
 

  

 
 

HABITAT FOR HUMANITY KENYA 
 

 
INVITATION TO BID 

 
TENDERING DOCUMENTS FOR 

THE COMPETITIVE TENDERING OF 
CONSTRUCTION WORKS 

 

Tender Reference Number  Tender Description Quantity  

HFHK/BMZ/LIONS/001/03/2026 CONSTRUCTION OF THE 
SUBSTRUCTURE, A 9-METER-HIGH 
STEEL TOWER, TANK DECKING AND 
INSTALLATION OF ONE NEW TANK 
AND ONE EXISTING PVC TANKS 
EACH 10CUM CAPACITY AND ALL 
PLUMBING WORKS IN SOLIO 
VILLAGE 7 -LAIKIPIA COUNTY 

LOT 1 

HFHK/BMZ/LIONS/002/03/2026 COMPLETION OF THREE 
EXCAVATED WATER PANS 
INCLUDING EQUIPPING AND 
CONNECTION WITH SOLAR 
POWERED WATER PUMPING 
SYSTEM, LINING, SHADING AND 
FENCING 

LOT 2 

HFHK/BMZ/LIONS/003/03/2026 CONSTRUCTION OF ONE (1) 9 M 
STEEL TOWER WITH FOUR (4) 10 M³ 
HEAVY‑GAUGE, DOUBLE‑LAYERED 
PLASTIC TANKS (TOTAL 40 M³), 
INCLUDING FULL INSTALLATION 
AND CONNECTION TO SUPPLY 
LINES AT SOLIO MATHINGIRA 
VILLAGE 5, LAIKIPIA COUNTY. 

LOT 3 

The tenders are proposed to be issued in three (3) separate lots, as outlined above, 
with only one (1) lot to be awarded to a single contractor. Both Lots cannot be awarded 

to the same contractor. 

 

Line Item Time, date, address as appropriate 

1 Tender published 05/03/2026 

2 Closing date for clarifications 12/03/2026 1700hrs EAT 

3 Site visit Tenderers to make private arrangements at 
own convenience for the Mandatory site 
visit 
Date:10th March 2025 



 

Time: 10 a.m 
Location: Laikipia County 
Meeting Venue: HFHK Nanyuki Office 
Contact Person: Jared Rabutu/Justin Atemi 
Tel:0116319982/0748243883 
GPS Coordinates: 
Village 3 water pan site - 0°13'11.93"S 
36°59'28.59"E   
Village 6 water pan site –   -0.26245, 
36.95706 
Village 7 water pan site -   -0.24369, 
36.97755 
Village 7 tank site (20cum) - 0°15'3.67"S 
36°58'27.52"E    
Village 5 tank site (40cum) -   0°15'40.06"S 
36°55'29.86"E 
 

4 Closing date and time for receipt of 
tenders 

19/03/2026 1700hrs EAT 

5 All clarifications arising from this 
process will be posted on the link 
provided below. 

BMZ Lions tender - March 2026 

 

6 Tender Opening Date and time  Organization: Habitat for Humanity Kenya 
Date:  20th March 2026 
Time: 02 p.m   
Venue: CVS Plaza Third Floor Kasuku Lane 
off Lenana Road, Kilimani, Nairobi    

                                                                                                                
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

https://habitatforhumanityke-my.sharepoint.com/:f:/g/personal/modix_wanyanga_hfhkenya_org/IgCHZeEeR_cvSKKmERUey-I_AXX7bI585zu88X3JE2G6wXQ?e=ZEwBua
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1. Scope of Bid 1.1 Habitat for Humanity Kenya (HFHK) as defined in the Contract Data 

invites bids for the construction of Works, as described in the 
Contract Data. The name and identification number of the Contract 
is provided in the Contract Data.   

 
1.2   The successful Bidder will be expected to complete the Works by 

the  
         Required Completion Date specified in the Contract Data. 
 

2. Qualification 

of the Bidder 

2.1 All bidders shall provide in Section 3, Forms of Bid and Qualification 
Information, a preliminary description of the proposed work method 
and schedule, including drawings and charts, as necessary. 

 
2.2 To qualify for award of the Contract, bidders shall meet the 

following minimum qualifying criteria: 
 
 (a) annual volume of construction work during past two years of 

at least the amount specified in the Bidding Data; 
 
 (b) experience as prime contractor in the construction of at least 

one works of a nature and complexity equivalent to the Works 
over the last 2 years (to comply with this requirement, works 
cited should be at least 80 percent complete); 

 
 (c) proposals for the timely acquisition or (own, lease, hire, etc.) of 

the essential equipment listed in the Bidding Data; and 
 
 (d) Engineer’s with minimum 5 years' experience in works of an 

equivalent nature and volume. 
 

3. One Bid per 
Bidder per 

facility 
 

3.1 Each Bidder shall submit only one Bid, either individually or as a 
partner in a joint venture. A Bidder who submits or participates in 
more than one Bid will be disqualified.  Partners in a joint venture 
shall be jointly and severally liable for the execution of the Contract.   

 
4. Cost of 

Bidding 
4.1 The Bidder shall bear all costs associated with the preparation and 

submission of his Bid, and HFHK will in no case be responsible or 
liable for those costs. 

 
5. Site Visit 
   

5.1 The Bidder, at the Bidder's own responsibility and risk, is 
encouraged to visit and examine the project Sites for the 
excavated water pans and the existing tank to be replaced and its 
surroundings and obtain all information that may be necessary for 
preparing the Bid and entering into a contract for construction of 
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the Works. The costs of visiting the Site shall be at the Bidder's own 
expense. 

 
6. Content of 

Bidding 

Documents 

6.1 The set of bidding documents comprises the documents listed in 
the table below and any addenda issued. 

 Section         1. Instructions to Bidders 
   2.  Bidding Data  
   3.  Conditions of Contract 
   4.  Contract Data  
   5.  Forms of Bid and Qualification 
   6.  Specifications 
   7.  Drawings 

8   Bill of Quantities or Activity Schedule for lump sum 
contracts 
 

7. Clarification 

and 
Amendments 

of Bidding 
Documents 

7.1 A prospective bidder may request HFHK in writing for 
clarifications and queries on the bidding documents via email to 
procurement@hfhkenya.org. Bids shall not be sent to the above 
email. HFHK shall respond to such requests if it receives those 5 
days prior to the deadline for the submission of bids.  All 
questions during the tender period, as well as the associated 
answers, will be accessed by all suppliers through the following 
link: BMZ Lions tender - March 2026  
 

7.2 Similarly, prior to the submission of the deadline, HFHK may 
modify the bidding documents by issuing addenda on the same 
link above. 

 
8. Language of 

Bid 

8.1 All documents relating to the Bid and contract shall be in the 
language specified in the Contract Data. 

 
9. Documents 

Comprising 

the bid 

9.1 The Bid submitted by the Bidder shall comprise the following: 
 
 (a) The Bid (in the format indicated in Section 2); 
 
 (b) priced Bill of Quantities or priced Activity Schedule; 
 

(c) Qualification Information Form and Documents; 
 
(d) If the Bidding Data specifies a Bid Security is required, this 

must be provided in the format provided and shall be for a 
value of not less than 2% (two percent) of the offer value 
and shall be valid for at least 30 days past the validity period, 
and any other materials required to be completed and 
submitted by bidders, as specified in the Bidding Data.  

 
10. Bid Prices 10.1 The Contract shall be for the whole Works, as described in Sub-

Clause 1.2, based on the priced Bill of Quantities or priced Activity 
Schedule for lump sum contracts submitted by the Bidder.  The 

https://habitatforhumanityke-my.sharepoint.com/:f:/g/personal/modix_wanyanga_hfhkenya_org/IgCHZeEeR_cvSKKmERUey-I_AXX7bI585zu88X3JE2G6wXQ?e=ZEwBua
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type of contract lump sum based on Activity Schedule) will be 
specified in the Bidding Data.  

 
10.2 The Bidder shall fill in rates and prices for all items of the Works 

described in the Bill of Quantities (for lump sum contracts, 
described in the drawings and specifications and listed in the 

Activity Schedule).  Items for which no rate or price is entered by 
the Bidder will not be paid for by HFHK when executed and shall 
be deemed covered by the other rates and prices in the Bill of 
Quantities or Activity Schedule. 

 
10.3 All duties, taxes, and other levies payable by the Contractor under 

the Contract, or for any other cause, as of the date 15 days prior 
to the deadline for submission of bids, shall be included in the 
rates, prices, and total Bid price submitted by the Bidder (for lump 
sum contracts, "the rates and prices" are not applicable). 

 
10.4 The rates and prices (or the lump sum price) quoted by the 

Bidder shall be fixed for the duration of the Contract and shall not 
be subject to any adjustment on any account. 

 
11. Currency of 

Bid and 

Payment 

11.1 Prices shall be quoted in the currency specified in the Bidding 
Data. 

 

 

12. Bid Validity 
 

 

12.1 Bids shall remain valid for the period specified in the Bidding Data.  
HFHK may request that the bidders extend the period of validity 
for a specified additional period. The request and the bidders' 
responses shall be made in writing or by cable or by fax. A Bidder 
may refuse the request in which case he may withdraw his bid 
without penalty. A Bidder agreeing to the request will not be 
required or permitted to otherwise modify the Bid. 

 
13. Format and 

Signing of Bid 

13.1 The Bidder shall prepare one original of the documents 
comprising the Bid as described in Clause 6 of these Instructions 
to Bidders, with the Form of Bid In addition, the Bidder shall 
submit the bid by email to the following dedicated, controlled, & 
secure email address unless otherwise stated in the bid data 
sheet: procurement@hfhkenya.org  

 13.2 When the bids are being emailed, the following conditions shall 
apply 
• The ITB number and Lot number shall be inserted in the 

Subject Heading of the email. 
• Bid documents required, shall be included as an attachment 

to the email in PDF, JPEG, TIF format, or the same type of 
files provided as a ZIP file. 

• Email attachments shall not exceed 4MB; otherwise, the 
bidder shall send their bid in multiple emails 

Failure to comply with the above may disqualify the Bid. 



 

HFHK WORKS TENDER  
      Page 11 of 50 

 
13.3 The Bid shall contain no alterations or additions, except those to 

comply with instructions issued by HFHK, or as necessary to 
correct errors made by the Bidder, in which case such corrections 
shall be initialled by the person or persons signing the Bid. 

 
13.3 a) The Bid shall be typed or written in indelible ink and shall be 

signed by a person or persons duly authorized to sign on behalf of 
the Bidder. All pages of the Bid where entries or amendments 
have been made shall be initialled by the person or persons 
signing the Bid. 

 
14. Sealing and 

Marking of 
Bids 

14.1 The Bidder shall seal the original and all copies of the Bid in two 
inner envelopes and one outer envelope, duly marking the inner 
envelopes as “ORIGINAL” and “COPIES”. 

 
14.2 The inner and outer envelopes shall 
 
 (a) be addressed to HFHK at the address provided in the 

Bidding Data; 
 
 (b) bear the name and identification number of the Contract as 

defined in the Bidding and Contract Data; and 
 (c) Provide a warning not to open before the specified time and 

date for Bid opening as defined in the Bidding Data. 
 
14.3 In addition to the identification required in Sub-Clause 14.2 the 

inner envelopes shall indicate the name and address of the Bidder 
to enable the Bid to be returned unopened in case it is declared 
late, pursuant to Clause 16.1. 

 
14.4 If the outer envelope is not sealed and marked as above, HFHK 

will assume no responsibility for the misplacement or premature 
opening of the Bid. 

