that assists candidates to make an informed decision to work 
abroad, based on:

• Job details such as the employer, place of work, nature of work, 
job risks, jobsite health and safety measures, workplace policies 
and procedures, accommodation and transportation to and 
from work

• Terms and conditions of employment
• Any fees or expenses payable by the worker
• Cultural, social and economic information on the host country
• Legal protections and responsibilities
• Mechanisms for seeking assistance, including the Agency’s 

grievance mechanism
• On The Level Hotline procedure

The Agency has a functional sourcing plan that meets the 

ethical requirements of these Principles.

STA N DA R D 8.4

DEFINITION

a. The Agency maintains a registry of vocational and technical institutions, 
agency-paid and monitored sourcing partners.

b. The Agency maintains an updated database of applicants and
returned workers.

Functional Sourcing Plan

level 1 32 4
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The Agency has systems and procedures to receive and review 

basic documentation requirements submitted by workers in 

order to evaluate their authenticity and currency.

The Agency has developed and uses interview tools and 

guidelines for basic screening of applicants that are objective 

and non-discriminatory to credibly and effectively vet workers’ 

skills, knowledge and attitude according to a given job 

description / job position / vacancy. If testing is done by a 

third party, the testing center has been vetted and is a credible 

institution or certified / licensed professional.

The Agency meets deployment timelines and ensures workers 

report to work as scheduled.

STA N DA R D 8. 5

STA N DA R D 8.6

STA N DA R D 8.7

Documentation Authentication

Interview Tools

Deployment Timelines

level 1 32 4

level 1 32 4

level 1 32 4
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The Agency keeps open communication channels with all 

deployed workers, processes worker and employer feedback 

for effective resolution, and helps workers’ families manage in 

their absence so workers attend to their jobs productively.

Where necessary, the Agency facilitates the worker’s return 

to the origin country, including assistance, if necessary, in 

processing of exit clearances in the destination country and 

exit / entry reporting where required (For Destination Country 

Agencies only.)

STA N DA R D 8.8

STA N DA R D 8.9

Open Communication

Repatriation

level 1 32 4

level 1 32 4
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CORE PRINCIPLE 8: REFERENCES 
Organisation for Economic Co-operation and Development (OECD), OECD Guidelines for Multinational 
Enterprises, “Section II. General Policies,” 2008; Organisation for Economic Co-operation and Development 
(OECD), OECD Guidelines for Multinational Enterprises, “Section V. Environment,” 2008.
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9
FAIR 
COMPETITION

CO R E P R I N C I P L E  9

The Agency shall assure mutual relations based
on fair competition.
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The Agency does not engage in or tolerate any practice or act 

that is done to gain an unfair advantage for an individual, 

group, organization, company or institution, including acts 

that constitute extortion, bribery, collusion, fraud, graft and 

corruption, or contribute to creating conflicts of interest in the 

delivery of the Agency’s services.

The Agency has a gift-giving policy that prohibits the receipt 

by the Agency, its staff, agents and sub-agents, of gifts in cash 

or in kind from job applicants and workers, and prohibits or 

sets reasonable limits on gifts that may be received by its staff, 

agents, or sub-agents from employers-clients, government 

officials, institutions, or other individuals and institutions, 

that the Member may have a business or official relationship 

with, or otherwise transacts with on a regular basis in the 

performance of the Agency’s services.

STA N DA R D 9.1

STA N DA R D 9.2

Bribery and Corruption

Gift Policy

level 1 32 4

level 1 32 4
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The Agency’s owners, investors, directors, officers and senior 

staff, do not own or have a significant financial or other 

interest in businesses that might create conflicts with the 

Agency’s delivery of services as a Private Recruitment and 

Employment Agency or its ability to meet any Principle

of this Code.

The Agency does not make it a requirement for selection or 

employment that jobseekers or workers purchase goods or 

services from companies or businesses recommended by the 

Agency or that are owned in whole or in part by the Agency,

its owners, investors, directors, or senior staff. 

The Agency does not engage in or encourage false advertising 

regarding any aspect of its services, either to employers or 

to the workers that it recruits and hires for temporary or 

permanent placement.

STA N DA R D 9. 3

STA N DA R D 9.4

STA N DA R D 9. 5

Conflict of Interest

Workers’ Purchase of Goods

False Advertising

level 1 32 4

level 1 32 4

level 1 32 4
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The Agency does not make false promises to applicants or 

workers regarding employment conditions, job locations, 

employment or contract duration, or anticipated earnings.

