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CODE OF PROFESSIONAL AND
ETHICAL CONDUCT
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From planning to impact, We are

~p  Wwith you every step of the way.

ATHR EXTRA is a consulting and development
services company focused on professional advi-
sory services, research and data, monitoring and
evaluation, capacity building, project manage-
ment, institutional development, livelihoods, en-
trepreneurship, market and value-chain studies,
and related technical services.

This Code establishes the ethical and profession-
al standards expected in all assignments, offic-
es, field missions, trainings, workshops, surveys,
stakeholder engagements, digital activities and
partnerships.

* Executive management, employees and admin-
istrative staff.

* Consultants, subject-matter experts, research-
ers, enumerators and M&E personnel.

« Trainers, facilitators, project teams and tempo-
rary personnel.

« Subconsultants, service providers, suppliers,
partners and representatives acting on behalf of
ATHR EXTRA.

* Integrity, independence and transparency.

* Professional competence, quality and account-
ability.

* Respect, inclusion and human dignity.

» Confidentiality, responsible data use and do-no-
harm.

+ Sustainability and positive social impact.
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Objectives & Professional Conduct

www.athrextra.com

* Protect the credibility, independence and reputa-
tion of ATHR EXTRA.

* Promote ethical, evidence-based and high-qual-
ity consulting services.

* Ensure compliance with applicable laws, con-
tracts, client requirements and donor standards.

* Prevent fraud, corruption, conflicts of interest,
exploitation, abuse and misconduct.

* Protect clients, communities, participants, staff,
information and research subjects.

* Perform assignments objectively, impartially and
within the limits of demonstrated competence.

* Provide accurate, timely and evidence-based
advice; clearly distinguish facts, assumptions
and professional judgment.

* Respect agreed methodologies, deliverables,
timelines and quality requirements.

* Treat colleagues, clients, partners and communi-
ties respectfully and professionally.

* Do not misrepresent qualifications, experience,
results, data or project achievements.

From planning to impact, We are

with you every step of the way.
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~p  With you every step of the way.
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Integrity, Anti-Corruption & Con-
flicts of Interest
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* Bribery, kickbacks, facilitation payments, fraud,
embezzlement or falsification of records.

* Bid rigging, collusion, manipulation of procure-
ment or unfair influence over evaluations and
selections.

« Offering or accepting gifts, hospitality or benefits
that could improperly influence a decision.

* Abuse of position, authority, confidential informa-
tion or company/client resources for personal

gain.

All actual, potential or perceived conflicts of inter-
est must be disclosed promptly. Personnel must
recuse themselves from decisions where impar-
tiality may reasonably be questioned.

Consultants must not accept competing assign-
ments, financial interests or relationships that
compromise independence, confidentiality or pro-
fessional judgment without prior written approval.
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* Use appropriate methodologies and document
data sources, limitations, assumptions and ma-
terial changes to the approved approach.

* Never fabricate, falsify, selectively suppress or
manipulate data, findings, indicators or evalua-
tion results.

* Obtain informed consent where required and ex-
plain the purpose, voluntary nature and relevant
risks of participation.

* Protect vulnerable participants and apply the do-
no-harm principle in research, assessments and

community engagement.

* Respect intellectual property, copyrights and au-
thorship; avoid plagiarism and properly acknowl-
edge third-party work.

* Disclose material use of automated or Al-assist-
ed tools when required by the client, and ensure
human review of professional outputs.

From planning to impact, We are

with you every step of the way.
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* Protect client, participant, employee, partner, fi-
nancial, commercial and project information ac-
cording to its sensitivity.

* Collect only data necessary for the assignment
and use it only for authorized purposes.

* Apply access controls, secure storage, strong
passwords, approved sharing channels and ap-
propriate backups.

* Do not share personal or confidential data with
unauthorized persons or upload it to unapproved
platforms or tools.

* Report suspected data loss, unauthorized ac-
cess, cyber incidents or confidentiality breaches
immediately.

« Confidentiality obligations continue after comple-
tion of employment, consultancy or assignment.

Respect, Safeguarding, PSEA &
Field Duty of Care

* No discrimination, harassment, bullying, intimi-
dation, exploitation or abuse.

« Zero tolerance for sexual exploitation and abuse,
sexual harassment, or exchange of money, em-
ployment, goods or services for sexual favors.

+ Maintain appropriate professional boundaries
with beneficiaries, research participants, train-
ees and community members.

* Protect children and vulnerable adults and fol-
low applicable safeguarding and reporting pro-
cedures.
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* Complete assignment-specific risk assessments
for field visits, workshops, travel and community
activities.

* Follow security briefings, journey management,
emergency communication and incident-report-
ing procedures.

* Do not undertake work where risks are unac-
ceptable or required controls are unavailable.

Responsible Resources, Environ-
ment & Partnerships

» Use funds, equipment, software, vehicles, com-
munication tools and intellectual assets only for
authorized business purposes.

* Maintain accurate time records, expenses, in-
voices, supporting documents and project re-
cords.

* Avoid waste, unauthorized personal use, unsafe
software and misuse of licenses or subscrip-
tions.

* Minimize unnecessary travel, printing, single-use
materials, waste and energy consumption where
practical.

* Respect local culture while upholding human
rights, inclusion and professional standards.

* Engage partners and service providers fairly,
transparently and based on capability and value.

www.athrextra.com

From planning to impact, We are

with you every step of the way.
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Reporting, Non-Retaliation, Disci-
pline & Acknowledgment

Personnel are expected to report suspected fraud,
corruption, safeguarding concerns, data breach-
es, unethical research practices, conflicts of inter-
est, harassment, discrimination, security incidents
or other violations through the designated man-
agement or reporting channels.

Reports will be handled as confidentially as rea-
sonably possible. Retaliation against a person
who raises a concern in good faith is prohibited.

Violations may result in corrective or disciplinary
measures, termination of employment/consultan-
cy/contract, recovery of losses, or referral to com-
petent authorities, as appropriate and in accor-
dance with applicable policies and law.
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| acknowledge that | have read and understood
the ATHR EXTRA Code of Professional and Eth-
ical Conduct and agree to comply with its provi-
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Head office : Yemen - Sana'a Aden Branch :
Abubakhar St. - Diplomatic District Alkhahira Dist-Alsanafer st.
+967-1- 211 102 / +967-1- 440 364 +967-2- 382 786

+967 773457578 +967 779129813 - +967 777833037

+967 771817449

info@athrextra.com
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