 
15. Deadline for 

Submission of 

Bids 

15.1 Bids shall be submitted to the indicated email address specified 
above no later than the time and date specified in the Bidding 
Data. 

 
15.2 HFHK may extend the deadline for submission of bids by issuing 

an amendment in accordance with Clause 7, in which case all rights 
and obligations of HFHK and the bidders previously subject to the 
original deadline will then be subject to the new deadline. 

 
16. Late Bids 
 

16.1 Any Bid received by HFHK after the deadline prescribed in Clause 
15 will be returned unopened to the Bidder. 

 
17. Modification 

and 

17.1 Bidders may modify or withdraw their bids by giving notice in 
writing before the deadline prescribed in Clause 15.1 
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Withdrawal of 

Bids 

 
17.2 Each Bidder's modification or withdrawal notice shall be sent via 

email in accordance with Clauses 14 and 15. 
 
17.3 No Bid may be modified after the deadline for submission of Bids. 
 
17.4 Withdrawal of a Bid between the deadline for submission of bids 

and the expiration of the period of Bid validity specified in the 
Bidding Data or as extended pursuant to Sub-Clause 12 will result 
in the bidder being disqualified from future bidding for a period of 
one year. 

 
17.5 Bidders may offer discounts or otherwise modify the prices of 

their   bids by submitting Bid modifications in accordance with this 
clause, or included in the original Bid submission. 

  

18. Process to Be 

Confidential 

18.1 Information relating to the examination, clarification, evaluation, 
and comparison of bids and recommendations for the award of a 
contract shall not be disclosed until the award to the successful 
Bidder is announced.  

 
19. Clarification of 

Bids 

19.1 To assist in the examination, evaluation, and comparison of bids, 
HFHK may, at the HFHK's discretion, ask any Bidder for 
clarification of the Bidder's Bid.  The request for clarification and 
the response shall be in writing or by cable, telex, or facsimile, but 
no change in the price or substance of the Bid shall be sought, 
offered, or permitted except as required to confirm the correction 
of arithmetic errors discovered by HFHK in the evaluation of the 
bids in accordance with Cl. 23.2. 

 
20. Examination 

of Bids and 

Determination 

of 

Responsive-

ness 

20.1 Prior to the detailed evaluation of bids, HFHK will determine 
whether each Bid is substantially responsive to the requirements 
of the bidding documents.  A substantially responsive Bid is one 
which conforms to all the terms, conditions, and specifications of 
the bidding documents, without material deviation or reservation. 
A material deviation or reservation is one (a) which affects in any 
substantial way the scope, quality, or performance of the Works; 
(b) which limits in any substantial way, inconsistent with the 
bidding documents, the HFHK's rights or the Bidder's obligations 
under the Contract; or (c) whose rectification would affect unfairly 
the competitive position of other bidders presenting substantially 
responsive bids. 

 
20.2 If a Bid is not substantially responsive, it will be rejected by the 

HFHK, and may not subsequently be made responsive by 
correction or withdrawal of the nonconforming deviation or 
reservation. 

 
20.3 Due diligence will be conducted for the submitted bids 
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21. Correction of 

Errors 

21.1 Bids determined to be substantially responsive will be checked by 
HFHK for any arithmetic errors. Errors will be corrected by HFHK 
as follows: 

 
 (a) where there is a discrepancy between the amounts in 

figures and in words, the amount in words will govern; and 
 
 (b) Where there is a discrepancy between the unit rate and the 

line-item total resulting from multiplying the unit rate by the 
quantity, the unit rate as quoted will govern. 

 
 (c) If a bidder refuses to accept the correction his bid will be 

rejected, and the bidder disqualified from future bidding for a 
period of one year. 

22. Evaluation and 

Comparison of 
Bids 

22.1 HFHK will evaluate and compare only the bids determined to be 
substantially responsive in accordance with Clause 21. 

 
22.2 In evaluating the bids, HFHK will determine for each Bid the 

evaluated Bid price by adjusting the Bid price as follows: 
 (a) making any correction for errors pursuant to Clause 22 
 (b) excluding provisional sums and the provision, if any, for 

contingencies in the Bill of Quantities (or Activity Schedule 
for lump sum contracts), but including Day-work, where 
priced competitively; 

 (c) Making appropriate adjustments to reflect discounts or 
other price modifications offered in accordance with Sub-
Clause 17.5. 

 
22.3 HFHK may waive any minor informality or non-conformity which 

does not constitute a material deviation, provided such waiver 
does not prejudice or affect the relative standing of any Bidder.  
Variations, deviations, and alternative offers and other factors 
which are in excess of the requirements of the bidding 
documents or otherwise result in unsolicited benefits for HFHK 
will not be considered in Bid evaluation. 

 
23. Award Criteria 
 

23.1 Subject to Clause 25, HFHK will award the Contract to the Bidder 
whose Bid has been determined to be substantially responsive to 
the bidding documents and who has offered the lowest evaluated 
Bid price, provided that such Bidder has been qualified in 
accordance with the Clause 2 provisions. 

 
24. HFHK's Right 

to Accept any 
Bid and to 

Reject any or 

all Bids 
 

24.1 Notwithstanding Clause 24, HFHK reserves the right to accept or 
reject any Bid, and to cancel the bidding process and reject all 
bids, at any time prior to the award of Contract, without thereby 
incurring any liability to the affected Bidder or bidders or any 
obligation to inform the affected Bidder or bidders of the grounds 
for the HFHK's action. 
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25. Notification of 

Award and 

Signing of 
Agreement 

25.1 The Bidder whose Bid has been accepted will be notified of the 
award by the HFHK prior to expiration of the Bid validity period by 
registered letter. This letter (hereinafter and in the Conditions of 
Contract called the “Letter of Acceptance”) will state the sum that 
the HFHK will pay the Contractor in consideration of the 
execution, completion, and maintenance of the Works by the 
Contractor as prescribed by the Contract (hereinafter and in the 
Contract called the “Contract Price”). 

 
25.2 The notification of award will constitute the formation of the 

Contract. 
 
25.3 HFHK will send the successful Bidder the Agreement form 

provided in the bidding documents incorporating all agreements 
between HFHK and the successful Bidder. It will be sent to the 
successful Bidder within 15 days following the notification of 
award.  Within 15 days of receipt, the successful Bidder will sign 
the Agreement and deliver it to HFHK. 

25.4 Upon receipt of the signed Agreement from the Bidder, HFHK will      
promptly notify the other bidders that their bids have been 
unsuccessful. 

 
26 Performance 

Security 

26.1 If required and stated in the Bid Data sheet, within 18 (eighteen) 
days of the receipt of notification of award from the Purchaser, the 
successful Bidder shall furnish the performance security in 
accordance with the Conditions of Contract, in the Performance 
Security Form provided in the bidding documents, or in another 
form acceptable to the Purchaser. 

 
26.2 Failure of the successful Bidder to comply with the requirement of 

ITB Clause 27 shall constitute sufficient grounds for the annulment 
of the award and forfeiture of the bid security, in which event the 
Purchaser may make the award to the next lowest evaluated Bidder 
or call for new bids. 

 
27 Advance 

Payment 
27.1 HFHK will not provide an Advance Payment but will provide 

interim payments and this will be subject to measured works.  In 
order to receive the interim Payment, the Bidder shall make an 
estimate of executed work which MUST be certified by HFHK 
Engineer  

 Section 2  
 
 



 

HFHK WORKS TENDER  
      Page 15 of 50 

 BIDDING DATA 
 

 

 

 

 

Instruction to Bidders Clause Reference  

 

1. All bidders shall provide bidding document, qualification information, a preliminary 

description of the proposed work method and schedule as necessary and all documents 

listed in clause 5 

2. In preparing the bid, bidders are expected to examine the documents constituting this 

ITB in details. Inadequate packing of information required will reduce legitimacy of your 

bid  

3. HFHK reserves the right to negotiate, accept or reject any or all proposals and 

quotations at its sole discretion and to pursue or act further on any responses it 

considers advantageous.  

4. The contract will be awarded to the administrative and technically compliant tender 

that is the most economically advantageous, considering the quality of the services 

offered and the price of the tender. 

5. Tenders will be evaluated on the criteria listed below. 

 

a. Stage 1: Preliminary Bid Responsiveness Assessment 

This will involve assessing whether bidders for work have complied with submission 

requirements and have also attached certified copies of mandatory eligibility and 

statutory documents. Evaluation at this stage will be conducted on Yes/No, and bidders 

are expected to show evidence of ALL required items to proceed to the next stage of 

evaluation 

 

a) Copy of Business certificate of Incorporation/Registration 

b)  KRA Pin certificate and tax compliance 

c) Tender security from a reputable bank or insurance Company approved by IRA 

amounting as indicated in the tender data sheet.  

d) Valid current Tax Compliance certificate from Kenya Revenue Authority  

e) Latest CR12 within 6 months  

f) National Construction Authority NCA 6 registrations as Water works and Building 

works contractor  

g) Certificate of registration with the MWS&I as water development contractor 

h) Valid NCA practicing license for water works and building works  

i) Valid Solar PV Energy/electrical technician license with EPRA 

j) Valid Business permit/trade license  

k) Registration certificate with Engineers Board of Kenya (EBK) (Company/Key Staff 

l) Dully filled, signed and stamped standard form B – Qualification information (past 

This section should be filled out by HFHK before issuance of the bidding documents. 
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experiences, contractor equipment etc. 

m) Construction Schedule or workplan (No specific format provided) 

n) Dully filled, signed and stamped standard form E – Bid security form  

o) Annex A – supplier profile and registration form (filled, stamped and signed) 

p) Annex B- HFHK Conflict of Interest Policy (filled, stamped and signed)  

q) Annex C-HFHK Safeguarding Policy (filled, stamped and signed) 

r) Audited Accounts for the last three years.  2023 - 2025 

  

Bidders who will not show evidence of all required items will not proceed to the next 

stage of technical evaluation 

 

b. Stage 2: Technical Evaluation Stage 

Bids will be evaluated to ensure that they are substantially responsive to the technical 

specifications and contract conditions stated in the Tender Document.  

 

Bidding documents under this evaluation will be scored against the following criteria 

 

 Scoring Criteria  

Bidders 

Score Item Requirements Maximum 

Possible 

Points 

1 Annual volume of relevant construction works during the 

past three years and above Kshs 50,000,000.00 – 

Attach contracts 

15  

2 Annual volume of relevant construction works during the 

past three years and above Kshs 25,000,000.00 and 

not exceeding 50,000,000.00 – Attach contracts 

8  

3 Annual volume of relevant construction works during the 

past three years of below Kshs 25,000,000.00 - – 

Attach contracts 

4  

 No submission of project record 0  

  

NOTE: Score for value of works will be awarded based on submitted contracts for past 

and ongoing works / purchase orders/completion certificates for past and ongoing 

works. 

Schedule-4: Works of Similar Nature and Complexity (Max-25) 

 Scoring Criteria  

 

Bidders 

Score 

Item Requirements Maximum 

Possible 

Points 
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1 

Experience as prime contractor in the construction 

of at least Five Projects of similar nature and 

complexity in the last Three Years. (Construction 

of elevated steel tanks for Lo1 and 3 , Construction 

of water pans, reticulation pipeline for Lot 2). 