The Agency immediately informs applicants when a job order 

has been cancelled.

STA N DA R D 9.6

STA N DA R D 9.7

CORE PRINCIPLE 9: REFERENCES 
United Kingdom Bribery Act, “General Bribery Offences,” 2010; Organisation for Economic Co-operation 
and Development (OECD), OECD Guidelines for Multinational Enterprises, “Section VI. Combating Bribery,” 
2008; Organisation for Economic Co-operation and Development (OECD), OECD Guidelines for Multinational 
Enterprises, “Section IX. Competition,” 2008.

False Promises

Cancelled Job Orders

level 1 32 4

level 1 32 4
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10
ETHICAL AND 
PROFESSIONAL 
CONDUCT

CO R E P R I N C I P L E  10

The Agency shall observe the highest principles of ethics, 
integrity, professional conduct and fair practice in dealing with 
temporary agency workers as well as other relevant stakeholders 
and shall conduct their business in a manner designed to 
enhance the operation, image and reputation of the industry.
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The Agency has a Code of Ethical and Professional Conduct.

The code applies to all actors and parties in the chain of 

recruitment, including agents and sub-agents in Destination 

Countries and Origin Countries.

STA N DA R D 10.1

STA N DA R D 10.2

DEFINITION

DEFINITION

a. The Code covers the following areas:
• Respect for Laws
• Transparency of Terms of Engagement
• Free-Of-Charge Provision to Jobseekers
• Safety at Work
• Diversity
• Workers Rights
• Confidentiality
• Professional Knowledge and Quality of Service
• Fair Competition
• Ethical and Professional Conduct

a. The Code is communicated to and made part of agreements with all 
parties in the chain of recruitment in all countries of operations.

Code of Conduct

Communication of Code

level 1 32 4

level 1 32 4
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The Code is supported by an institutional structure and written 

procedures for enforcement, monitoring and reporting.

There is a confidential and safe means for employees, 

partners, agents and sub-agents, and clients (including both 

employers and workers) to report any grievances they have 

arising from their engagement with the Agency. 

STA N DA R D 10. 3

STA N DA R D 10.4

DEFINITION

a. The Code and its procedures for enforcement are communicated to 
all employees, partners, clients (employers and workers) and external 
stakeholders.

b. The Code is made an integral part of employment contracts of Agency 
employees, and is signed by employees to signify their understanding and 
commitment to abide by the Code.

c. For Destination Country Agencies, the Code is made an integral part 
of business and service contracts with all partners, including agents and 
sub-agents.  The Code may form part of any service agreement made 
between a Destination Country Agency and Origin Country Agencies (top 
down principle).

d. The procedures specify sanctions and / or corrective actions for non-
conformance up to and including termination of an employment contract 
(if an erring employee is involved) or termination of business (where an 
agent or sub-agent is involved).

Institutional Structure

Grievance Mechanism

level 1 32 4

level 1 32 4
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DEFINITION

a. Reports are received by a third-party (e.g. via a 1-800 number) and 
reported to an accountable officer of the Agency or to the Agency’s Board 
of Directors.

b. The reporting procedure specifies how reports will be investigated, 
and how investigation findings and consequent actions will be reported 
back to the reporting party and, where the reported incident has general 
impacts / repercussions that are of interest to more stakeholders, to the 
members’ stakeholders or even the public.

The Code provides protection for whistle-blowers to 

ensure protection of identity and non-retaliation, including 

prohibitions on actions that could lead to retaliation.

STA N DA R D 10. 5 Whistleblower

level 1 32 4

The Agency has a mechanism in place that ensures that 

performance issues and progress on compliance to the Code 

are discussed in annual management reviews and made an 

integral part of the Agency’s continuous improvement process.

STA N DA R D 10.6 Management Review

level 1 32 4

CORE PRINCIPLE 10: REFERENCES 
United Kingdom Bribery Act, “General Bribery Offences,” 2010; Organisation for Economic Co-operation 
and Development (OECD), OECD Guidelines for Multinational Enterprises, “Section VI. Combating Bribery,” 
2008; Organisation for Economic Co-operation and Development (OECD), OECD Guidelines for Multinational 
Enterprises, “Section IX. Competition,” 2008.
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