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FOUNDATION

Prevention of Financial Wrongdoing

1. Introduction
Our vision: A sustainable future for our children and generations to come.

Our mission: To honour the work and values of Sabrina Yusoof by supporting gender equality
initiatives that make sustainable impacts for women, children, and the environment.

1.1  Our Commitment

The Sabrina Yusoof Foundation commits to:
e Ensuring that funds and resources entrusted to us are properly controlled and managed and used
in line with the objects of the Foundation.
e Identify and mitigate fraud risk within SYF and with respect to activities with partner organisations
and donor recipients.
¢ Respond immediately to any suspicions of fraud, corruption or other financial wrongdoing.

The Foundation does not tolerate any form of fraud, corruption, counter terrorism, money laundering or
any other illegal financial act and will seek to ensue due diligence on partners and donor recipients for
the same.

1.2 Scope

Compliance with this policy is mandatory for all SYF personnel, representatives, grant recipients and
organisations that partner with or receive funding from SYF.

1.3 Purpose

The aim of this Prevention of Financial Wrongdoing Policy is to safeguard the reputation and financial
viability of SYF through improved management of fraud and financial wrongdoing risk. The policy
details the responsibilities for prevention of financial wrongdoing activities and appropriate response for
suspected financial wrongdoing.

It sets out explicit steps to be taken in response to reported or suspected wrongdoing, as well
as measures that will be taken to prevent or minimize the risk of financial wrongdoing.

This policy describes the guiding principles, approaches, and standards to be met by SYF in delivering
activities and programmes.

SYF does not tolerate any form of fraud, corruption or financial wrongdoing.

If you are concerned about something you have seen or been told, report it by email:
sarah@syfoundation.co or by talking to any SYF employee or representative. All reports will be treated
confidentially and with respect.
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2. Guiding principles
21 Assess and manage financial risk and impact

SYF Board has overall responsibility of assessing financial risk and impact and putting in place
mitigation strategies. SYF CEO is expected to keep the financial risk register up to date and report any
new risks as they arise to the Board.

SYF undertakes due diligence and financial and anti-fraud capacity assessments of organisations with
whom we work in formal partnerships and through donation of funds or technical expertise.

2.2 Promoting zero tolerance for financial wrong doing

All appropriate measures to deter financial wrongdoing will be implemented. All SYF personnel must
work to prevent fraud and corruption and report any suspicions of wrongdoing.

2.3 Share the responsibility

SYF is committed to providing training, mentoring and support for all SYF personnel, representatives,
grant recipients, and partner organisations about financial risk management and prevention of financial
wrongdoing.

All personnel and representatives will receive training about their responsibilities under this policy and
how to make a complaint or raise a concern.

All grant recipients will be made aware of, and understand their responsibilities under this policy,
including how to make a complaint or raise a concern.

All partner organisations will be made aware of this policy, and the expectations of SYF to comply with
this policy during all joint activities.

SYF does not tolerate any form of fraud, corruption or financial wrongdoing. 3

If you are concerned about something you have seen or been told, report it by email:
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3. Definitions

Financial wrong-

Financial wrong doing is behaviour that is illegal or immoral with regards to

doing financial transactions. For the purpose of this policy, that includes fraud,
corruption, money laundering, bribery, and financing terrorism.

Fraud “Fraud” is defined as dishonestly obtaining a benefit, or causing a loss, by
deception or other unlawful and/or unethical means.
Includes examples of:

e Forgery or alteration of documents (cheques, bank drafts, bank
statements, time sheets, invoices, quotations, agreements, etc.) or
bank accounts belonging to SYF.

e Misrepresentation of information on documents.

e Misappropriation of funds, supplies, or assets.

e Theft, disappearance, or destruction of assets.

e Improprieties in the handling or reporting of money or financial
transactions.

e Authorising or receiving payments for goods not received or
services not performed.

e Authorising or receiving payment for hours not worked.

e Inappropriate use of the organisation’s records and disclosing
confidential and proprietary information to outside parties, without
consent.