Evidence of completed works must be 

attached (Completion certificates) 5 points for 

each completion certificate attached 

 

 

25 

 

 

 

 

2 

Experience as prime contractor in the construction 

of at least Five Projects of similar nature and 

complexity in the last Five Years. ( Water works 

that are not similar in nature). Evidence of 

completed works must be attached and Ongoing 

works cited should be at least 80 percent complete 

- 3 points for each completion certificate 

 

 

 

15 

 

3 Any other five unrelated Engineering Works 

(Buildings, Roads, Bridges etc.) in the last five 

years. 1 point for each completion certificate 

5  

4 No submission of project record 0  

 

NOTE: Score for value of works will be awarded and prorated based on submitted 

contracts for past and ongoing works / purchase orders/completion certificates for past 

and ongoing works. 

1.1 Contractors Equipment for Works (Max-20) 

  

Schedule-5: Contractors’ Equipment (Max-20) 

 Scoring Criteria   

 

Bidders 

Score 

 

Item 

 

Requirements 

Maximum 

Possible 

Points 

 

Listing 

Proof of 

Ownership 

(Logbook or 

Valid Lease 

Agreement 

 

1.  

Transport Trucks one (1) unit – 

Applicable for all Lots 

5        0.5 4.5  

2. Excavator one (1) unit; Only 

applicable for water Pans 

10         9.5 4..5  
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3. Concrete mixer- one (1) unit - 

Applicable for all Lots 

2.5        0.5               2 

 

 

4. Concrete poker vibrator- one 

(1) unit - Applicable for all Lots 

2.5        0.5 2  

5. Proof of ownership of a steel 

fabrication workshop arc 

welding and butt fusion 

machines – Only Applicable for 

Elevated Steel Tanks 

 

10        0.5 9.5  

  

Total 

20    

 

NOTE: Score for Equipment will be awarded based on submitted Logbooks (in the name 

of the Bidder or Owner in the CR12 provided) or Lease agreement between the Bidder 

and Leaser. 

  

1.2 Contractor’s Staff (Technical Competence) (Max-20) 

Bidder must attach detailed and updated Curriculum Vitae (CVs) and other testimonials 

including Academic Certificates (Degree, Diploma etc), Registration Certificates from 

professional Bodies and Recommendations from past assignments as necessary for each 

staff. 

  

Schedule-6.1: Contractors Key Staff Education (Max-10) 

 Scoring Criteria      

 

Bidder 

Score 

 

 

# 

 

 

Requirement

s 

 

Maximum 

Possible 

Points 

 

Degree in 

Civil/Water

Electrical 

Eng. 

 

Diploma in 

Civil/Water 

Eng. 

 

Certificate 

in 

Civil/Water 

Eng. 

Registration 

with relevant 

bodies 

(Engineering 

body/ NCA) 

1 Site Agent 

(Civil/Water 

Engineer) 

2 1   1  

 

2 

One (1) Site 

Foremen 

(concrete 

Works) 

 

           

             2 

 

 

 

 

 

1 

 

 

 

 

 

1 

 

 

3 

One (1) Site 

Foremen 

(Plumbing 

technician) 

 

             2 

 

 

 

 

 

1 

 

 

 

              

 

 1 
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4 Solar PV 

systems 

installation 

2 1   1  

5 Steel 

fabrication 

technicians 

2 1   1  

 Total 10      

 Schedule-6.2: Contractors Key Staff Experience (Max-10) 

 Scoring 

Criteria 

   Bidder

s 

Score # Requirement

s 

Maximu

m 

Possible 

Points 

Over 5 

Years 

3-5 Years 3 Years 

   Relevant 

Experienc

e 

Genera

l Exp. 

Relevant 

Experienc

e 

General 

Experienc

e 

Relevan

t Exp. 

General 

Experienc

e 

 

1 Site Agent 

(Water 

Engineer) 

       2            2       

 

2 

One (1) Site 

Foremen 

(concrete 

Works) 

        2 

 

 

           2       

3 One (1) Site 

Foremen 

(Plumbing 

technician) 

        2            2       

4 Solar PV 

systems 

installation 

        2            2       

5 Steel 

fabrication 

technicians 

         2             2       

  

Total  

10        

  

NOTES on Relevant Experience 

 Relevant experience refers to the proposed key staff having worked in at least 3 

projects of a similar nature in similar position in the last 5 years. 
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 The minimum registration requirement for the site agent must be either EBK, EIK 

or KTRB 

 The minimum registration requirement for foremen will be NCA. 

  

1.3 Work Plan and Method Statement (Max-20) 

  

Schedule-7: Work Plan and Method Statement (Max-20) 

 Scoring Criteria  

 

Bidder’s 

Score 

Item Description Maximum Possible 

Points 

 

 

1 

Detailed and relevant Schedule of works 

(work plan) as described in covering all 

items in the scope of works right from 

contract signing and including Defects 

Liability Period (DLP) and within the 

performance period as 

specified in the bid documents. 

 

 

5 

 

 

 

 

2 

Detailed and relevant Method Statement 

covering all items in the scope of works 

including but not limited to Mobilization, 

works execution methodology for each item 

of works including 

DLP.  

 

 

 

7 

 

3 Detailed Project Site management  2  

4 Occupational Safety and Health 

management  

2  

            

5 

Environmental Management  2  

            

6 

Quality Management  2  

 Total 20  

  

NOTES on Works Plan and Method Statement 

Scores will be awarded based on the adequacy of the submitted documents in reference 

to the scope and works requirements. 

Stage 3: Financial Evaluation Stage 

The technical evaluation pass mark shall be 70 points and bidders who shall attain the 

pass mark will be subjected to tender price comparisons. Bidders who shall score below 

70 points will be discontinued from further evaluation 
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Stage 4: Contract Award 

Award the Contract to the bidder whose bid is determined to be substantially responsive 

to the tender documents and offers the lowest financial offer.   

6. This shall be a Lump Sum Contract based on Priced Bill of Quantities  

7. The currency in which the prices shall be quoted in Kes      

8. The period of Bid validity shall be _180 days _days after the deadline for Bid submission 

specified in the Bidding Data. 

9. The number of copies of the Bid to be completed and returned - 1  

10. The bids will be completed  

11. Submission-Instructions 

Completed applications should be submitted in a sealed envelope clearly marked with 

the tender reference per tender and addressed to: Different Lots submitted in one 

envelope will be disqualified 

The National Director 

Habitat for Humanity Kenya 

CVS Plaza, 3rd Floor 

Lenana Road 

Nairobi, Kenya 

Tender Box Location: CVS Plaza, 3rd Floor Reception 

Telephone: 0101 454 380 

Deadline: 5:00 PM on 19th March 2026  

Failure to comply with the above will lead to disqualification  

12. The Bidder, at the Bidder's own responsibility and risk, is mandated to visit and 

examine the Site of Works and its surroundings and obtain all information that may be 

necessary for preparing the Bid and entering into a contract for construction of the 

Works. The costs of visiting the Site shall be at the Bidder's own expense Project Site 

Locations and GPS Coordinates are:  

GPS Coordinates: 
• Village 3 water pan site - 0°13'11.93"S 36°59'28.59"E   

• Village 6 water pan site –   -0.26245, 36.95706 
• Village 7 water pan site -   -0.24369, 36.97755 
• Village 7 tank site (20cum) - 0°15'3.67"S 36°58'27.52"E    

• Village 5 tank site (40cum) -   0°15'40.06"S 36°55'29.86"E 
13. The deadline for submission of bids shall be on 19th March 2026 at 1700hrs EAT. The 

bids shall be opened on a date and venue specified below; 

Date:  20th March 2026 

Time: 02 p.m  
Venue: CVS Plaza Third Floor Kasuku Lane off Lenana Road, Kilimani, Nairobi    

14. A Performance Security is required in the format provided in this document for a value of 

not less than (Usually 5% (five percent) of the contract value). This should be valid for 30 

days past the contract completion period including  any defects liability period or any 

warrantee period.  

15. The Interim Payment shall be limited to the total value of executed works certified by the 

HFHK Engineer minus 10% the Contract Price (Retention). 
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Section 3     CONDITIONS OF CONTRACT 

 

 Table of Clauses 

 
 
 
 

1. Works  
2. Language and Law 
3. Communications 
4. Confidentiality and Non-Disclosure 
5. Compliance with HFHK Policies 
6. Access to Site 
7. Contractor to Construct the Works 
8. The Works to Be Completed by the 
Completion Date 
9. Safety 
10. Program 
11. Personnel 
12. Sub-contract¬ing and other 
contractors 
13. Contractor's Risks 
14. Indemnity 
15. Insurance 
16. Cost of Repairs 
17. Property 
18. Early Warning 

24. Defects Liability period 
25. Completion and Taking Over 
26. Final Account 
27. Contract Price 
28. Performance Security 
29. Payment Guarantee 
30. Bill of Quantities 
31. Changes in the Quantities 
32. Day Works 
33. Right to Audit/Inspect 
34. Payment Certificates 
35. Payments 
36. Interim Payment 
37. Retention Moneys 
38. Tax 
39. Compensation Events 
40. Termination-action 
41. Payment upon Termination 
42. Release from Performance 
43. Resolution of Disputes  
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19. Extension of the Completion Date 
20. Delays Ordered by the Project 
Manager 
21. Liquidated Damages 
22. Correction of Defects 
23. Uncorrected Defects 
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 Conditions of Contract 
 

1. Definitions 1.1 Terms that are defined in the Contract Data are not also defined 
in the Conditions of Contract but keep their defined meanings. 
Boldface type is used to identify defined terms. 

 
  Activity Schedule means the priced and completed 

schedule forming part of the Bid. 
             
  Bill of Quantities means the priced and completed Bill of 

Quantities forming part of the Bid. 
 
  Certificate of practical completion means a certificate 

issued by the HFHK Engineer to the Contractor to signify a 
state of completion where, in the opinion of the HFHK 
Engineer, the Works are substantially complete and can 
effectively and conveniently be used for the intended 
purposes. 

 
                     Compensation Events are those defined in Clause 21 

hereunder. 
 
  The Completion Date is the date of completion of the Works 

as certified by HFHK, in accordance with Sub-Clause 28.1. 
 
  The Contract is the Contract between HFHK and the 

Contractor to execute, complete, and maintain the Works.  
The name and identification number of the Contract is given 
in the Contract Data. 

 
  The Contractor is a person or corporate body whose Bid to 

carry out the Works has been accepted by HFHK. 
 
  The Contractor's Bid is the completed bidding document 

submitted by the Contractor to HFHK. 
 

   The Contract Price is the price stated in the Letter of 
Acceptance subject to such additions or deductions as may 
be made in accordance with the provisions of the Contract, 
and represents the total remuneration payable to the 
Contractor for the execution and completion of the Works 
and the remedying of any defects therein. 

 
                     Days are calendar days; months are calendar months. 

   

                     Day works are additional, varied work inputs subject to 
payment on a time basis for the Contractor's employees and 
Equipment, in addition to payments for associated Materials 
and Plant. 
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  A Defect is any part of the Works not completed in 

accordance with the Contract or to the reasonable 
satisfaction of the HFHK Engineer 

 
  The Defects Liability Period is the period of six (6) months 

commencing from the Required Completion Date, as stated 
in the Contract Data, during which the Contractor shall 
remain responsible, at its own cost, for remedying any 
defects, deficiencies, shrinkages, or other faults in the Works 
that may appear or become apparent and are attributable to 
materials, workmanship, or failure to comply with the terms 
of this Contract. 

 
  Drawings include calculations and other information 

provided or approved by HFHK for the execution of the 
Contract. 

 
  Equipment is the Contractor's machinery and vehicles 

brought temporarily to the Site to construct the Works. 
 
