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PART 1     DUTY TO THE PROFESSION AND THE INSTITUTE 

1.0    Professional Dignity 

It is the duty of a Member to; 

1.1 Preserve the dignity and honor of the insurance profession; 

1.2 Deal with the Institute in an open, clear and co-operative manner; 

1.3 Ensure that the Institute is treated with due courtesy 

1.4 Ensure the compliance with the Constitution, Code of Ethics and Regulations of 

the Institute 

1.5 Defend the good name of the profession and the Institute 

1.6 Uphold the laws of Ghana 

1.7 Discharge his/her duties to a fellow Member of the profession with fairness, 

courtesy and in good faith, maintain his/her dignity, honor and integrity and 

shall avoid any misconduct, which would discredit the profession of insurance or 

the Institute. 

1.8 A member shall ensure Regulators and other lawful authority are treated with 

due  courtesy 

2.0    Attendance of Meetings 

2.1 A member shall endeavor to attend meetings organized by the Institute. 

2.2 Inability to attend any meeting shall be communicated to the Secretariat or the 

President prior to the meeting. 

2.3 A Member commits misconduct if he persistently absents himself/herself from 

the Institute’s meetings without acceptable reasons and would be subject to 

disciplinary action as provided for under the Constitution. 

2.4 A member shall not be eligible to vie for any executive position or enjoy other 

benefits if he persistently absents himself/herself from meetings. 

2.5 Persistent absence shall mean two consecutive meetings within a year. 

3.0    Acts of Dishonor 

A Member commits misconduct if; 

3.1 He/she is convicted by a court of competent jurisdiction of an offence involving 

fraud, dishonesty or corruption; or  
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3.2 Whether or not he is the subject of a criminal prosecution, he commits any act of 

fraud, dishonesty or corruption, even in his/her personal capacity 

3.3 He/she does any other act likely to bring the insurance profession or the name 

of the Institute into disrepute.  

4.0    Deception of Disciplinary Committee 

A Member commits misconduct if;  

4.1 He/she deliberately deceives or attempts thereat or makes a false representation 

to the Disciplinary Committee or the Council of the Institute; or  

4.2 He/she fails to honor an undertaking or comply with an order or summons of 

the Disciplinary Committee or the Council of the Institute.  

5.0    Reporting Misconduct 

5.1 It shall be the duty of a Member to report any instance of professional 

misconduct that comes to his/her notice to the Council or expose any such 

misconduct before the Disciplinary Committee.  

6.0    Advertisement 

6.1 A Member commits misconduct if he advertises himself/herself or his/her 

company in a manner that is deceptive or misleading. 

PART 2     CONFIDENTIALITY 

7.0    Breach of Confidentiality 

7.1 A Member shall treat as confidential any information, documents, or papers 

relating to the business affairs of his/her employer or client and shall not 

disclose or produce such information, documents or papers, without the consent 

of the employer or client concerned, except as required by law to do so. 

7.2 A Member commits misconduct if he discloses or permits to be disclosed without 

his/her client’s consent any confidential communication made to him/her or 

his/her firm by or on behalf of his/her client and whether or not he has ceased 

to act for the client, unless required to make such disclosure by law or by the 

lawful order of any court.  

PART 3     PROFESSIONAL COMPETENCE 

It shall be the duty of a Member to; 

7.1 Use his/her full knowledge and ability in the discharge of his/her duties. 
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7.2 Use sound insurance techniques in his/her insurance undertakings. 

7.3 Take proactive steps to maintain his/her professional knowledge and expertise 

continually enhance professionalism and best practice by developing his/her 

skills and increasing their knowledge through education  

7.4 Comply with any requirements of Continuing Professional Development (CPD); 

7.5 Ensure that those who work for them have appropriate training and supervision 

and shall contribute to their learning and development. 

PART 4     LEGAL AND REGULATORY COMPLIANCE 

8.0    Unlawful Behavior 

8.1 A Member shall endeavor to understand their rights and obligations under 

insurance legislation as well as other relevant laws and regulations.  

8.2 A Member shall work within the spirit and the letter of the law and as such act 

in full compliance of same.  

8.3 A Member shall not violate any laws or regulations and shall not lend 

himself/herself, his/her name or his/her services to any unlawful act of their 

employer or client. 

8.4 A Member shall deal with Regulators and other lawful authority in an open, clear 

and co-operative manner;  

8.5 A Member shall ensure effective regulatory compliance arrangements within 

their establishments. 

PART 5     PROFESSIONAL AND ETHICAL STANDARDS 

9.0    Communication 

9.1 It is the duty of a Member to communicate whether orally or written in an 

accurate and straightforward manner, expressing himself/herself in a way that 

can be clearly understood. 

