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Policy Owner: Executive Management / HR &
Compliance

Applies To: All personnel and third parties.

Review Cycle: Annual or when requirements
change.

Version: 1.0

ATHR EXTRA is committed to a respectful, inclu-
sive, safe and professional world of work in which all
personnel, consultants, partners, clients, trainees,
research participants and community members are
treated with dignity and protected from discrimina-
tion, violence, harassment, exploitation, abuse, re-
taliation and unjustified intrusion into privacy.

The policy establishes minimum standards for pre-
vention, risk management, reporting, response,
confidentiality, safeguarding, field safety and data
protection across all ATHR EXTRA activities.

Guiding principles
* Dignity, respect and equal opportunity.

« Zero tolerance for sexual exploitation and abuse,
sexual harassment and serious misconduct.

« Do No Harm and survivor/victim-centered re-
sponse where applicable.

+ Confidentiality, need-to-know access and protec-

tion against retaliation.

 Fair process, impartiality, accountability and pro-
portionality.

* Reasonable accommodation, accessibility and in-
clusion.
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This policy applies to executive management, em-
ployees, consultants, researchers, enumerators,
trainers, facilitators, interns, volunteers, temporary
personnel, subcontractors, suppliers, service pro-
viders and other representatives acting for ATHR
EXTRA.

It applies at offices, client premises, field missions,
travel, accommodation linked to work, trainings,
workshops, events, interviews, surveys, community
engagement, work-related social activities and digi-
tal communications including email, messaging and
virtual meetings.

* Employment, remuneration, training, promotion,
assignment allocation and access to professional
opportunities shall be based on objective, job-re-
lated criteria and applicable law.

« Discrimination, exclusion or unfavorable treatment
on prohibited grounds is not accepted.

* ATHR EXTRA will take reasonable steps to ensure
accessibility and reasonable accommodation for
persons with disabilities and other personnel with
legitimate needs.

» The company shall maintain appropriate, safe and
private facilities for women in accordance with
applicable Yemeni labour requirements, including
arrangements for prayer and legally defined rest
periods.

* Pregnancy, maternity and caregiving needs shall
be handled respectfully and in accordance with
applicable law and reasonable workplace ar-
rangements.
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ATHR EXTRA prohibits unacceptable behaviors,
practices or threats - whether a single occurrence
or repeated - that aim at, result in, or are likely to
result in physical, psychological, sexual or econom-
ic harm.

« Sexual harassment, unwanted sexual attention,
sexual comments, gestures, messages, images
or physical contact.

* Bullying, intimidation, threats, humiliation, stalking
or persistent hostile behavior.

» Abuse of authority, coercion or retaliation linked
to recruitment, appraisal, contracts, assignments,
payments or professional opportunities.

* Harassment by third parties such as clients, part-
ners, suppliers, beneficiaries or community mem-
bers.
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ATHR EXTRA applies zero tolerance to sexual ex-
ploitation and abuse (SEA) and expects personnel
and third parties to maintain appropriate profession-
al boundaries and never exploit vulnerability, depen-
dency, unequal power or trust for sexual purposes.

» Sexual activity with children is prohibited. Mistak-
en belief about age is not an excuse.

* Exchange of money, employment, goods, ser-
vices, assistance, contracts or opportunities for
sex or sexual favors is prohibited.

* Personnel must report safeguarding/SEA con-
cerns through designated channels in accor-
dance with applicable procedures and contractual
obligations.

» Safeguarding risks shall be considered in recruit-
ment, partner due diligence, training, field plan-
ning and event management.

» Conduct assignment-specific risk assessments be-
fore field visits, surveys, trainings and community
activities, including gender and psychosocial risks.

» Use approved journey plans, safe transportation,
check-in arrangements, emergency contacts and
incident escalation procedures appropriate to the
context.

* No person shall be required to continue an activ-
ity where there is reasonable justification to be-
lieve an imminent and serious safety threat exists;
management must be informed promptly.

» Working hours, travel and field arrangements
should reasonably consider security, cultural con-
text and the safety needs of women and vulnera-
ble personnel.
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* Collect only personal data reasonably necessary
for a legitimate assignment purpose and inform in-
dividuals, where appropriate, about intended use.

* Apply need-to-know access, secure storage, ap-
proved sharing channels, strong authentication
and appropriate retention/disposal controls.

* Personal, sensitive, research and safeguarding informa-
tion must not be disclosed to unauthorized persons or
uploaded to unapproved systems or tools.

* Suspected data loss, unauthorized access or con-
fidentiality breach must be reported promptly.

* Privacy and confidentiality shall be respected
during complaints and investigations, without us-
ing confidentiality to obstruct legitimate reporting,
safeguarding or accountability.