  Final Certificate means the formal certificate issued by the 

HFHK Engineer following the expiry of the Defects Liability 
Period, confirming that the Contractor has duly completed all 
contractual obligations, including the rectification of any 
defects, deficiencies, or outstanding works. 

 
                     HFHK, as specified in the Contract Data, is the party who 

employs the Contractor to carry out the Works.  The name of 
HFHK's representative authorized to deal with the 
Contractor is also given in the Contract Data. 

 
  The HFHK Engineer is the person named in the Contract 

Data (or any other competent person appointed by HFHK 
and notified to the Contractor, to act in replacement of the 
Project Manager) who is responsible for supervising the 
execution of the Works and administering the Contract. 

 
  The Initial Contract Price is the Contract price listed in 

HFHK's Letter of Acceptance.  
 
  Materials are all supplies, including consumable, used by the 

Contractor for incorporation in the Works. 
 
  The Required Completion Date is the date on which it is 

required that the Contractor shall complete the Works. The 
Required Completion Date is specified in the Contract Data. 
The Completion Date may be revised only by HFHK by 
issuing an extension of time or an acceleration order. 
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  The Site is the area defined as such in the Contract Data. 
 
  Specification means the Specification of the Works included 

in the Contract and any modification or addition made or 
approved by HFHK. 

 
  The Start Date is given in the Contract Data. It is the latest 

date when the Contractor shall commence execution of the 
Works. It does not necessarily coincide with any of the Site 
Possession Dates. 

 
  A Subcontractor is a person or corporate body who has a 

Contract with the Contractor to carry out a part of the work 
in the Contract, which includes work on the Site. 

 
  Temporary Works are works designed, constructed, 

installed, and removed by the Contractor that are needed for 
construction or installation of the Works. 

 
  A Variation is an instruction given by HFHK that varies the 

original Work requirement. 
 
  The Works are what the Contract requires the Contractor to 

construct, install, and turn over to HFHK, as defined in the 
Contract Data. 

 
1.2 This shall be a "Lump Sum Contract" based on priced Activity 

Schedule", as specified in the Contract Data.  However, if a 
Government law or decree passed between the date falling 
twenty-eight (28) days before the submission of bids for the 
Contract and the Required Completion Date results in an increase 
in the price of labour and material, HFHK will adjust the Initial 
Contract Price accordingly, provided that the Contractor shall 
submit documents satisfactory to the HFHK Engineer proving that 
the requested increases are a result of Government laws or 
decrees. 

 
2. Works  2.1 The Contractor shall execute the Works, in accordance with the 

Contract and applicable laws. 
3. Language and 

Law 
3.1 The language of the Contract and the law governing the Contract 

are stated in the Contract Data. 
 

4. Communicatio
ns 

4.1 Communications between parties that are referred to in the 
Conditions shall be effective only when in writing. A notice shall be 
effective only when it is delivered. 

4.2 The HFHK Engineer, or any duly authorized HFHK personnel, may 
issue instructions in writing to the Contractor as may be necessary 
for the proper execution of the Works in accordance with the 
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Contract. The Contractor shall comply with such instructions 
without delay. 

 
5. Confidentiality 

and Non-

Disclosure 

5.1 The Contractor shall not, without the prior written consent of 
HFHK, disclose, divulge, or otherwise make available to any third 
party any of the terms or conditions of this Contract, or any 
confidential, proprietary, or commercially sensitive information 
relating to the Project or to HFHK, whether obtained directly or 
indirectly, except where such disclosure is required by law, 
regulation, or order of a competent authority, in which event the 
Contractor shall, to the extent permitted, notify HFHK in writing 
prior to such disclosure. 

6. Compliance 

with HFHK 
Policies 

6.1 The Contractor hereby covenants and agrees to comply in all 
respects with the policies, procedures, codes of conduct, and 
other requirements of HFHK, as may be amended from time to 
time.  

6.2 Compliance with such policies shall be deemed a material 
obligation under this Contract. 

7. Access to Site 7.1 HFHK shall give non-exclusive access to the places where the 
Works are to be executed and any other places where activities 
associated with the Works are carried out. 

8. Contractor to 

Construct the 

Works 

8.1 The Contractor shall construct and install the Works in 
accordance with the Specifications and Drawings. 

9. The Works to 
Be Completed 

by the 
Completion 

Date 

9.1 The Contractor shall commence execution of the Works on the 
Start Date and shall carry out the Works in accordance with the 
Program submitted by the Contractor, as updated with the 
approval of the HFHK Engineer, and complete them by the 
Required Completion Date. 

10. Safety 10.1 The Contractor shall be responsible for the safety of all activities 
on the Site. 

11. Program 11.1 Within the time stated in the Contract Data, the Contractor shall 
submit to the HFHK Engineer for approval a Program showing the 
general methods, arrangements, order, and timing for all the 
activities in the Works.  The Contractor shall update the Program 
at intervals no longer than the period stated in the Contract Data. 
The HFHK Engineer's approval of the Program shall not alter the 
Contractor's obligations. The Contractor may revise the Program 
and submit it to the HFHK Engineer again at any time. A revised 
Program shall show the effect of Variations and Compensation 
Events. 

12. Personnel 12.1 The Contractor shall employ the key personnel named in the 
Schedule of Key Personnel, as referred to in the Contract Data, to 
carry out the functions stated in the Schedule of other personnel 
approved by Project Manager. The HFHK Engineer shall approve 
any proposed replacement of key personnel only if their relevant 
qualifications and abilities are substantially equal to or better than 
those of the personnel listed in the Schedule. 
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12.2 If the HFHK Engineer asks the Contractor to remove a person who 
is a   member of the Contractor's staff or work force, stating the 
reasons, the Contractor shall ensure that the person leaves the 
Site within seventy-two (72) hours and has no further connection 
with the work in the Contract. 

 
12.3 Key personnel identified in the Contract Data shall not be 

removed, replaced, or reassigned by the Contractor without the 
prior written consent of HFHK. In the event that replacement 
becomes necessary due to circumstances beyond the 
Contractor’s control, the Contractor shall propose substitute 
personnel possessing qualifications, experience, and expertise 
equal to or superior to those of the individual being replaced, 
subject to HFHK’s prior written approval, which shall not be 
unreasonably withheld. 

 
13. Sub-contract-

ing and other 
contractors 

13.1 The Contractor may subcontract with the approval of the HFHK 
Engineer but may not assign the Contract without the approval of 
HFHK in writing. 
  

13.2 Subcontracting shall not alter the Contractor's obligations.  
 

13.3 The Contractor shall not subcontract more than fifty percent 
(50%) of the Works. Any such subcontracting must be approved 
by HFHK in writing. 
   

13.4 The Contractor shall cooperate and share the Site with other 
contractors, public authorities, utilities, and HFHK. 

14. Contractor's 

Risks 

14.1 From the Starting Date until the Final Certificate has been issued, 
the Contractor shall bear all risks related to personal injury, death, 
and loss of or damage to property. This includes, without limitation, 
the Works, Plant, Materials, Equipment, and any adjacent property. 

15. Indemnity 15.1 The Contractor shall indemnify, defend, and hold harmless HFHK, 
its officers, employees, and agents from and against any and all 
claims, demands, actions, damages, losses, liabilities, costs, and 
expenses (including reasonable legal fees and disbursements) 
arising out of, in connection with, or resulting from the 
performance, non-performance, or purported performance of the 
Works by the Contractor, its subcontractors, agents, or personnel, 
except to the extent that such claims, damages, losses, or 
expenses are caused by the gross negligence or wilful misconduct 
of HFHK. 

16. Insurance 16.1 The Contractor shall provide, in the joint names of HFHK and the 
Contractor, insurance cover from the Start Date to the end of the 
Defects Liability Period, in the amounts stated in the Contract 
Data for the following events which are due to the Contractor's 
risks: 
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 (a) loss of or damage to the Works, Equipment, Plant, and 
Materials;  

 
 (b) loss of or damage to property (except the Works, Plant, 

Materials, and Equipment) in connection with the Contract; 
and 

 
 (c) Personal injury or death.  Third party liability. 
 
16.2 Policies and certificates for insurance shall be delivered by the 

Contractor to the HFHK Engineer for approval within fifteen (15) 
days of receipt by the Contractor of HFHK's Letter of Acceptance. 
All such insurance shall provide for compensation required to 
rectify the loss or damage incurred.  If the Contractor fails to 
provide the required certificates, the contract shall be considered 
as annulled.   
 
The said Contractor shall be disqualified from participating in 
bidding for contracts for a period of one year.  However, HFHK at 
its discretion may decide to extend the period for submission of 
insurance certificates or take out the insurance and deduct the 
cost of premiums from the Contractor's earnings. 

 
16.3 Alterations to the terms of insurance shall not be made without the 

approval of HFHK. 
17. Cost of 

Repairs 

17.1 Loss or damage to the Works or Materials to be incorporated in 
the Works between the Start Date and the end of the Defects 
Correction periods shall be remedied by the Contractor at the 
Contractor's cost if the loss or damage arises from the 
Contractor's acts or omissions. 

18. Property 18.1 All Materials and Construction Equipment on the Site, Plant, 
Temporary Works, and Works shall be deemed to be the property 
of HFHK if the Contract is terminated because of the Contractor's 
default. 

19. Early Warning 19.1 The Contractor shall inform the HFHK Engineer at the earliest 
opportunity of specific likely future events or circumstances that 
may adversely affect the quality of the work increase the Contract 
Price or delay the execution of the Works. The HFHK Engineer 
may require the Contractor to provide an estimate of the expected 
effect of the future event or circumstance on the Contract Price 
and Completion Date. The estimate shall be provided by the 
Contractor as soon as reasonably possible. 

19.2 The Contractor shall cooperate with the HFHK Engineer in making 
and considering proposals for how the effect of such an event or 
circumstance can be avoided or reduced by anyone involved in the 
work and in carrying out any resulting instruction of the Project 
Manager. 

20. Extension of 
the 

20.1 The HFHK Engineer shall extend the Completion Date if a 
Compensation Event occurs or a Variation is issued which makes 
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Completion 

Date 

it impossible for Completion to be achieved by the Required 
Completion Date without the Contractor taking steps to 
accelerate the remaining work, which would cause the Contractor 
to incur additional cost. 

21. Delays 
Ordered by 

the Project 

Manager 

21.1 The HFHK Engineer may instruct the Contractor to delay the start 
or progress of any activity within the Works.  Delays or suspension 
of work by the HFHK Engineer which increase the Contractor's 
costs shall be subject to equitable adjustments by HFHK. 

22. Liquidated 
Damages 

22.1 The Contractor shall pay liquidated damages to HFHK at the rate 
per day stated in the Contract Data for each day that the 
Completion Date is later than the Required Completion Date. The 
total amount of liquidated damages shall not exceed the amount 
defined in the Contract Data. HFHK may deduct liquidated 
damages from any payments due to the Contractor. Payment of 
liquidated damages shall not affect the Contractor's liabilities. 

23. Correction of 

Defects 

23.1 The HFHK Engineer shall give notice to the Contractor of any 
Defects before the end of the Defects Liability Period, which 
begins at Completion, and is defined in the Contract Data. The 
Defects Liability Period shall be extended for as long as Defects 
remain to be corrected. 

23.2 Every time notice of a Defect is given the Contractor shall correct 
the notified Defect within the length of time specified by the HFHK 
Engineer's notice 

24. Uncorrected 

Defects 

24.1 If the Contractor has not corrected a Defect within the time 
specified in the HFHK Engineer's notice, the HFHK Engineer will 
assess the cost of having the Defect corrected, and the 
Contractor will pay this amount, or HFHK shall recuperate these 
amounts by deduction from the amounts due to the contractor. 