9.2 A Member commits misconduct if he communicates either orally or in written 

form to his/her client or to any other person, in an abusive, offensive or any 

other manner inconsistent with the proper tone of a professional 

communication from a Member.  
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10.0    Payment of Fees to another Member 

10.1 A Member commits misconduct if, having instructed another Member to act on 

his/her behalf, he does not pay the proper fees of such other Member whether 

or not he has received payment thereof from his/her client.  

11.0    Utmost Good Faith 

11.1 It shall be the duty of a Member to provide understandable and complete 

disclosure of information needed for decision-making by policyholders. 

11.2 A Member shall not willfully misrepresent or conceal material facts in 

insurance and risk management business dealings in violation of any duty or 

obligation. 

11.3 A Member shall not sign or associate himself/herself with any letter, report, 

statement or representation, which they know is false or misleading, or which 

is prepared in a manner, which might tend to be misleading or to misrepresent 

the actual situation. 

11.4 It shall be the duty of a Member to inform policyholders about their rights and 

obligations in the event that a dispute occurs. 

11.5 It shall be the duty of a Member to encourage persons they deal with not to 

misrepresent or conceal material facts in insurance business dealings. 

12.0    Due Care and Diligence 

12.1 A Member shall take the trouble to clearly identify the needs of their customers 

and shall pay great attention to servicing customers.  

12.2 A Member shall act with skill, due care and diligence in the discharge of 

his/her duties and shall not undertake any assignment where it is apparent 

that it cannot be performed by him/her in a professional manner. 

12.3 A Member shall take all reasonable steps to ensure that all advice given to 

his/her clients are accurate and suitable for their needs. 

13.0    Transparency 

13.1 A Member shall ensure great transparency in all his/her dealings with clients. 

13.2 A Member shall be transparent about fees and other costs; 

13.3 A Member shall obtain and provide clear information in all circumstances. 

14.0    Record Keeping 

14.1 A Member shall ensure that adequate and accurate records are kept; 
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14.2 A Member shall where applicable supply adequate and accurate information to 

Regulatory authorities. 

15.0    Honesty, Integrity and Trustworthiness 

A Member shall;  

15.1 Act with the highest ethical standards and integrity and in all their dealings. 

15.2 Be honest and trustworthy; 

15.3 Be reliable, dependable and respectful; 

15.4 Not take unfair advantage of a client, a colleague or a third party; 

15.5 Not offer or accept gifts, hospitality or services which could, or might appear to, 

imply an improper obligation; 

15.6 Promote professional standards within the industry; 

15.7 Ensure his/her class of Membership in the Institute is described correctly; 

15.8 Inform the Institute of any change in his/her work or circumstances which 

affect their Membership; and 

15.9 Operate in a financially responsible manner to avoid personal insolvency. 

16.0    Authorization 

16.1 A Member shall ensure that he/she has authorization either from his/her 

employers or clients and shall act only within that authorization and seek help 

where necessary. 

PART 6     CONFLICT OF INTEREST 

17.0    Avoidance and Treatment of Conflict of Interest situations 

17.1 A Member shall, in exercising his/her professional responsibilities, and in all 

professional matters, not cause his/her personal interests to conflict with those 

of his/her employer, client, public, or the Institute as the case may be. 

17.2 When a conflict of interest situation arises, a Member shall take documented 

steps to inform policyholders and/or other affected stakeholders of the 

situation.  

17.3 It is the duty of a Member to advise persons of how their rights may be affected 

by the Member continuing to act when the “conflict of interest” situation has 

been identified and what steps they can take if such persons believe their 

interests may be affected through the continuation of the situation. 
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17.4 A practicing Member commits misconduct if he does not preserve his/her 

professional independence or allows his/her engagement in any other 

business, occupation or employment to interfere with or prejudice that 

independence.  

17.5 For the purpose of this rule, a practicing insurance person is a person who is 

qualified in insurance and has been so admitted in accordance with the 

Constitution of the Institute, and who is entitled to practice and who holds 

him/herself out as ready to do so, or who is employed as an editor or reporter 

or any series of insurance journals for use by the insurance profession.  

PART 7     COMPLAINTS 

18.0    Prompt Consideration of Costumer Complaints 

18.1 A Member shall endeavor to avoid situations that will give rise to consumer 

complaints. 

18.2 A Member shall treat complaints seriously and shall respond to the complaint 

with promptness and courtesy. 

18.3 It is the duty of a Member to advise the client of his/her options where he is 

not satisfied with the response to his/her complaint. 

18.4 A Member shall put in place clear written complaints procedure and comply 

with same. 

