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Terms and Definitions

Abuse

Any act causing physical, psychological, or material
harm to an individual, including mistreatment or
exploitation.

Accountability

Taking responsibility for decisions and actions and
ensuring mechanisms for oversight and correction.

Bribery

Giving or receiving anything of value with the intent to
improperly influence decisions or actions.

Child Labor

Employing or engaging any person below the legal
working age in economic activities that hinder
education or harm health, safety, or
physical/psychological development—including
hazardous or exploitative work even with family
consent.

Clean Energy

Energy produced from renewable sources that does not
cause pollution or harm to the environment.

Code Of Conduct

An ethical and policy framework outlining the principles
and standards that staff and service providers must
adhere to.

Collaboration

Commitment to joint work and effective coordination
with the organization to ensure quality implementation
of activities.

Compliance

Adhering to all applicable laws, regulations, standards,
and organizational policies within the working
environment.

Confidentiality

Protecting information from unauthorized disclosure or
misuse.

Conflict Of interest

A situation in which a service provider or staff member
has a personal interest that may influence their
neutrality or professional judgment.

Corrective Action Plan

A set of actions implemented to address violatign‘s"c')'r-

weaknesses and restore compliance.
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Corruption

Abuse of power for personal gain, including bribery,
mismanagement, or fraud.

Data Protection

Ensuring the confidentiality and security of personal or
sensitive information and preventing its unlawful use.
Dignity

Respecting the value of every individual and protecting

them from humiliation, exploitation, or improper
treatment.

Disclosure

Providing accurate and transparent information about
practices, contracts, and obligations to enhance
integrity and accountability.

Due Diligence

The process of assessing and reviewing service providers
to ensure ethical and legal compliance before
contracting.

Enforcement

Applying rules, policies, and agreements and ensuring
compliance by staff or service providers.
Environmental Protection

Actions aimed at safeguarding natural resources and
reducing the environmental impact of operations.
Environmental Responsibility

A service provider's obligation to minimize
environmental impact in accordance with sustainability
principles.

Environmentally Friendly Materials
Materials selected or manufactured to
environmental risks and improve sustainability.

Extortion

Obtaining a benefit or service from an individual or
entity through coercion or threats of harm or disclosure
of information.

Financial Integrity

Responsible and transparent management of financial
resources to prevent misuse, waste, or manipulation.
Forced Labor

Work performed under threat, coercion, or without the
worker’s free and informed consent.

Fraud
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by providing misleading information, concealing facts
or manipulating documents.
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Harassment

Any unwelcome behavior of a sexual, offensive, or
humiliating nature that causes discomfort, fear, or
intimidation.

Human Rights

Fundamental rights inherent to every individual without
discrimination, including dignity, protection, and
equality.

Human Trafficking

Recruiting, transporting, or holding individuals for
purposes of exploitation— including forced labor, sexual
exploitation, or slavery—through means such as
deception, coercion, or abuse of power.

Immediate Referral

Transferring sensitive information or cases directly to
the appropriate authority without delay, especially in
situations involving exploitation or potential harm.

Integrity

Adherence to transparency and ethical values in all
practices and decisions.

Intellectual Outputs

Original products such as reports, manuals, designs, or
software that fall under intellectual property protection.
Intellectual Property Rights

Legal rights related to original works such as designs,
documents, or software, which cannot be used without
authorization.

Labor Standards

Established principles related to safety, fairness, wages,
and prevention of exploitation in the workplace.

Legal Minimum Age

The legally defined age at which an individual is
permitted to work, contract, or receive certain services.
Money Laundering

Transforming illicit funds into assets that appear
legitimate to conceal their criminal origin.

Neutrality

Not taking sides in conflicts or disputes and ensuring
that decisions are made objectively.
Non-Discrimination

Ensuring equal treatment of all individuals without

distinction based on gender, race, religion, origin, orany
other characteristic.
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Occupational Health And Safety

Measures ensuring a safe working environment for staff
and beneficiaries, preventing injuries and hazards.
Pollution Reduction

Actions taken to decrease emissions, hazardous
materials, and harmful environmental impacts resulting
from activities.

Professionalism

Adherence to ethical conduct, quality standards,
respect, and the highest levels of professional behavior
while delivering services.

Protection From Sexual Exploitation And Abuse
(PSEA)

Policies and procedures aimed at preventing any form
of sexual exploitation or abuse committed by staff or
service providers against beneficiaries or community
members.