25. Defects 
Liability period 

25.1 The period for notifying defects or damage in the Works as stated 
in the Contract Data shall start from the Required Completion 
Date. The HFHK Engineer shall notify the Contractor in writing of 
any defects in the Works during this period. During the Defects 
Notification Period, the Contractor shall rectify any defects that 
the Employer has notified within the stipulated period and at its 
own cost. 

26. Completion 

and Taking 
Over 

26.1 The Contractor shall request the HFHK Engineer to issue the 
Certificate of Practical Completion, and the HFHK Engineer will 
issue such a certificate when he determines that the work is 
satisfactorily completed.   

26.2 The Contractor shall notify the HFHK Engineer at least seven (7) 
days prior to the anticipated completion of the Works and 
readiness for taking over in accordance with the Contract. Upon 
receipt of such notice, the HFHK Engineer shall inspect the Works 
and, if satisfied that the Works are complete (except for minor 
omissions, outstanding work, and defects which do not affect the 
safe use of the Works for their intended purpose), shall certify and 
issue the Certificate of Practical Completion to the Contractor. 
This certificate shall state the date of completion and include an 
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attached list of minor omissions, outstanding work, and defects to 
be rectified. 

26.3 Should the HFHK Engineer determine that the Works are not 
ready for taking over, they shall reject the Contractor’s notice and 
provide written reasons, including details of any defects, 
deficiencies, or unfulfilled obligations requiring rectification or 
completion before a Certificate of Practical Completion can be 
issued. 

26.4 HFHK shall take over the site and the Works within seven (7) days 
of the HFHK Engineer's issuing of a Certificate of Practical 
Completion. 

27. Final Account 27.1 The Contractor shall supply the HFHK Engineer with a detailed 
account of the total amount that the Contractor considers payable 
under the Contract before the end of the Defects Liability Period. 
The HFHK Engineer shall issue a Defects Liability Certificate and 
certify any final payment that is due to the Contractor within 
fifteen (15) days of receiving the Contractor's account if it is 
correct and complete. If it is not, the HFHK Engineer shall issue 
within fifteen (15) days a schedule that states the scope of the 
corrections or additions that are necessary. If the Final Account is 
still unsatisfactory after it has been resubmitted, the HFHK 
Engineer shall decide on the amount payable to the Contractor 
and issue a payment certificate. 

28. Contract Price 28.1 The Contract Price shall be the amount agreed upon between 
HFHK and the Contractor to execute the Works on the 
Completion Date and indicated in the Letter of Acceptance.  
 

28.2 The Contract Price may vary in accordance with the Contract, 
including subject to measurement and/or Variations of the Works. 

29. Performance 

Security 

29.1 The Contractor shall, within fourteen (14) days of receiving the 
Letter of Acceptance, provide a Performance Security in the 
format prescribed in the Standard Form section, for a value of not 
less than five percent (5%) of the Contract Price or as set out in 
the Bidding Data.  
 

29.2 The Performance Security shall remain valid for a period of thirty 
(30) days beyond the end of the Completion Date, including any 
applicable Defects Liability Period and/or warranty period. 

30. Payment 

Guarantee 

30.1 The Contractor shall, in addition to the Performance Security 
required, furnish to HFHK a separate and valid bank guarantee, 
payable on demand and issued by a reputable bank acceptable to 
HFHK, in an amount equivalent to ten percent (10%) of the 
Contract Price, for the specific purpose of securing HFHK’s 
payment obligations under the Contract. 

30.2 The said bank guarantee shall remain valid until the expiry of the 
Defects Liability Period and shall be released to the Contractor 
only upon the issuance of the Final Certificate, by HFHK, 
confirming that all obligations under the Contract have been fully 
discharged, including the satisfactory completion, to the written 
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satisfaction of the HFHK Engineer or their duly appointed 
designee, of all remedial works, rectifications, or repairs identified 
during the Defects Liability Period. 

31. Bill of 
Quantities 

31.1 The Bill of Quantities (for lump-sum Contracts Entire Clause 17 
shall be replaced with a new Clause as indicated in the Contract 
Data) shall contain items for the construction, installation, testing, 
and commissioning work to be done by the Contractor. 
 
For Lump Sum contracts, payment activities schedule shall be 
listed. 

 
31.2 The Bill of Quantities shall be used to calculate the Contract Price. 

The Contractor is paid for the quantity of the work actually done 
at the rate in the Bill of Quantities for each item. 

32. Changes in 

the Quantities 

32.1 If the final quantity of the work done differs from the quantity in 
the Bill of Quantities for the particular item by more than twenty-
five percent (25%), provided the change exceeds one percent 
(1%) of the Initial Contract Price, the HFHK Engineer shall adjust 
the rate to allow for the change. (For lump-sum contracts, this 
clause shall be substituted by a new clause as indicated in 
Contract Data). 

33. Day Works 33.1 Day works shall be executed by the Contractor’s employees using 
Equipment and shall be subject to payment based on the time 
actually spent by the Contractor’s labour and the use of 
Equipment, in accordance with the applicable Dayworks Schedule 
or agreed rates.  
 

33.2 In addition to payments for labour and Equipment, the Contractor 
shall be entitled to payment for all associated Materials and Plant 
used in connection with the Day works.  

 
33.3 Day works shall only be undertaken when instructed in writing by 

the HFHK Engineer or, in cases of urgency, with retrospective 
written confirmation provided within three (3) days of the urgency. 
 

33.4 The Contractor shall maintain and submit detailed daily records of 
labour, Equipment, Materials, and Plant used in the execution of 
Day works, and no payment shall be made unless such records are 
verified and approved by the HFHK Engineer. 

34. Right to 
Audit/Inspect 

34.1 HFHK, its duly authorized representatives, agents, or external 
auditors shall have the right, at any reasonable time and upon the 
provision of reasonable prior notice, to access, inspect, and audit 
all books, records, accounts, correspondence, documents, and 
other information of the Contractor that relate to the performance 
of the Works under this Contract. The Contractor shall grant 
unhindered access to the Site, as well as to any such records and 
documents, and shall provide all necessary assistance to facilitate 
the conduct of such inspection or audit. 
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35. Payment 

Certificates 
35.1 The Contractor shall submit to the HFHK Engineer bi-weekly 

statements of the estimated value of the work executed less the 
cumulative amount certified previously.  
 

35.2  The HFHK Engineer shall check the Contractor's executed work 
and certify the amount to be paid to the Contractor.  
 

35.3 The value of work executed shall be determined by the HFHK 
Engineer.  
 

35.4 The value of work executed shall comprise the value of the 
quantities of the items in the Bill of Quantities completed.  (For 
lump sum contracts, this Clause shall be substituted by a new 
Clause as indicated in the Contract Data).  
 

35.5 The value of work executed shall include the valuation of 
Variations and Compensation Events. 

 
36. Payments 36.1 Payments shall be adjusted for deductions for interim payments 

and retention. HFHK shall pay the Contractor the amounts 
certified by the HFHK Engineer within twenty-eight (28) days of 
the date of each certificate. If HFHK makes a late payment, the 
Contractor shall be paid interest on the late payment in the next 
payment. Interest shall be calculated from the date by which the 
payment should have been made, up to the date when the late 
payment is made, at the rate of interest prevailing at the local 
banks for construction loans. 
 

36.2 Items of the Works for which no rate or price has been entered in 
will not be paid for by HFHK and shall be deemed covered by other 
rates and prices in the Contract. 

 
37. Interim 

Payment 
37.1 HFHK shall make interim payment to the Contractor of the 

amounts stated in the Contract Data after certification of 
executed scope of works by the Contractor. 

 
38. Retention 

Moneys 

38.1 An amount, specified in the Contract Data, will be retained from 
each payment to the Contractor to assure performance of the 
work.  This money will be paid out to the Contractor upon 
completion and acceptance of the work and within fifteen (15) 
days of the issue by the HFHK Engineer of the Defects Liability 
Certificate. 

 
39. Tax 39.1 The Contractor shall be liable for all taxes in accordance with the 

laws of HFHK's country.  However, the HFHK Engineer shall adjust 
the Contract Price if taxes, duties, and other levies are changed 
between the date falling twenty-eight (28) days before the 
submission of bids for the Contract and the date of the Final 
Certificate.  The adjustment shall be the change in the amount of 
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tax payable by the Contractor, provided such charges are already 
not reflected in the Contract Price. 

40. Compensation 

Events 
40.1 The following shall be Compensation Events: 

40.1.1 HFHK does not give access to a part of the Site by the Site 
Possession Date stated in the Contract Data. 

40.1.2 The HFHK Engineer orders a delay or does not issue 
Drawings, Specifications, or instructions required for 
execution of the Works on time. 

40.1.3 The HFHK Engineer instructs the Contractor to uncover or 
to carry out tests upon completed work, which is then 
found to have no Defects. 

40.1.4 Other contractors, public authorities, utilities, or HFHK 
cause delay or extra cost to the Contractor. 

40.1.5 The interim payment due is delayed. 
40.1.6 The HFHK Engineer unreasonably delays issuing a 

certificate of completion. 
40.2  If such an event occurs, then the Contract Price shall be equitably 

adjusted. 
41. Termination-

action 

41.1 HFHK or the Contractor may terminate the Contract if the other 
party causes a fundamental breach of the Contract 

41.2 Fundamental breaches of Contract shall include, but shall not be 
limited to, the following: 

41.2.1 the Contractor stops work for fifteen (15) days when no 
stoppage of work is shown on the current Program and the 
stoppage has not been authorized by the HFHK Engineer; 

41.2.2 The HFHK Engineer instructs the Contractor to delay the 
progress of the Works, and the instruction is not withdrawn 
within fifteen (15) days; or agreement reached on payments due 
contractor for cost of delay; 

41.2.3 HFHK or the Contractor is made bankrupt or goes into 
liquidation other than for a reconstruction or amalgamation; 

41.2.4 a payment certified by the HFHK Engineer is not paid by HFHK 
to the Contractor within thirty (30) days of the date of the HFHK 
Engineer's certificate; 

41.2.5 the HFHK Engineer gives Notice that failure to correct a 
particular Defect is a fundamental breach of Contract and the 
Contractor fails to correct it within 30 days determined by the 
HFHK Engineer; or 

41.2.6 The Contractor has delayed the completion of the Works by the 
number of days for which the maximum amount of liquidated 
damages can be paid, as defined in the Contract Data 

41.3 When either party to the Contract gives notice of a breach of 
Contract to the HFHK Engineer for a cause other than those listed 
under Sub-Clause 30.2 above, the HFHK Engineer shall decide 
whether the breach is fundamental or not. 

41.4 Notwithstanding the above, HFHK may terminate the Contract for 
convenience by giving the Contractor a thirty (30) day notice in 
writing. 
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41.5 If the Contract is terminated, the Contractor shall stop work 
immediately, make the Site safe and secure, and leave the Site 
within fifteen (15) days of the completion of the notice period. 

42. Payment upon 

Termination 
42.1 If the Contract is terminated because of a fundamental breach of 

Contract by the Contractor, the HFHK Engineer shall issue a 
certificate for the value of the work done and Materials ordered 
less any interim payments received up to the date of the issue of 
the certificate and less the percentage to apply to the value of the 
work not completed, as indicated in the Contract Data. Additional 
Liquidated Damages shall not apply. If the total amount due to 
HFHK exceeds any payment due to the Contractor, the difference 
shall be a debt payable to HFHK. 
 