PART 8     PROMPT AND EFFICIENT CLIENT SERVICE 

19.0    Fairness and Respect 

It shall be the duty of a Member to: 

19.1 Treat his/her clients with all fairness and respect.  

19.2 Render timely and proper service to clients. 

19.3 Protect the financial interests of clients 

19.4 Take decisions based on a clear understanding of client needs, priorities, 

concerns and circumstances. 

20.0    Dishonesty and Illegality 

A Member commits misconduct if he; 

20.1 Commits any act of fraud or dishonesty against his/her client; or  



CIIG Code of Ethics Page 10 

20.2 Knowingly assists, enables or permits any person to act fraudulently, 

dishonestly or illegally towards his/her client.  

21.0    Client’s Property 

A Member commits misconduct if he 

21.1 Misappropriates his/her client’s money or property or dishonestly pays any 

money held by him/her for his/her client otherwise than to the client or on the 

client’s behalf; or  

21.2 Fails, without the client’s consent, to pay over for that purpose any money 

received by him/her from or on behalf of a client expressly for a specified 

purpose;  

21.3 Retains, without the express authority of his/her client, moneys received for or 

on behalf of such client for an unnecessarily long period; or  

21.4 Fails to report promptly to a client the receipt by him/her of any moneys or 

property in which the client has an interest.  

22.0    Receipts 

22.1 A Member commits misconduct if he/she fails to give a receipt for every 

payment to him/her by a client, specifying in the receipt the purpose for which 

such payment was made.  

23.0    Fees and Commissions 

23.1 A Member commits misconduct if he/she takes fees and commissions in excess 

of that approved by the Regulator. 

24.0    Misrepresentation 

A Member commits misconduct if he; 

24.1 Makes any untrue representation to or conceals any material facts from 

his/her clients with dishonest or improper motives; or  

24.2 Gives to his/her client any opinion which is not an honest and candid opinion 

on the facts submitted to him/her by or on behalf of his/her client.  

25.0    Negligence and Delay 

25.1 A Member commits misconduct if he/she conducts his/her client’s business 

with such negligence or subject to such delays as to damage the client’s 

interests or to bring disrepute or discredit to the profession.  
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26.0    Improper Advantage 

26.1 A Member commits misconduct if he/she takes improper advantage of the age, 

ill-health, inexperience or lack of education of his/her client, or if he/she uses 

any confidential information obtained by him/her from his/her client to the 

detriment of his/her client.  

27.0    Failure to Defend Client Interest 

A Member commits misconduct if he/she fails to;  

27.1 Uphold the interests of his/her clients to the best of his/her ability.  

27.2 Act in the best interests of his/her clients. 

27.3 Give clients all needed information, of which he/she are aware, to enable them 

make informed decision; 

27.4 Honor the promises he/she makes to clients; 

27.5 Turns down work for no just cause where a conflict of interest exists between 

him/her or his/her employer and the client; 

PART 9     TREATING PERSONS FAIRLY 

27.1 A Member shall ensure that they treat all categories of persons fairly regardless 

of: 

Age, 

Disability, 

Gender, 

Race, 

Religion and belief, 

Sex and sexual orientation, 

Pregnancy and maternity. 
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PART 10     DUTY TO THE PUBLIC 

28.0    Preferential Treatment 

28.1 A Member commits misconduct if he/she acts in any proceedings or matter in 

relation to which, by virtue of any office or appointment held by him/her or any 

partner of his/her, he/she is in a position to influence a decision or to secure 

preferential treatment for his/her client.  

29.0    Personal References 

29.1 A Member commits misconduct if, having consented to give a personal 

reference for any person, he/she gives one that to his/her knowledge is not 

true.  

30.0    Agreements and Undertakings 

A Member commits misconduct if  

30.1 He/she fails to honor a written undertaking given by him/her or his/her 

company to any person, unless on the face of the undertaking it is clear beyond 

doubt that he/she was not accepting personal responsibility;  

30.2 He/she issues a cheque either on his/her own behalf or on behalf of his/her 

company and the cheque is not cleared owing to lack of funds.  

30.3 His/her word has been pledged by himself/herself or his/her firm, he/she fails 

without reasonable cause to honor that word, even at financial cost to 

himself/herself; and for the purposes of this rule a Member is under a duty so 

far as is reasonably practicable having regard to the circumstances to honor an 

oral agreement affecting his/her clients rights although such agreement may 

be legally unenforceable unless reduced to writing.  

31.0    Control of Employees 

31.1 A Member commits misconduct if he/she fails to exercise proper supervision 

and control over his/her office staff to the detriment of any client.  

 

 