Quality

The level of excellence in service delivery according to
defined standards that meet beneficiary expectations
and organizational goals.

Reporting

Submitting reports about unethical behavior, violations,
or risks through official and secure channels.
Resource Efficiency

Optimal and responsible use of resources to achieve
efficiency and avoid waste and unnecessary costs.
Safeguarding Of Beneficiaries

Ensuring the safety and well-being of all beneficiaries of

the organization’s services and preventing any form of
abuse or exploitation.

Sanctions Lists

Official lists of individuals or entities prohibited due to
involvement in terrorism or international crimes.
Service Providers

Companies or individuals contracted to deliver services
or products to the organization.

Social Responsibility

The commitment of service providers to generate
positive impact on the local community and promote
social well-being.

Subcontractors

External entities engaged by a service provrder to:;

perform part of the contracted work.
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Sustainability

Practices designed to minimize negative environmental
and social impacts, ensure resource continuity, and

uphold responsibility toward the environment and
society.

Terrorism Financing

Providing any form of financial or logistical support to
individuals or entities engaged in terrorist activities,
directly or indirectly.

Usage Rights

The legal right to use facilities, materials, or properties
under predefined conditions.

Waste Management

Procedures ensuring the safe disposal of waste and
reduction of environmental and health risks.

Whistleblowing Mechanism
A formal system enabling the reporting of corruption,

fraud, or misconduct, with safeguards to_ pretett“_,

whistleblowers.
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Infroduction: Principles and Commitments

Yanabia Al-Khair Charity Foundation (hereinafter
referred to as “YKF” or “the Foundation”) is committed
to being a model of integrity and professionalism. This
Code represents a set of fundamental ethical principles
and minimum standards that all service providers —
including suppliers, subcontractors, their employees,
agents, and any third party acting on their behalf
(hereinafter collectively referred to as “the Service
Provider”) — must fully adhere to when engaging with
the Foundation.

Our partnership is founded upon YKF’s core institutional
values: neutrality, quality, accountability, sustainability,
professionalism, and collaboration. Reviewing and
accepting this Code is a prerequisite for participation in
any tender, quotation, or commercial engagement with
the Foundation, and it constitutes an integral part of any
contract concluded between the parties.

The provisions of this Code shall remain in effect
throughout the contractual period and shall also apply
to any subsequent period related to the fulfilment of
obligations, post-delivery follow-up, or warranty
duration. The Service Provider shall bear full
responsibility for ensuring that all subcontractors and
any parties acting on its behalf comply with all the
provisions of this Code.

Section One: Integrity, Anti-Corruption, and
Conflict of Interest

1.1. Legal Compliance and Adherence

The Service Provider undertakes full compliance with all
applicable national laws and regulations in the Republic
of Yemen, as well as internationally recognized treaties
and principles in all areas of work and ethics, including
human rights, anti-corruption, and environmental
protection.

1.2. Prohibition of Corruption, Bribery, and
Fraud (Financial Integrity)
The Foundation applies a zero-tolerance policy
toward all forms of corruption, bribery, extortion,
and fraud. The Service Provider shall comply with
the following requirements:

e Prohibition of Bribery and Extortion: It is strictly
prohibited to offer, solicit, give, or accept anything

of value (such as money, non-token gifts, services, .«

or advantages) with the intent to influence a
business or official decision improperly.
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« Financial Transparency: All financial transactions
and accounting records must be accurate,
complete, and reflect the true nature of the
transaction. The creation of off-the-book
accounts or the submission of false or misleading
documents is strictly prohibited.

e Fair Competition: The Service Provider shall
refrain from engaging in any anti-competitive
practices, including bid-rigging, price-fixing, or the
exchange of confidential information with
competitors to divide markets.

1.3. Counter-Terrorism Financing and Anti-
Money Laundering

The Service Provider confirms that it does not
engage with any individuals or entities listed on
international or national sanctions lists related to
terrorism or money laundering. The Service
Provider shall conduct appropriate due diligence on
its partners to ensure the integrity and transparency
of the entire supply chain.

1.4. Conflict of Interest and Disclosure

The Service Provider shall avoid any situation that may
result in an actual, potential, or perceived conflict of
interest. It must immediately and in writing disclose
any personal, familial, financial, or business
relationship between itself or its key staff and any
employees or Board members of the Foundation.

