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HOW TO GUIDE:

Finding the Code of Conduct and other
policies on CTG Learning’s Onboarding Pass.

-

ar CTG Learning: hosted on the
aeiAT Sited o o . platform.




We have created this easy to read guide so you can take full advantage of our online
portal for humanitarian learning and career development, called CTG Learning.

What you’ll find on CTG Learning:

+ CTG Onboarding Pass (compulsory for ALL
CTG staff to complete before deployment)

« CTG Policies

« Information on our Duty of Care

Kaya is a global learning platform, created by the
Humanitarian Leadership Academy, that offers
high quality relevant learning opportunities for the
humanitarian sector. This is where you will find

CTG Learning. + Wellbeing Support
Courses on:
The courses are free and easy to access online. - COVID-19

«» Safeguarding
You can access the Kaya platform in either English, « Security & more
French, Spanish or Arabic with some courses
available in different languages.

www.ctg.org




CTG LEARNING

STEP 1: Visit www.ctg.org and head to the login tab on the right hand side of <——
the page. Click on CTG Learning on the drop down.
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(J CTG EXPERTISE ~  ABOUTUS - IMPACT = ENGAGE -

CTG LEARMING

CTG Learning

Upskilling CTG staff with the tools needed t ullyland safely
support humanitarian.and developmen

+ LOG I HERE

LOGIN

STEP 2: Login or Create an Account on Kaya. This will then take you to the CTG
Learning home page.
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kq yc Hame  Abaut + English | Espancl | Frangais | ..  MUManitarian
leadership
academy

Is this your first time here? Already have an account?

To take part in courses on Kaya you will need to create a free account. Do this
by following th staps balow

Why do | need an account?

We need to know which courses you take so that we can keep a record of your @
progress, aword you your certificates, and suggest other courses you might be
interasted in REAEMBAF U

We also need to know wha is toking part in coursas so that »
impact of the courses we offer and make sure we are creati
want to join

we can lock ot the
ng courses that you

many of our courses are created using donations. We need to be able to
to our donars on the numbers of paople who ane using the contant wer & Cooties s
erpate. We will not pass your pe ol information to our donors,

How do | create on account? Organisations (830) ~

1. Complete the registration form at kays st
thve forrm, an email will be sent to the email address you

Mirm your registration, click the link
4. Your account will be
courses

the ema
rrmed and you will be able to log in and start toking

www.ctg.org




Once on the CTG Learning page, head to the CTG Onboarding Pass. <—
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Welcome to CTG Leaming

Navigate the portal by clicking on each section below, starting with ‘Welcome' if it's your first time here.

COVID=TH Expentich for Frontline Workens Further COVID=19 Retources

WELCOME!
You are now on CTG Learning where you can access information
and courses relevant to your role with CTG.

Once you've logged in, click on “CTG Boarding Pass”.

Accessing the CTG Onboarding Pass: Click on START THE COURSE. <—
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@ Dashboard [ Cowses [ CTG eleaming portal { CTG Onboarding Pass Sharing Link
. Table of contents
CTG Onboarding Pass
Na ne to a a
Vel

Your new humanitarian or development role awaits you. But before you can start with CTG enabling change, there

are some essential sctions you need te take.

Health & Wellbeing

mpulsory Onboarding Pass course, please click n-+ START THE COURSE

wts here

4 + Previous

www.ctg.org




Click on | agree - join course.
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CTG Onboarding Pass

© et -~ {9, CTG

Essential actions you need to take before you can deploy and start enabling
change with CTG.

Topie: Accountability, Diversity and equality, Health and salety, Security, Stoff wellare
Provider: cTG )

To join this course click the button below, Once you
Rogion: 1ok have jeined your information will be shared with
Committed to Good (CTG), os described in the
COUrSE SUMMMAary.

| agree - join course ”‘

Add to playlist «

Compatibility:  Offiine, Tablet, Smartphone

L flv]in]=

You will find the Code of Conduct under Policies For Your Protection. <—
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@ Dashboard | My courses [ €T6 Onboarding Pass Sharing Link

Welcome
surse b5 divided inte different modules ranging from aur policies to our duty of care. This is all for your protection and 1o ensure you ore as informed os

Pass, which you will then need to uplcod onto Tayo, our online HR porto

Policios Tor your Pratection

PLEASE NOTE:
: It is compulsory for all CTG staff to read and acknowledge
® the Code of Conduct.

www.ctg.org




Read the Code of Conduct and take the Code of Conduct quiz below it.
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@ oashboard | My courses | CIG onboarding Pass | Policies for your Protection Sharing Link
Policies for your Protection
Administration
216 Code of Conduct and Whistleblowing Procedure, and comg s will * Course administration
working er for all SRR o il .

Table of contents

Policies for your Protection

for your Protection’ in th

o g POLICIES FOR YOUR PROTECTION

Please also make sure you read the Whistleblowing Procedure.

Please reach out to us at CTGLearning@ctg.org for any technical issues.

www.ctg.org
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