Corruption “Corruption” is defined as the abuse of entrusted power, for private gain.

That is, an individual or organisation using their power to gain something
for their own selves.

Money-laundering

“Money Laundering” is defined as the process of concealing the origin,
ownership or destination of illegally or dishonestly obtained money and
hiding it within legitimate economic activities to make them appear legal.

Terrorism financing

“Terrorism Financing” — intentionally providing or collecting funds and
being reckless as to whether those funds would be used to facilitate or
engage in a terrorist act.

Bribery Bribery is the offering, promising, giving, accepting or soliciting of an
advantage as an inducement for an action which is illegal, unethical or a
breach of trust. Inducements may include gifts, loans, fees, rewards, or
other advantages.

Personnel Includes all employees, contractors, and volunteers. Volunteers may

include professional volunteers, students, or any other person who has
entered into a volunteer contract with SYF.

Representatives

Personnel, and members of the SYF Board of Governors.

Partner organisations

Organisations that SYF is working with to implement a joint project, and/or
with whom SYF has a signed partnership agreement and/or memorandum
of understanding. Partner organisations may or may not be recipients of
funds through SYF.

Grant recipients

People and organisations that receive grant funding from SYF.

Donors

People and organisations that donate funding or other resources to SYF.

SYF does not tolerate any form of fraud, corruption or financial wrongdoing.

If you are concerned about something you have seen or been told,
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report it by email:

sarah@syfoundation.co or by talking to any SYF employee or representative. All reports will be treated
confidentially and with respect.



4. Minimum standards
4.1 Code of conduct

All SYF personnel and representatives will be required to read and sign the SYF code of conduct which
outlines clear behavioural standards regarding financial wrongdoing.

4.2 Recruitment and continued engagement and training

As part of the recruitment process, all personnel and representatives (including volunteer, paid and
board members) must provide:
¢ Police clearance certificates, for their country of residence and countries of citizenship (original or
certified copies).
e At least two forms of proof of identification (original or certified copies).
¢ Have a minimum of two documented verbal reference checks.

SYF’s CEO may accept a statutory declaration where a person is unable to reasonably provide
evidence of police clearance certificates for their country of residence and countries of citizenship.
Reasons why the evidence is unavailable, and any additional requirements undertaken by personnel,
will be documented in the recruitment register.

All SYF personnel and representatives will have regular (at least annually) training updates and reviews
about preventing financial wrong doing, organised by the SYF CEO.

4.3 Internal advances and loans

No advances of funds to personnel or representatives are authorised.

Direct and necessary expenses including travel for meetings and other activities related to carrying out
responsibilities shall be reimbursed with prior approval from the CEO.

In no case shall SYF borrow funds from any personnel or representative of the organisation without
specific authorisation from the Board of Directors.

4.4 Partnerships with other organisations or individuals
SYF will provide all organisations (considering or activating a partnership through agreement of
memorandum of understanding) a copy of this Policy.

All partnership agreements or memorandums of understanding will include statements on the
importance of financial management and prevention of financial wrong doing and clarify expectations
for personnel and representatives collaborating.

No partnership agreement or memorandum of understanding may contain commitments that breach
this policy.

4.5 Accepting donations
The Foundation may accept a donation for a specified activity, provided the activity is directly related to
the organisation’s objects.

SYF does not tolerate any form of fraud, corruption or financial wrongdoing. 5

If you are concerned about something you have seen or been told, report it by email:
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Personnel should not allow personal interests to affect their decision to accept of refuse a donation.

The Foundation may refuse a donation where:
e The activities of the donor are incompatible with the Objects of the Foundation
e The cost of accepting a donation will be greater than the value of the donation
e There are concerns about the origins of the donated funds.

Foundation personnel should not accept any gifts or donations from other organisations or individuals
that are provided to an individual as an incentive. Bribes will not be accepted. In the case that a bribe is
offered this should be reported immediately to the CEO.

4.6 Giving donations

SYF is committed to ensuring funds are used for the advancement of women and children in Sri Lanka.
SYF will only provide donations to an organisation or individual after a thorough vetting processes (see
vetting procedure) to ensure the organisation or individual is able to use the funds appropriately, legally
and to meet the objects of SYF.