» Use informed consent where required and make
participation voluntary, understandable and free
from coercion.

» Minimize collection of sensitive information and
anonymize or pseudonymize data where appro-
priate.

* Interviews and surveys involving sensitive sub-
jects should be conducted in settings that protect
privacy and safety.

* Apply Do No Harm and referral/escalation proce-
dures when a participant discloses a protection or
safety concern.
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ATHR EXTRA shall maintain accessible and confi-
dential reporting options appropriate to its size and
operations. Reports may be made to a designated
manager, HR/Compliance focal point or another au-
thorized confidential channel. Where feasible, an
alternative channel shall be available when the nor-
mal recipient is implicated.

 Nature of concern and what happened.
* Persons involved and witnesses, if known.
* Date, location, project or activity.

* Available documents, messages or other evi-

dence.

A person may raise a concern in good faith even
if complete evidence is not available. Deliberately
false or malicious allegations may themselves con-
stitute misconduct; an allegation that is not substan-
tiated is not, by itself, evidence of bad faith.

* Retaliation against complainants, affected per-
sons, witnesses or persons cooperating with a
review is prohibited.

* Interim protective measures may be taken where
necessary, without prejudging the outcome.

* Where appropriate and available, affected per-
sons may be provided information about medical,
psychosocial, security, legal or other support/re-
ferral options.
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* Reports shall be triaged promptly for immediate
safety, safeguarding, confidentiality and con-
flict-of-interest risks.

* Investigations or reviews shall be conducted by appro-
priately competent and sufficiently impartial persons.

* The respondent shall be treated fairly and given
an appropriate opportunity to respond to materi-
al allegations, subject to safeguarding and legal
considerations.

* Information shall be shared only as necessary for
safety, due process, investigation, contractual re-
porting or legal obligations.

+ Findings and decisions shall be documented, and
corrective actions shall be proportionate to the
facts and applicable rules.

Confirmed violations may lead, as appropriate, to
coaching or corrective action, warning, reassign-
ment, suspension, termination of employment or
consultancy, termination of supplier/partner ar-
rangements, recovery of losses, exclusion from fu-
ture work, mandatory reporting to a client/donor, or
referral to competent authorities, subject to applica-
ble law and contract terms.
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* Relevant contracts, ToRs and partnership agree-
ments should include appropriate conduct, safe-
guarding, confidentiality and reporting obligations.

* Risk-based due diligence may be applied to con-
sultants, partners and service providers before
engagement and during performance.

* Serious breaches may result in suspension or ter-
mination of the relationship and other remedies.

* Induction shall communicate this policy, reporting
channels and expected conduct.

* Periodic training shall address harassment, safe-
guarding/PSEA, non-retaliation, privacy, field
safety and managers’ responsibilities.

* Risk assessments and lessons learned shall be
used to strengthen preventive controls.

* Managers are responsible for modeling respectful
conduct and acting promptly when concerns are
raised.

www.athrextra.com
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» Executive Management: approve the policy, pro-
vide resources, ensure accountability and review
serious risks.

* HR/Compliance Focal Point: maintain reporting ar-
rangements, records, awareness, conflict checks
and coordination of reviews.

* Managers/Project Leads: assess operational risks,
brief teams, respond to concerns and ensure safe
field/event arrangements.

« All personnel: comply with the policy, respect
boundaries, protect information, report serious
concerns and cooperate with legitimate reviews.

Implementation shall be reviewed periodically using
appropriate indicators such as training completion,
risk assessments, complaints handling, corrective
actions and recurring risk themes. The policy shall
be reviewed at least annually or earlier when law,
donor/client requirements, organizational structure
or risk profile materially changes.
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| acknowledge that | have read and understood
the ATHR EXTRA Workplace Environment, Safety,
Gender Equality, Safeguarding & Privacy Policy. |
agree to comply with it, use the designated report-
ing channels responsibly, maintain confidentiality,
and cooperate with legitimate safeguarding, safety
and integrity processes.

Name:

Job Title/Role:
Project / Department:
Signature:

Date:

Approved by: ATHR EXTRA Executive
Management

Effective Date:

Next Review:

This policy is designed with reference to recognized
international good practice, including ILO Conven-
tion No. 190 and Recommendation No. 206 princi-
ples on violence and harassment at work; UN ap-
proaches to prevention of sexual exploitation and
abuse, accountability and protection from retalia-
tion; and UN Women/ILO guidance on preventing
and responding to violence and harassment against
women in the world of work. These references do
not replace applicable Yemeni law or specific con-
tractual/donor requirements.
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