42.2 If the Contract is terminated for HFHK's convenience or because 
of a fundamental breach of Contract by HFHK, the HFHK Engineer 
shall issue a certificate for the value of the work done, Materials 
ordered, the reasonable cost of removal of Equipment, 
repatriation of the Contractor's personnel employed solely on the 
Works, and the Contractor's costs of protecting and securing the 
Works, and less interim payments received up to the date of the 
certificate 

43. Release from 
Performance 

43.1 If the Contract is frustrated by the outbreak of war or by any other 
event entirely outside the control of either HFHK or the 
Contractor, the HFHK Engineer shall certify that the Contract has 
been frustrated. The Contractor shall make the Site safe and stop 
work as quickly as possible after receiving this certificate and shall 
be paid for all work carried out before receiving it and for any work 
carried out afterwards for which an agreement has been reached. 

44. Resolution of 

Disputes 
44.1 HFHK and the Contractor shall make every effort to resolve 

amicably by direct informal negotiation any disagreement or 
dispute arising between them under or in connection with the 
Contract.  
  

44.2 If after thirty (30) days from the commencement of such informal 
negotiations, HFHK and the Contractor have been unable to 
resolve amicably a Contract dispute, either party may require that 
the dispute be referred for resolution to three independent 
qualified contractors, one chosen by HFHK and one chosen by the 
Contractor and the third chosen by an appropriate professional 
body, such as the Chamber of Commerce.  The three should arrive 
at a solution satisfactory to HFHK and the Contractor.   

 
44.3 In case of further disagreement either party can take the matter 

to arbitration in accordance with the Law governing the Contract.  
The place where arbitration will take place will be stated in the 
Contract Data. 
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Section 4  CONTRACT DATA 
 

 
     
  Contract Clause 

 No.   Reference 
 
 
1. HFHK is: [1.1] 
 
 Name:     HABITAT FOR HUMANITY KENYA 
 Address:  P.O Box 38948 – 00623 NAIROBI, KENYA 

 Name of Authorized Representative:    DR. EILEEN MOKAYA  
 
 The HFHK Engineer is: [1.1] 
 
 Name:   LEVY OBATSA 
 Address:  P.O Box 38948 – 00623 NAIROBI, KENYA 

 Name of Authorized Representative: LEVY OBATSA 
 
2. The name and identification number of the Contract is [1.1] 
  

Tender Reference Number  Tender Description Quantity  

HFHK/BMZ/LIONS/001/03/2026 CONSTRUCTION OF THE 
SUBSTRUCTURE, A 9-METER-HIGH 
STEEL TOWER, TANK DECKING AND 
INSTALLATION OF ONE NEW TANK 
AND ONE EXISTING PVC TANKS 
EACH 10CUM CAPACITY AND ALL 
PLUMBING WORKS IN SOLIO 
VILLAGE 7 -LAIKIPIA COUNTY 

LOT 1 

HFHK/BMZ/LIONS/002/03/2026 COMPLETION OF THREE 
EXCAVATED WATER PANS 
INCLUDING EQUIPPING AND 
CONNECTION WITH SOLAR 
POWERED WATER PUMPING 
SYSTEM, LINING, SHADING AND 
FENCING 

LOT 2 

HFHK/BMZ/LIONS/003/03/2026 CONSTRUCTION OF ONE (1) 9 M 
STEEL TOWER WITH FOUR (4) 10 M³ 
HEAVY‑GAUGE, DOUBLE‑LAYERED 
PLASTIC TANKS (TOTAL 40 M³), 
INCLUDING FULL INSTALLATION 
AND CONNECTION TO SUPPLY 
LINES AT SOLIO MATHINGIRA 
VILLAGE 5, LAIKIPIA COUNTY. 

LOT 3 

Except where otherwise indicated, all Contract Data should be filled in by HFHK (HFHK) 
prior to issuance of the bidding documents. Schedules and reports to be provided by 
HFHK should be annexed. 
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The tenders are proposed to be issued in three (3) separate lots, as outlined above, 

with only one (1) lot to be awarded to a single contractor. Both Lots cannot be 

awarded to the same contractor. 

 
3. The Works consist of;  

Refer to Clause 2 above. 
 

4. The Start Date shall be   20/04/2026   [1.1] 
 
5. The Required Completion Date for the whole of the Works shall be 20/06/2026 [1.1 
 
6.  Project Site Locations and GPS Coordinates    in Lakilipa.  [1.1] 
  
 
7. This shall be a Lump Sum Contract based on Priced Bill of Quantities [1.2] 
 
8.  The language of the Contract documents is   ENGLISH [2] 
 
9.  The law that applies to the Contract is the law of   KENYA [2] 
 
10.   The following documents are also part of the Contract: [5] 
 
  - The Schedule of Key Personnel 
 
12.   The period for submission of the Program is seven (7) days from the date of signature
 [11] 
 of Agreement.   
 
13.   The Defects Liability Period is six (6) months. [15] 
 
14.   In case of lump sum contracts, clause 17 shall be replaced by the following [17] 
 new clause 17. 
 
 17 Activity Schedule 
 
 17.1 The Contractor shall provide updated Activity Schedules within seven (7) days of 

being instructed by HFHK.  The activities on the Activity Schedule shall be 
coordinated with the activities on the Program. 

 
 17.2 The Contractor shall show delivery of Materials to the site separately on the 

Activity Schedule if Payment for Materials on site shall be made separately." 
 
15.   In case of lump sum contracts, clause 18.1 shall be replaced by the following: [18] 
 
 18.1 The Activity Schedule shall be amended by the Contractor to accommodate 

changes of program or method of working made at the Contractor's own 
discretion.  Prices in the Activity Schedule shall not be altered when the 
Contractor made such changes to the Activity Schedule." 

 
 19.4 The value of work executed shall comprise the value of completed activities in 

the Activity Schedule." 



 

HFHK WORKS TENDER  
      Page 38 of 50 

  
17.   The Site Possession Date shall be    19/04/2025  [21] 
 [If the Site is made available by section, the different dates should be listed here.] 
 
 
20.   The amount of interim payment will be based on measured and certified works by 
HFHK project manager [24] 
 
21.   The amount of retention money will be 10% of the total contract amount. 
 
23.   The place of arbitration is   NAIROBI [34] 
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Section 5 STANDARD FORMS 

  

 
 

Table of Standard Forms 
 
 
 

 A. Contractor's Bid25 
 

 B. Qualification Information 26 
 

 C. Letter of Acceptance 28 
 

 D. Agreement 29 
 

E. Bid Security 30 
 

F. Performance Security                           32 
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Standard Form A: Contractor's Bid 

 

Notes on Form of Contractor's Bid 
 
The Bidder shall fill in and submit this Bid form with the Bid.   

 
 
 
__________________________________ [date] 
 
To: _______________________________________________________ [name of HFHK] 
Address: ____________________________________________________ [insert address] 
_____________________________________________________________________________ 
 
 
 
We offer to execute the _______________ [name and identification number of Contract] in 
accordance with the Conditions of Contract accompanying this Bid for the Contract Price of 
________________ [amount in numbers and words] (________________________________) [name of 
currency] _______________________________). 
 
 
This Bid and your written acceptance of it shall constitute a binding Contract between us. 
We understand that you are not bound to accept the lowest or any Bid you receive. 
 
We hereby confirm that this Bid complies with the Bid validity required by the bidding 
documents and specified in the Bidding Data. 
 
 
 
 
Authorized Signature: ________________________________________________________________ 
 
Name and Title of Signatory: ________________________________________________________________ 
 
Name of Bidder: 
________________________________________________________________ 
 
Address: 
_________________________________________________________________ 
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Standard Form B: Qualification Information 

 

Notes on Form of Qualification Information 
 
The information to be filled in by bidders in the following pages will be used for purposes of 
post qualification as provided for in the Instructions to Bidders. This information will not be 
incorporated in the Contract.  

 
 
1. Individual Bidders or Individual Members of Joint Venture 
 
1.1 Constitution or legal status of Bidder  [attach copy] 
 
 Place of registration:  _______________________________ 
 
 Principal place of business: _______________________________ 
 
1.2 Work performed as prime Contractor on works of a similar nature and volume over the 

last two years.  Also list details of work under way or committed, including expected 
completion date. 

 
 

Project name 
and country 

Name of client and 
contact person 

Type of work performed 
and year of completion 

Value of contract 

 ________________ 
 ________________ 
 
 ________________ 
 ________________ 
 
 ________________ 
 ________________ 
 
 [etc.] 
 

 ___________________ 
 ___________________ 
 
 ___________________ 
 ___________________ 
 
 ___________________ 
 ___________________ 

 __________________________ 
 __________________________ 
 
 __________________________ 
 __________________________ 
 
 __________________________ 
 __________________________ 

 
 ______________ 
 
 
 ______________ 
 
 
 ______________ 

 
 
1.3 Major items of Contractor's Equipment proposed for carrying out the Works. List all 

information requested below.  
 

Item of 
equipment 

Description, 
make, and age 

(years) 

Condition (new, good, 
poor) and number 

available 
 

Owned, leased (from whom?), 
or to be purchased (from 

whom?) 

  _________ 
 
 

  _________ 
 
 

  _________ 
 
 [etc.] 

 _______________ 
 
 
 _______________ 
 
 
 _______________ 
 
 
 

 ____________________ 
 ____________________ 
 
 ____________________ 
 ____________________ 
 
 ____________________ 
 ____________________ 
 

  ____________________________ 
 
 
  ____________________________ 
 
 
  ____________________________ 
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1.4 Qualifications and experience of key personnel proposed for administration and 
execution of the Contract.   

 

Position Name Years of 
experience 
(general) 

 

Years of 
experience in 

proposed position 

Project Manager 
 
___________________ 
___________________ 
 
___________________ 

___________________ 

___________________ 
 
 
 [etc.] 
 

 
 
 __________________________ 
 __________________________ 
 
 __________________________ 

 __________________________ 

 __________________________ 

 
 
 ________________ 
 ________________ 
 
 ________________ 

 ________________ 

 ________________ 

 
 
 _________________ 
 _________________ 
 
 _________________ 

 _________________ 

 _________________ 

 
1.5 Proposed subcontracts and firms involved.  
 

Sections 
of the Works 

Value of 
subcontract 

Subcontractor 
(name and address) 

Experience in similar work 

 _________________ 
 
 
 _________________ 
 
 
 _________________ 
 
 [etc.] 

 _______________ 
 
 
 _______________ 
 
 
 _______________ 
 
 

 ____________________ 
 ____________________ 
 
 ____________________ 
 ____________________ 
 
 ____________________ 
 ____________________ 
 

  ________________________ 
  ________________________ 
 
  ________________________ 
  ________________________ 
 
  ________________________ 
  ________________________ 
 
 

 
 
1.6 Information on current litigation in which the Bidder is involved. 
 

Other party(ies) Cause of dispute Amount involved 

  _______________________ 
  _______________________ 
 
  _______________________ 
  _______________________ 
 

  ________________________ 
  ________________________ 
 
  ________________________ 
  ________________________ 
 
 

  ________________ 
 
 
  ________________ 

 
1.7 Proposed Program (work method and schedule). Descriptions, drawings, and charts, as 

necessary, to comply with the requirements of the bidding documents. 
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Notes on Standard Form of Letter of Acceptance 
 
The Letter of Acceptance will be the basis for formation of the Contract as described in 
Clauses 26 of the Instructions to Bidders. This Standard Form of Letter of Acceptance 
should be filled in and sent to the successful Bidder only after evaluation of bids has been 
completed. 