The Foundation will only provide donation for activities or projects directly related to the organisation’s
objects.

Personnel and representatives should not allow personal interests to affect their decision to accept of
refuse a donation request.

The Foundation may refuse to make a donation where the activities of the donor are incompatible with
the Objects of the Foundation.

4.7 Risk identification and management

SYF will proactively identify, assess and manage risks of financial wrongdoing. This includes:

e Maintaining an organisational risk register, updated quarterly (or more frequently as concerns are
raised). The risk register will include any identified risks of financial wrongdoing related to SYF’s
work, funding opportunities, partnerships, or associations.

e Financial risk assessment to be completed for all donations to organisations and individuals (see
financial risk assessment tool)

e Checks of individuals and organisations receiving funds against the Criminal Code list of terrorist
organisations

e Discussing source of finances when large donations are made to SYF prior to accepting the
donations.

o Explicitly acknowledging to donors that by SYF accepting donations, does not in any circumstance
mean that SYF is in debt to the donor in any way, financial or other.

e Annual review of financial procedures to ensure financial risks are minimized and potential for
financial wrongdoing is minimal.

¢ Implementation and ongoing review by the board of the financial delegation of authority and related
processes.

e All payments made by the SYF will be in line with the financial authority and delegation as outlined
in the Finance Policy.

4.8 Reporting

SYF does not tolerate any form of fraud, corruption or financial wrongdoing. 6
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Who is responsible | Everyone.

for reporting? Reporting is mandatory for all SYF personnel and representatives.
What should be Any disclosure of:
reported? Using funds for activities or items not approved by SYF CEO or the Board.

Accepting money or items in exchange for favours
Using funds for personal gain or investment

Theft of SYF funds

SYF funds being used for promoting or funding terrorism
Use of fraudulent documents

Any observation of concerning behaviour of SYF personnel, representatives,
grant recipients or partner organisation’s personnel (or other relevant
stakeholder) that breaches this policy.

Who should it be SYF CEO or a Board member
reported to?

Once a report is received, SYF CEO and Chair of the Board must be
informed immediately, unless the complaint relates to one of the individuals
in that post. The next most senior person must manage the complaint is this

occurs.
When to report? Concerns must be raised immediately.
How should it be Verbally, and then in writing.
reported? Any evidence must be preserved and handed to authorities as part of the

investigation process.

What will happen CEO and Chair of the Board, along with any other relevant SYF personnel or
next? representatives. will discuss the report and then decide upon the next step.

This will involve one or more of the following actions:

¢ Interviewing the person / persons involved in making the complaint,
and other witnesses to gather more information

o Report to police

e Suspension or dismissal of SYF personnel or representatives
e Suspension of funding or other support to grant recipients

e Suspension of partnerships to other organisations

e Performance management

¢ No further action taken.

5. Roles and responsibilities

It is the responsibility of the Finance Manager to ensure that any discrepancies identified in payments
and invoices are reported immediately to the Foundation CEO.

It is the responsibility of SYF CEO:
e To respond immediately to any reports of suspected financial wrongdoing and to maintain the
financial risk register.
e To regularly provide training to personnel regarding the prevention of financial wrongdoing.

SYF does not tolerate any form of fraud, corruption or financial wrongdoing. 7
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It is the responsibility of all personnel and representatives
e To ensure any suspected financial wrongdoing is reported immediately.
e To ensure they are familiar with and comply to this policy at all times.

It is the responsibility of the Board to respond immediately to any reports of suspected financial
wrongdoing

6. Review of policy

The Prevention of Financial Wrongdoing Policy will be reviewed at least every two years.

More frequent reviews may be completed in response to changes in organisational structure, as the
result of feedback, as the result of an investigation into an allegation or breach of the policy or any other
reason.

Policy reviews are managed by the SYF Executive Director.

SYF does not tolerate any form of fraud, corruption or financial wrongdoing. 8
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