The Service Provider is also required to promptly
report any conflict of interest that arises after the
contract signing or during any subsequent period
related to the execution of obligations or post-delivery
follow-up, to ensure transparency and integrity in all
dealings.

In this context, the Service Provider undertakes to
complete and sign the “Conflict of Interest Disclosure
Form for Service Providers” attached to this Code and
approved by YKF, submit it as a mandatory document
within the contracting documentation, and update it
whenever any conflict of interest arises. Failure to
comply with this requirement shall be considered a
material breach of this Code.

Section Two: Human Rights and Labor Standards

2.1. Dignity and Non-Discrimination

The Service Provider shall ensure a working
environment that respects the dignity of all
individuals. Any form of discrimination in recruitment,
promation, remuneration, or termination based on
race, color, religion, gender, origin, disability,-or-any

other status unrelated to merit and competence is

strictly prohibited.
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2.2. Prohibition of Forced Labor and Human
Trafficking

The use of any form of forced or compulsory labor
is strictly prohibited. All employees must have the
freedom to leave their employment with
reasonable notice. This includes:

¢ Not retaining or confiscating employees’ identity
documents (such as passports or work permits).

* Not charging recruitment fees to employees or
imposing unreasonable debts upon them.

e Providing clear and written employment contracts
in a language understood by the employee.

2.3. Prohibition of Child Labor

The Service Provider shall strictly refrain from
employing any person below the legal minimum age
for employment, in accordance with Yemeni law
and international standards. The employment of
children in any work, whether hazardous or non-
hazardous, is strictly prohibited.

2.4. Decent Working Conditions

The Service Provider shall provide fair and humane
working conditions, which shall include at minimum:

* Wages and Working Hours: Paying wages not less
than the legal minimum and ensuring regular and
timely payment. Complying with statutory
working hours and providing compensation for
voluntary overtime in accordance with the law.

e Occupational Health and Safety: Taking all
reasonable measures to ensure a safe and healthy
work environment and to prevent accidents and
injuries. This includes providing personal
protective equipment and training on safety and
first aid.

e Prohibition of Harassment and Abuse: Ensuring a
workplace free from any form of harassment
(physical, verbal, or sexual), abuse, or intimidation.

Section Three: Safeguarding of Beneficiaries,
Intellectual Property, and Social Responsibility

The protection of beneficiaries’ dignity and safety is a
top priority for the Foundation and lies at the core of our
commitment to accountability.

3.1. Protection from Sexual Exploitation and
Abuse (PSEA)
The Service Provider and all its staff are fully
committed to preventing any form of —sexual
exploitation and abuse (SEA) of beneficiaries.
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e Absolute Prohibition: The Service Provider and its
employees are strictly prohibited from engaging in
any form of sexual exploitation, abuse, or
harassment of any individual. This includes all
inappropriate behavior or relationships based on
the abuse of power, trust, or vulnerability-whether
verbal, physical, visual, or digital.

e Prohibition of Exploitation: It is strictly forbidden to
use any resource, benefit, or opportunity—whether
financial, material, or related to humanitarian
services or assistance—as a means to solicit,
demand, or exchange any behavior or relationship
of a sexual or exploitative nature.

¢ Training Commitment: The Service Provider shall
provide mandatory training for all its employees on
this Code of Conduct and on the principles of
Protection from Sexual Exploitation and Abuse
(PSEA).

o Immediate Referral and Sanctions: The Service
Provider shall immediately report any incident or
suspicion of sexual exploitation or abuse. In
confirmed cases, strict and immediate disciplinary
actions shall be taken, including termination of
employment and prompt referral of the case to the
competent authorities—particularly in cases
involving children or women.

3.2. Data Protection and Confidentiality

The Service Provider shall maintain the confidentiality
of all non-public information obtained, including
beneficiaries’ personal data and the Foundation’s
financial and programmatic data, and shall implement
appropriate security measures to protect such
information from unauthorized access or damage,
including refraining from storing such data on
personal devices or sharing it through unsecured
channels or with unauthorized third parties.

3.3. Intellectual Property and Usage Rights

All intellectual, technical, or media materials provided
or developed by the Service Provider under the
contract shall be the exclusive property of Yanabia Al-
Khair Foundation (YKF).

This includes, but is not limited to, designs, written,
visual, or digital content, software, creative
presentations, reports, and any intellectual outputs
produced under the contract.