 
Standard Form C: Letter of Acceptance 
 [letterhead paper of HFHK] 
 
 
            [date] 
 
  
 To:________________________________________________________________________ 
 [name of the Contractor] 
 
 _________________________________________________________________________ 
 [address of the Contractor] 
 
 This is to notify you that your Bid dated ___________for execution of the [name of the 

Contract and identification number, as given in the Contract Data] for the Contract 
Price of (_________________) [amount in numbers and words] __________________ [name of 
currency], as corrected and modified in accordance with the Instructions to Bidders is 
hereby accepted by Danish Refugee Council. 
You are hereby instructed to proceed with the execution of the said Works in 
accordance with the Contract documents. 
 
 
 
 
________________________ 
Authorized Signature: __________________________________________________________ 
Name and Title of Signatory: ___________________________________________________ 
Name of Agency_____________________________________________________________ 
 
Attachment: Agreement 
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Notes on Standard Form of Agreement 
 
The Agreement should incorporate any corrections or modifications to the Bid resulting 
from price corrections and price adjustment during the evaluation process as provided for 
in the Instructions to Bidders. 

 
 
Standard Form D: Agreement 
 
 
AGREEMENT 
 
This Agreement, made the __________________ day of _______________________ 2016, between 

_______________________________________________________________________________________________________

___________________________________________________________________________________[name and 

address of HFHK] (hereinafter called “HFHK”) and ___________________________ 

_______________________________________________________________________________________________________

______________________________________ [name and address of Contractor] (hereinafter called “the 

Contractor”) of the other part. 

 

Whereas HFHK is desirous that the Contractor execute _________________ 

______________________________________________________________________________ [name and 

identification number of Contract] (hereinafter called “the Works”) and HFHK has accepted the 

Bid by the Contractor for the execution and completion of such Works and the remedying of 

any defects therein. 

 
 
Now this Agreement witnesseth as follows: 
 
1. In this Agreement, words and expressions shall have the same meanings as are 

respectively assigned to them in the Conditions of Contract hereinafter referred to, and 
they shall be deemed to form and be read and construed as part of this Agreement. 

 
2. In consideration of the payments to be made by HFHK to the Contractor as hereinafter 

mentioned, the Contractor hereby covenants with HFHK to execute and complete the 
Works and remedy any defects therein in conformity in all respects with the provisions 
of the Contract. 

 
3. HFHK hereby covenants to pay the Contractor in consideration of the execution and 

completion of the Works and the remedying of defects wherein the Contract Price or 
such other sum as may become payable under the provisions of the Contract at the 
times and in the manner prescribed by the Contract. 

 
 In Witness whereof the parties thereto have caused this Agreement to be executed the 

day and year first before written. 
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 The Common Seal of 

__________________________________________________________________________ 

__________________________________________________________________________was hereunto 

affixed in the presence of: 

 

 

 Signed, Sealed, and Delivered by the 

 said ______________________________________________________________________ in the presence of: 

 

 

 Binding Signature of HFHK ________________________________________________ 

 

 Binding Signature of Contractor ___________________________________________ 
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Standard Form E: Bid Security Form 
 

 
Whereas [name of the Bidder] (hereinafter called “the Bidder”) has submitted its bid dated 
[date of submission of bid] for the supply of [name and/or description of the works] 
(hereinafter called “the Bid”). 
 
KNOW ALL PEOPLE by these presents that WE [name of bank] of [name of country], 
having our registered office at [address of bank] (hereinafter called “the Bank”), are bound 
unto [name of Purchaser] (hereinafter called “the Purchaser”) in the sum of for which 
payment well and truly to be made to the said Purchaser, the Bank binds itself, its 
successors, and assigns by these presents.  Sealed with the Common Seal of the said 
Bank this _____ day of ____________. 
 
THE CONDITIONS of this obligation are: 
 
1. If the Bidder withdraws its Bid during the period of bid validity specified by the Bidder 

on the Bid Form;  
 
or 
 
2. If the Bidder, having been notified of the acceptance of its Bid by the Purchaser 

during the period of bid validity: 
 

(a) fails or refuses to execute the Contract Form, if required; or 
(b) fails or refuses to furnish the performance security, in accordance with the 

Instructions to Bidders; 
 
we undertake to pay to the Purchaser up to the above amount upon receipt of its first 
written demand, without the Purchaser having to substantiate its demand, provided that 
in its demand the Purchaser will note that the amount claimed by it is due to it, owing to 
the occurrence of one or both of the two conditions, specifying the occurred condition or 
conditions. 
 
This guarantee will remain in force up to and including thirty (30) days after the period of 
bid validity, and any demand in respect thereof should reach the Bank not later than the 
above date. 
 
 

  
[signature of the bank] 
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Standard Form F: Performance Security Form 
 

 
To: [name of Purchaser] 
 
WHEREAS [name of Supplier] (hereinafter called “the Supplier”) has undertaken, in 
pursuance of Contract No.  [reference number of the contract] dated ____________ to supply 
[description of works] (hereinafter called “the Contract”). 
 
AND WHEREAS it has been stipulated by you in the said Contract that the Supplier shall 
furnish you with a bank guarantee by a reputable bank for the sum specified therein as 
security for compliance with the Supplier’s performance obligations in accordance with 
the Contract. 
 
AND WHEREAS we have agreed to give the Supplier a guarantee: 
 
THEREFORE, WE hereby affirm that we are Guarantors and responsible to you, on behalf 
of the Supplier, up to a total of [amount of the guarantee in words and figures], and we 
undertake to pay you, upon your first written demand declaring the Supplier to be in 
default under the Contract and without cavil or argument, any sum or sums within the 
limits of [amount of guarantee] as aforesaid, without your needing to prove or to show 
grounds or reasons for your demand or the sum specified therein. 
 
This guarantee is valid until the _____ day of __________ 
 
 

Signature and seal of the Guarantors  
 
 

  
[name of bank or financial institution] 
 
 
  
[address] 
 
 
  
[date] 
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 Section 6 
 SPECI
FICATIONS 

 
 

These Notes for Preparing Specifications are intended only as information for HFHK or the 
person drafting the bidding documents. They should not be included in the final documents. 

 
1. A set of precise and clear specifications is a prerequisite for bidders to respond 
realistically and competitively to the requirements of HFHK without qualifying or conditioning 
their bids. In the context of competitive bidding, the specifications must be drafted to permit 
the widest possible competition and, at the same time, present a clear statement of the 
required standards of workmanship, materials, and performance of the goods and services 
to be procured. Only if this is done will the objectives of economy, efficiency, and fairness in 
procurement be realized, responsiveness of bids be ensured, and the subsequent task of 
Bid evaluation facilitated. The specifications should require that all goods and materials to 
be incorporated in the Works be new, unused, of the most recent or current models, and 
incorporate all recent improvements in design and materials unless provided otherwise in 
the Contract. 
 
2. Samples of specifications from previous similar projects in the same country are 
useful in this respect. The use of metric units is encouraged by the World Bank. Most 
specifications are normally written specially by HFHK to suit the Contract Works in hand. 
There is no standard set of Specifications for universal application in all sectors in all 
countries, but there are established principles and practices, which are reflected in these 
documents. 
 
3. There are considerable advantages in standardizing General Specifications for 
repetitive Works in recognized public sectors, such as highways, ports, railways, urban 
housing, irrigation, and water supply, in the same country or region where similar conditions 
prevail. The General Specifications should cover all classes of workmanship, materials, and 
equipment commonly involved in construction, although not necessarily to be used in a 
particular Works Contract. Deletions or addenda should then adapt the General 
Specifications to the particular Works. 
 
4. Care must be taken in drafting specifications to ensure that they are not restrictive. 
In the specification of standards for goods, materials, and workmanship, recognized 
international standards should be used as much as possible. Where other particular 
standards are used, whether national standards of the Borrower's country or other 
standards, the specifications should state that goods, materials, and workmanship that meet 
other authoritative standards, and which ensure substantially equal or higher quality than the 
standards mentioned, will also be acceptable. The following clause may be inserted in the 
Special Conditions or Specifications. 
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 Sample Clause 

 Equivalency of Standards and Codes 
 
Wherever reference is made in the Contract to specific standards and codes to be met by 
the goods and materials to be furnished, and work performed or tested, the provisions of the 
latest current edition or revision of the relevant standards and codes in effect shall apply, 
unless otherwise expressly stated in the Contract. Where such standards and codes are 
national, or relate to a particular country or region, other authoritative standards that ensure 
a substantially equal or higher quality than the standards and codes specified will be 
accepted subject to HFHK's prior review and written consent. Differences between the 
standards specified and the proposed alternative standards shall be fully described in writing 
by the Contractor and submitted to HFHK at least 28 days prior to the date when the 
Contractor desires HFHK's consent. In the event HFHK determines that such proposed 
deviations do not ensure substantially equal or higher quality, the Contractor shall comply 
with the standards specified in the documents. 
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Section 7  DRAWINGS 
 

Insert here a list of Drawings. The actual Drawings, including site plans, should be attached 
to this section or annexed in a separate folder. 
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Section 8  BILL OF QUANTITIES 
 
 
 

These Notes for Preparing a Bill of Quantities are intended only as information for HFHK or 
the person drafting the bidding documents. They should be included in the final documents. 

 

In lump sum contracts, delete “Bill of Quantities” and replace with “Schedule of Activities” 
throughout this section. 

 
 

Objectives 1. The objectives of the Bill of Quantities are 
 
 (a) to provide sufficient information on the quantities of Works to 

be performed to enable bids to be prepared efficiently and 
accurately; and 

 
 (b) when a Contract has been entered into, to provide a priced Bill 

of Quantities for use in the periodic valuation of Works 
executed. 

 
2. In order to attain these objectives, Works should be itemized in the 

Bill of Quantities in sufficient detail to distinguish between the 
different classes of Works, or between Works of the same nature 
carried out in different locations or in other circumstances which 
may give rise to different considerations of cost. Consistent with 
these requirements, the layout and content of the Bill of Quantities 
should be as simple and brief as possible. 

 
Day-work 

Schedule 

3. A Day-work Schedule should be included only if the probability of 
unforeseen work, outside the items included in the Bill of 
Quantities, is high. To facilitate checking by HFHK of the realism of 
rates quoted by the bidders, the Day-work Schedule should 
normally comprise the following: 

 
 (a) A list of the various classes of labour, materials, and 

Constructional Plant for which basic day-work rates or prices 
are to be inserted by the Bidder, together with a statement of 
the conditions under which the Contractor will be paid for 
work executed on a day-work basis. 

 
  (b) Nominal quantities for each item of Day-work, to be priced by 

each Bidder at Day-work rates as Bid. The rate to be entered 
by the Bidder against each basic Day-work item should 
include the Contractor's profit, overheads, supervision, and 
other charges. 
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Provisional Sums 4. A general provision for physical contingencies (quantity overruns) 
may be made by including a provisional sum in the Summary Bill of 
Quantities. Similarly, a contingency allowance for possible price 
increases should be provided as a provisional sum in the Summary 
Bill of Quantities. The inclusion of such provisional sums often 
facilitates budgetary approval by avoiding the need to request 
periodic supplementary approvals as the future need arises. 
Where such provisional sums or contingency allowances are used, 
the Contract Data should state the manner in which they will be 
used, and under whose authority (usually HFHK's). 

