
Standard Operating Policy 
 

As an organisation, MyBnk is committed not only to the education and empowerment of 
young people, but also to enabling them to become agents of positive social change in the 
world around them. MyBnk also recognises that it is important for this drive to be reflected 
in the way that it behaves as an organisation. 
 
The purpose of the Standard Operating Policy is therefore to define the ways in which 
MyBnk and its staff should act in order to remain consistent with these principles. The 
Policy is split into two parts. The first deals with internal procedures to ensure MyBnk 
operates in as environmentally sustainable a way as possible. The second deals with 
MyBnk’s method of engagement with potential external partners to ensure that such 
relationships are subject to strict ethical considerations at all times.  
 
How We Operate 
 
MyBnk recognises the importance of minimising the environmental impact of its activities 
and of operating in a sustainable manner. The following procedures are aimed at 
encouraging a reduction in waste and allowing MyBnk to maximise the efficiency of its 
resources. There are three areas in which MyBnk can work towards achieving this: 
 
Paper 

 
MyBnk staff should make a conscious effort to minimise their use of paper: 
 

 Documents should only be printed when it is genuinely necessary, and if possible 
double-sided printing should be practised, especially if the document in question is 
short and intended only for internal use. 

 Draft settings should be used when printing rough documents to save ink. 

 Unless it contains any sensitive information (in which case it should be shredded in 
keeping with Data Protection procedures) all used paper with one side blank should 
be filed in the scrap paper folder for general office use. 

 Once paper can no longer be re-used, it should be recycled – all staff should be 
aware of recycling procedures. 

 MyBnk staff should always make an effort to purchase recycled notepads. 
 
Electricity 

 
MyBnk staff should make a conscious effort to minimise their use of electricity: 
 

 Staff should be aware that as well as locking the office at the end of the day, care 
should be taken to ensure that all lights, printers and plug sockets (except those 
required for telephones) are switched off before the office is vacated. 

 Staff should also make an effort to ensure that their computers are only turned on 
when they are actually in use and, for instance, are not left running if they leave the 
office for an extended period during the day. 

 
Transport 

 
MyBnk staff should also recognise the environmental impact of their travel arrangements: 
 



 Wherever feasible and cost-effective, MyBnk staff should try to use public transport 
when travelling to meetings or appointments outside of the office. 

 All staff will also be offered the opportunity to join a Cycle to Work scheme. 
 
As well as its impact on internal procedures, MyBnk staff should also be aware of the 
importance of environmental concerns when engaging with suppliers, service providers 
and other external partners. This is covered in greater detail in the next section. 
 
A member of the Senior Management Team is appointed Environmental Officer, and is 
responsible for ensuring that correct procedures are followed. Everyone else in the 
organisation should feel able to bring any concerns or suggestions that they have 
regarding the efficiency or effectiveness of environmental procedures to this individual. 
 
Who We Engage With 

 
MyBnk recognises that as an organisation it has a role in a wider supply chain, and that 
the decisions it makes as to who it procures services/money from and who it offers 
services/money to can have a broader impact on society and the environment. The 
following procedures are intended to ensure that an ethical approach remains at the heart 
of all MyBnk’s engagements with external organisations and individuals. 
 
Ethics Committee 

 
The Ethics Committee is made up of the Senior Management Team and an intern, elected 
every three months by secret ballot of the MyBnk staff (if an intern leaves before the end of 
their term on the Committee, another secret ballot is held to elect a new intern to serve the 
remainder of the three-month term). The role of the Ethics Committee is defined below.   
 
Service Providers 
 
In the course of its everyday activities, MyBnk will naturally have to engage with a wide 
variety of service providers including suppliers, banks etc. 
 

 MyBnk should wherever possible seek to procure services from organisations who 
act in a demonstrably ethical and environmentally sustainable fashion, and should 
also wherever possible try to work with social enterprises. 

 However, as it is also the responsibility of MyBnk staff to maximise the resources of 
the charity and to secure services in as cost-effective a way as possible, a balance 
judgement may sometimes have to be made. 

 It is important that the ethical aspect of any such decision is given due 
consideration. If it is felt that material benefit of procuring services from a particular 
provider is outweighed by the potential cost to MyBnk’s brand, stakeholders, staff, 
trustees and existing partners, then an alternative provider should be sought. 

 If the judgement is particularly difficult the individual responsible can take the matter 
to the Ethics Committee for a final decision. In extreme cases, the Ethics 
Committee should consult the Board of Trustees. 

 
Other External Engagements 
 
In addition to service procurement, MyBnk may also approach or be approached by 
external organisations for a number of other purposes including CSR partnerships, 
fundraising and sales. In certain circumstances it will be necessary to ethically screen the 



organisation in question using the procedure outlined below before agreeing to engage 
with them. This will be the case if: 
 

 A corporate partnership is proposed. All prospective corporate partners should 
always be screened using this method, regardless of the level or form of the 
potential engagement. 

 A contract or agreement worth more than £1000 is proposed between MyBnk and a 
prospective funder or customer and the member of staff who is signing-off 
considers it appropriate to conduct an ethical screening. This may not always be 
necessary, but in all such cases staff should at least consider whether or not it is 
suitable to screen. 

 
Ethical Screening Procedure 
 
The decision as to whether or not to engage with a contentious partner should not be the 
sum total of the personal beliefs of staff members. It should instead be determined by 
whether MyBnk’s charitable objects are affected by association with that partner. 
 
MyBnk may argue for rejecting to engage with a partner on one or more of three grounds:  

 

 The partnership would be in the short or long term detrimental to the mission of the 
charity. 

 The partnership would lead to a decline in support for the charity from its 
stakeholders, and could be shown to result in a fall in the resources available to 
beneficiaries.   

 The potential partner would contradict MyBnk’s charitable objects, which would be 
the case if the partner was one of the following: a political party, an arms 
manufacturer, a tobacco or alcohol company, an extreme religious group, a 
company violating laws against child labour.  

 
In all cases, the decision as to whether or not to engage with a partner should be based on 
the following procedure: 
 

1) An Ethical Screening Questionnaire should be filled in for the prospective partner. 
 

2) The findings should then be put before the Ethics Committee who will assess the 
risk of the partnership and make a decision on whether or not engagement should 
proceed based on the potential consequences for MyBnk’s: brand, stakeholders, 
staff, trustees, existing partners. 
 

3) If the risk of the prospective partnership is deemed by the Ethics Committee to be 
extremely high, advice should be sought from the Board of Trustees before taking a 
final decision. 
 

4) If the prospective partnership is approved, all members of staff should be informed. 
If concern is expressed to the Ethics Committee by any individual, their line 
manager should be informed and every effort should be made to move the staff 
member away from direct involvement in the project. 

 