All rights related to such materials—including
intellectual property, copyright, publication, usage,
reproduction, and distribution rights—whether in
digital, print, audio, or visual form, shall be transferred
to the Foundation.

The Service Provider, or any party acting on its behalf,

shall not use, claim ownership of, reproduce, or share -

these materials with third parties without prior
written authorization from the Foundation. ;
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Section Four: Quality and Sustainable
Environmental Impact

4.1. Quality and Professionalism

The Service Provider shall deliver goods, services, and
works in accordance with the highest quality standards
as stipulated in the contract and in full alignment with
the principle of professionalism. The Provider must
maintain a quality assurance system and refrain from
using counterfeit or substandard materials to ensure
that all products and services are safe, genuine, and fit
for their intended purpose.

4.2. Environmental Responsibility and
Sustainability

Based on the principle of sustainability, the Service
Provider commits to minimizing the negative
environmental impact of its activities through the
following:

e Waste Management: Adopting practices to
minimize waste, promote recycling, and ensure
environmentally sound disposal methods.

¢ Resource Efficiency: Conserving energy and
water at all stages of service delivery.

e Pollution Reduction: Implementing effective
measures to reduce carbon emissions and
minimize all forms of pollution arising from
operational activities, including noise, air, and
water pollution.

e Clean Energy: Promoting the wuse of
environmentally friendly materials and energy-

efficient technologies, including adopting
renewable energy alternatives whenever
feasible.

Section Five: Cooperation, Enforcement, and
Reporting

5.1. Monitoring and Review (Cooperation)

To ensure compliance with this Code, YKF reserves
the right to conduct audits or inspections (upon
reasonable notice) of the Service Provider's
premises and relevant records related to its
dealings with the Foundation. The Service Provider
shall fully cooperate and provide all necessary
documentation.

5.2. Consequences of Breach of the Code

Any breach of this Code shall trigger an immediate
investigation. Confirmed violations may result in a

range of escalating measures depending on the -

severity of the case, which may include:

1. Requesting an immediate corrective action“pl‘_an.
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2. Imposing financial penalties or temporarily
suspending cooperation.

3. Immediate termination of the contract without
any compensation to the Service Provider.

4.In cases where the violation constitutes a
criminal offence (such as bribery or sexual
exploitation), the competent authorities shall
be notified immediately.

5.3. Whistleblowing Mechanism

YKF encourages its Service Providers and their staff
to report in good faith any actual or suspected
violations of this Code. The Foundation guarantees
that all reports will be treated with strict
confidentiality and that the whistleblower’s
identity will be protected against any retaliatory or
punitive actions, in line with the principle of
accountability.

Reports may be submitted through the following
channels (specifying the target recipient of the
report):

e Email: feedback@yanabia.org
e Phone: 02391317
e WhatsApp: 778008479

Acknowledgement and Signature

I, the undersigned, acting as the authorized
representative of:

Service Provider's Name:

| hereby acknowledge that | have read and fully
understood all the provisions of the “Code of Conduct
pfor Service Providers” of YKF. On behalf of my
company/foundation, its employees, and
subcontractors, | commit to full compliance with its
content and to disseminating and raising awareness
of its principles among our staff.

Name:

Position:

Signature:
Date: / /

* A digital signature or confirmation via email shall be
accepted as a formal and binding acknowledgement and

shall carry the same legal validity as a handwritten,

signature.
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Conflict of Interest Disclosure for Service Providers Form

Service Provider Information

dadsel 5930 il

Name of Company/ Foundation

sa§all /3821 sl

Type of Service Aol g9
Consultancy Sy Ladiawl Works Y glis Supplies Ol g
Name of Authorized Representative o2 9aall Fiaall sl
Phone Number ailg o3y
Email Address SaASIYI w
Date of Completion i) Feay
Purpose w2yl

Pursuant to Section 1.4 of the Service Providers’ Code
of Conduct, and in line with the principles of
transparency and integrity, the Service Provider is
required to disclose any situation that may result in an
actual, potential, or perceived conflict of interest. This
includes, but is not limited to, any personal, familial,
financial, or business relationships with employees or
Board members of the Foundation.

