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N From planning to impact, We are
~p  Wwith you every step of the way.
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ATHR EXTRA requires all professional and busi-
ness decisions to be made objectively, impartially
and in the best interests of the company, its clients,
donors and projects, without improper influence
from personal, family, financial, professional or oth-
er interests.

This policy establishes rules for identifying, disclos-
ing, assessing, managing and documenting actual,
potential and perceived conflicts of interest.

* Board/owners, executive management and all em-
ployees.

» Consultants, experts, researchers, enumerators,
trainers, facilitators and temporary personnel.

* Procurement, finance, HR, project and M&E per-
sonnel.

» Subconsultants, representatives and third parties
acting on behalf of ATHR EXTRA where contrac-
tually applicable.
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e Actual conflict: a current private interest di-
rectly interferes with professional duties or deci-
sion-making.

* Potential conflict: circumstances could rea-
sonably develop into a conflict in the future.

* Perceived conflict: circumstances could rea-
sonably cause an informed third party to question
a person’s impartiality, even if no actual conflict
exists.

* Related person/entity: spouse, close family
member, close personal associate, business part-
ner, owned/controlled entity or another relation-
ship capable of influencing judgment.

* Disclosure before participation in the affected de-
cision or activity.

* Transparency, impartiality and documented deci-
sion-making.

* Recusal where impartiality may be compromised.

* No personal benefit from confidential information,
authority or project resources.

* When in doubt, disclose.
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» Personnel involved in specifications, solicitation,
evaluation, negotiation, award, inspection or pay-
ment must disclose relevant relationships or inter-
ests before participating.

* A conflicted person shall not evaluate, score, rec-
ommend, approve, negotiate with or supervise
the affected bidder/vendor unless an approved
mitigation explicitly permits limited involvement.

* Procurement files should retain conflict declara-
tions and documented mitigation/recusal deci-
sions.

Employees shall disclose relationships with candi-
dates or personnel affected by recruitment, promo-
tion, salary, performance, disciplinary or contract
decisions. Affected decision-makers should normal-

ly recuse themselves.
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* Consultants and evaluators shall disclose previous
work, financial interests, close relationships or ad-
vocacy positions that could materially affect—or
appear to affect—their independence.

* No person shall manipulate methodology, evi-
dence, findings, scoring or recommendations to
protect a personal, client, partner or financial in-
terest.

* Where independence cannot be adequately pro-
tected, the individual shall be replaced or the as-
signment declined.

Cash, kickbacks, commissions and benefits intend-
ed to influence a decision are prohibited. Modest
customary hospitality or promotional items may only
be accepted where lawful, infrequent, transparent
and incapable of influencing—or appearing to influ-
ence—a decision, subject to company procedures.
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DISCLOSE -> ASSESS -> DECIDE -> MITIGATE/
RECUSE -> DOCUMENT -> REVIEW.

» The person shall disclose the conflict promptly in
writing to the designated manager/HR/compli-
ance function and before taking the affected deci-
sion where practicable.

* The designated authority assesses materiality,
risk, appearance, contractual/donor requirements
and whether the conflict can be managed.

* Management measures may include disclosure to
relevant parties, recusal, reassignment, indepen-
dent review, divestment, termination of the out-
side activity, information barriers or replacement.

* The decision and mitigation measures shall be
documented in a Conflict of Interest Register and
reviewed when circumstances change.
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Relevant personnel should complete a conflict-of-in-
terest declaration on appointment/engagement,
periodically as required, and before participating
in sensitive procurement, recruitment, evaluation,
audit, due diligence or partner-selection processes.

Conflict declarations contain personal information
and shall be accessed only by authorized person-
nel, retained securely and used solely for legitimate
integrity and compliance purposes.

Concerns about undisclosed conflicts, favoritism or
improper influence may be reported through des-
ignated confidential channels. Good-faith reporters
shall be protected from retaliation.

Failure to disclose, false declarations, participation
despite required recusal, or misuse of position/infor-
mation may lead to corrective or disciplinary action,
contract termination, financial recovery, exclusion
from future work or referral where appropriate.
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» Executive Management: approve the policy and
ensure an ethical tone and adequate oversight.

» Managers/Project Leads: identify conflict risks, en-
sure declarations and enforce recusals/mitigation.

* HR/Compliance/Designated Function: maintain
declarations/register, advise on cases and protect
confidentiality.

* All personnel: disclose promptly, update declara-
tions and comply with management decisions.

| declare that | have disclosed all actual, potential
or perceived conflicts of interest known to me and
undertake to promptly disclose any new conflict that

arises.

Name:

Position/Role:

Project/Assignment:

Conflict disclosed? Yes / No

Details:

Signature:

Date:

www.athrextra.com
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