cladsl (539303 Aol Jgludl LBgbe (pe (4.1) il J) Tobetest
0 TUadPb Aeasdl 3950 ek fAalilly Ldlasdl tsobue e TuSTy
lbaall § ogmano of Jazono of (Jad Copliai J] (5382 48 Ladga
2 Ayladl ol (@bl (Aol cdmasetd! OBl U3 § Ly
Agiylal pubaee sliacl of gl Lilbge

Declaration
Please tick (V) the appropriate box below:

ghad)!
0Laf (sliadl gyl 3 (V) Aedle a9 (2ny

Option 1: No Conflict of Interest

Tlhae Lyl dargs N gl Hlsl

|, the undersigned, acting as the authorized representative
of the above-mentioned Service Provider, hereby declare
that there are currently no personal, familial (kinship),
financial, or business relationships between myself or any
of our key staff and any employees or Board members of
YKF that could affect the impartiality of decision-making or
the integrity of the procurement/ contracting process.

2953l deasdl dg3a) osaall Jieall (zhsas ol adgell LT 31
o g ¢(1)3) Able ol caupased BMe ST Wl uzg3 Y &b oM
osn 0o G oty ludbge o sl Jaus of sy Ayl of
e 535508 allg dghly] pudome slacl gl Aspsdl asdl auly dusge

Blazll /sy gil Adas Anlss of 1Al dosle

Option 2: Conflict of Interest Exists (Actual / Potential)

(aina / Jod) pllume oiliad 3922 13 S

|, the undersigned, hereby declare that there exists a

conflict of interest (whether actual or potential) as de’téili?d
below, and | wish to formally disclose it for review and
consideration by YKF.

relationship or interest that may be interpreted as a_
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Disclosure Details (If Option 2 Selecied)

Please complete the following table if you or your key
staff have any relationship with any person in the

(daid GBI Hlsl s - ) ZuaYl Juolis
Sb Suabrge of (Slasys 88Me &l 3929 Sl § JWI Jgdadd) Bas (30

Foundation: uwhell § pased
Al dannde . ks Wil ey
BMall ol doeliaall paiins vy (ABlaso /4t 2813 /215) "“Tf,' ".]',“n e ‘3."“,"'?“’ L
Brief Description of Interest or Nature of Relationship S lowd : 52
R . ; Position Name of Person in YKF
Relationship (Kinship/ Financial Partnership/ | . .
Friendship) (if applicable) | (Employee / Board Member)
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Undertaking LAY dgasl!
By signing below, | hereby declare and commit to the 1 Loy plly = nol 0l 24893 aga

following:

1. That all information provided in this form is true,
complete, and accurate.

2. | understand that failure to disclose or providing
misleading information may result in legal and
contractual consequences, including exclusion
from tenders, contract termination, referral for
legal action, and inclusion on YKF's or partners’
blacklist.

3. Ongoing Obligation: | commit to promptly and in
writing disclose any conflict of interest that may
arise after the contract signing or during the
execution period, in accordance with the
provisions of the Code of Conduct.

AbolSy Ao Z3g0l 1dn (§ 839l Sleglaall ez O L1
434839

Slshr] e Cilaghae @i ol rUad)l pas (de 4 45 .2
elgi] eoludliall po Sladwdl 1elld § Loy publady doigild
el3 gl dadlall 3 Eb.)?i_g ¢ gilall Oilel 2 AN cadall
.¢EJJ.JI_9‘l dwwdoll g

Gl e w9ie JStog ysd £DLYL el $ yauall pFUNI 3
88 UM gf Akall a5 as Sauns Ly 13 lliae Loyl
Aol Bgune dile Ccual o) [FEPPRWIS]

Name of Authorized Representative:

Signature:

Official Seal:

Date: 7 /

(opghall Jhaoll mul

‘a8l

:wjl P‘ia'.“

eyl

For Official Use Only

dasgall I plisandL pols-

The disclosure has been reviewed by the Procurement
and Logistics Support Department:

:L_;\.....a_-_g.UI eslly ObAso) 5)ls] dawlgs ZLad)l daxlye Cuel

Name: ‘el
Position: r gl (ouuall
Signature: radgill
Date: / / P / / Had
Decision and Recommendation: o gillg Hlyall
No conflict of interest — Proceed with the process. Ol (3 51yt o cllas Gyl drgs Y
Conflict of interest exists — Can be managed. ABla) S g cdbas )il dr g
Material conflict of interest — Contract not permissible. wBlazll aiey (55292 Tlas bl dorgy

Manager Approval:

Signature:
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