 
5. The estimated cost of specialized work to be carried out, or of 

special goods to be supplied, by other contractors (refer to Clause 
8 of the Conditions of Contract) should be indicated in the relevant 
part of the Bill of Quantities as a particular provisional sum with an 
appropriate brief description. A separate procurement procedure 
is normally carried out by HFHK to select such specialized 
contractors. To provide an element of competition among the 
bidders in respect of any facilities, amenities, attendance, etc., to 
be provided by the successful Bidder as prime Contractor for the 
use and convenience of the specialist contractors, each related 
provisional sum should be followed by an item in the Bill of 
Quantities inviting the Bidder to quote a sum for such amenities, 
facilities, attendance, etc. 

 



DESCRIPTION  AMOUNT 

1 568CUM VILLAGE 3 WATER PAN BOQ

2  479.55cum VILLAGE 7 WATER PAN BOQ

3  648.2cum VILLAGE 6 WATER PAN  BOQ

-                                                                    

-                                                    

…………………………………………..……………………………………………………………………………

Tenderer's signature and stamp……………………………………………………………………………….

Address……………………………………………………………………………………………………………..

Date…………………………………………………………………………………………………………………..
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ITEM DESCRIPTION: UNIT QTY  RATE 

(KShs.) 

 AMOUNT 

(KShs.) 

1 Preliminaries sum

1.1

Provision and installation of 0.3mm HDPE geo-membrane dam liner, including proper 

alignment and anchoring. The liner sheets shall be overlapped and securely joined using 

approved sealing methods (heat bonding or manufacturer-recommended adhesive tape) to 

ensure continuous watertight joints with no seepage between overlaps. M2 520

1.2
Supply and install 25 meters of  90 MM HDPE pipes  inclusive of all the fittings and accessories and 

connect the pan to the rising main from borehole. LM 25

1.3

Supply, lay, and connect 1‑inch HDPE piping complete with all plumbing fittings, including gate valves, 

isolating valves, connectors, unions, and all required accessories, from the point of termination of the 

rising main to the water pan. Pipework shall be buried at least 45 cm below ground level, including 

trenching, backfilling, testing, and commissioning LM 55

1.4

Supply and installation of 55% Waterproof shade nets supported with straining wire ropes and 

turnbuckles attached to anchor posts.(includes supply and installation of all the support posts and 

wires) m2 480

2 Pump

2.1

Supply and deliver a solar Surface pump capable of delivering  minimum Q=3.5m³/hr against a 

Minimum head of 70m together with required accessories. (Supply, install, test and commission a 

1.5 kW single‑phase SUNVERTER complete with a lockable metal control‑panel chamber, nine (9) 

200 W mono‑crystalline solar modules with accessories, paddle float switch, PV disconnect switch, 

and a fabricated in‑situ steel support structure (4 m height) to carry all nine modules.) No. 1

2.2
Supply and install 2'' diameter suction pipe with screen  - PVC reinforced with steel wire.Rates to 

include fitting acessories and connection to the pump. LM 8

3 Fencing

3.1 8ft Treated wooden post diameter of 4 inches treated Pieces 30

3.2 Allow for concrete footing of poles haunching of of the chainlink firmly in place for  fencing 30  poles LM 90

3.3
Supply and Installation of 2No.anchor posts at each corner sections of the fence  including joinery 

accessories. No 8

3.4
Supply and Installation gauge 14 barbed wire in 4 rows around the fence perimeter at 600mm spacing. 

Medium gauge (The perimeter is 86 M ) LM 90

3.5 Supply and Installation Gauge 14 chainlink 1.8 wide LM 86

3.6 Supply and Installation of  double leaf steel gate 2.4m high by 1,8M high No 1

Sub Total

VAT 16%

Grand Total

Take note there is no spillway and silt traps in the pans due to size of pan and the pan are fed from borehole.

-                    

-                 

                                                           568CUM VILLAGE 3 WATER PAN BOQ

27 m by 16 at the Surface level

23 m by 13 at the Bottom level

1.6m Depth

DIMENSIONS OF EXCAVATED PAN 



23m by 12 m at the bottom level

1.7m- Depth

ITEM
DESCRIPTION: 

UNIT QTY
 RATE 

(KShs.) 

 AMOUNT 

(KShs.) 

1 WaterPan

1 Preliminaries sum 1

1.1.

Supply, place, and compact approved soil to the required level for proper liner positioning, using the 

pan dimensions above. The pan is already excavated; works are limited to the specified quantities (Pan 

dimensions 26 by 15M above and base of 23 by 12 and depth of 1.7M) m3 73

1.2.

Provision and installation of 0.3mm HDPE geo-membrane dam liner, including proper alignment and 

anchoring. The liner sheets shall be overlapped and securely joined using approved sealing methods 

(heat bonding or manufacturer-recommended adhesive tape) to ensure continuous watertight joints 

with no seepage between overlaps. m2 520

1.3

Supply and install 75 meters of  4'' HDPE pipes(PN10)  inclusive of all the fittings and 

accessories and connect the pan to the rising main from borehole and extend to the 

1000CM tanks  at the farm LM 75

1.4

Supply, lay, and connect 1‑inch HDPE piping complete with all plumbing fittings, including gate valves, 

isolating valves, connectors, unions, and all required accessories, from the point of termination of the 

rising main to the water pan. Pipework shall be buried at least 45 cm below ground level, including 

trenching, backfilling, testing, and commissioning LM 80

1.5

Supply and installation of 55% Waterproof shade nets supported with straining wire ropes and 

turnbuckles attached to anchor posts.(includes supply and installation of all the support posts and 

wires) m2 435   

2 Pump

2.1

Supply and deliver a solar Surface pump capable of delivering  minimum Q=3.5m³/hr 

against a Minimum head of 70m together with required accessories. (Supply, install, test 

and commission a 1.5 kW single‑phase SUNVERTER complete with a lockable metal 

control‑panel chamber, nine (9) 200 W mono‑crystalline solar modules with accessories, 

paddle float switch, PV disconnect switch, and a fabricated in‑situ steel support structure 

(4 m height) to carry all nine modules.) No. 1

2.2
Supply and install 2'' diameter suction pipe with screen  - PVC reinforced with steel wire.Rates to 

include fitting acessories and connection to the pump. LM 8

3 Fencing

3.1 8ft Treated wooden post diameter of 4 inches treated Pieces 42

3.2
Allow for concrete footing of poles haunching of of the chainlink firmly in place for  fencing 49  poles LM 100

3.3
Supply and Installation of 2No.anchor posts at each corner sections of the fence  including joinery 

accessories. No 8

3.4
Supply and Installation gauge 14 barbed wire in 4 rows around the fence perimeter at 

600mm spacing. Medium gauge LS 400

3.5
Supply and Installation Gauge 14 chainlink 1.8 wide LS 100

3.6
Supply and Installation of  double leaf steel gate 2.4m high by 1,8M high No 1

Sub Total

VAT 16%

Total

Take note that there is spillways or silt traps in this pan due to size and the fact that the pan is fed from borehole and not run off

                                                          479.55cum VILLAGE 7 WATER PAN BOQ

DIMENSIONS OF EXCAVATED PAN 



24 m by 14 m at the Bottom level

1.6M -Depth

ITEM
DESCRIPTION: 

UNIT QTY
 RATE 

(KShs.) 

 AMOUNT 

(KShs.) 

1 Preliminaries sum 1

1.1

Provision and installation of 0.3mm HDPE geo-membrane dam liner, including proper alignment and 

anchoring. The liner sheets shall be overlapped and securely joined using approved sealing methods 

(heat bonding or manufacturer-recommended adhesive tape) to ensure continuous watertight joints 

with no seepage between overlaps. LM 560

1.2
Supply and install 75 meters of  50MM HDPE pipes  inclusive of all the fittings and accessories and 

connect the pan to the rising main from borehole. LM 30

1.3

Supply, lay, and connect 1‑inch HDPE piping complete with all plumbing fittings, including gate valves, 

isolating valves, connectors, unions, and all required accessories, from the point of termination of the 

rising main to the water pan. Pipework shall be buried at least 45 cm below ground level, including 

trenching, backfilling, testing, and commissioning LM 110

1.4

Supply and installation of 55% Waterproof shade nets supported with straining wire ropes 

and turnbuckles attached to anchor posts.(includes supply and installation of all the 

support posts and wires) m2 590

2 Pump

2.1

Supply and deliver a solar Surface pump capable of delivering  minimum Q=3.5m³/hr against a 

Minimum head of 70m together with required accessories. (Supply, install, test and commission a 

1.5 kW single‑phase SUNVERTER complete with a lockable metal control‑panel chamber, nine (9) 

200 W mono‑crystalline solar modules with accessories, paddle float switch, PV disconnect switch, 

and a fabricated in‑situ steel support structure (4 m height) to carry all nine modules.) No. 1

2.2 Supply and install 2'' diameter suction pipe with screen  - PVC reinforced with 

steel wire.Rates to include fitting acessories and connection to the pump. LM 8

 

3 Fencing

3.1 8ft Treated wooden post diameter of 4 inches treated Pieces 35

3.2
Allow for concrete footing of poles haunching of of the chainlink firmly in place for  fencing 49  poles LM 100

3.3
Supply and Installation of 2No.anchor posts at each corner sections of the fence  including joinery 

accessories. No 8

3.4
Supply and Installation gauge 14 barbed wire in 4 rows around the fence perimeter at 600mm spacing. 

Medium gauge (The perimeter is 100M ) LM 100

3.5 Supply and Installation Gauge 14 chainlink 1.8 wide LS 100

3.6
Supply and Installation of  double leaf steel gate 2.4m high by 1,8M high No 1

Sub Total

VAT 16%

Grand Total

Take note that there is no spillways and silt traps in the design because these are small pans and fed from boreholes

-                  

                                                          648.2cum VILLAGE 6 WATER PAN  BOQ

DIMENSIONS OF EXCAVATED PAN 



NO ITEM DESCRIPTION UNIT QTY  RATE  AMOUNT (KES) 

Element  No.1: Excavation & Earth Works

A General excavation to remove top soil to an average depth of 

250mm

m3 8                         -   

B
Excavate in silty/sandy/rock soil tanking footing, blinding 

(50mm) and foundation  depth to be determined on site 

as per approved drawings (Max of 1.5M)

m3 50                         -   

C Cart away surplus excavated material & deposit at 

recommended area

m3 50                         -   

Element No.2:  Concrete Work                         -   

A 50mm Thick blinding – Building concrete class 10/25 

(1:4:8)

m2 8                         -   

B Construct reinforced concrete column bases with 50 mm 

blinding, C25/20 vibrated concrete footing (approx. 1.2 m 

× 1.2 m × 0.45 m), Y12 bars @150 mm bottom and 

@200 mm top, Y16 starter bars @200 mm, R8 links 

@150 mm to a 300×300×450 mm pedestal, including 

setting M20 anchor bolts with a template and applying 

non‑shrink grout under base plates, complete with all 

formwork, materials, and curing. Total steel Kgs required 

170kgs

m3 24                         -   

                        -   

Element  No.3: 9m high steel tower Installation                         -   

A Supply and Install UC Columns 264 × 264 × 167 mm. M            60.00                         -   

B Supply and install 12 mm steel base plates with the 

required bolts and nuts

Pieces              6.00                         -   

C Supply and install RSA Horizontal Ties (50 × 50 × 4 mm) M            36.00                         -   

D Supply and install RSA Diagonal Bracings (50 x50×4mm M          148.00                         -   

E Supply and install secondary IPE Beams 180mm M            36.00                         -   

F Supply and install Main IPE Beams (200mm I beam ) M            24.00                         -   

G Supply and installGI Chequered Plate 4 mm m²            40.00                         -   

H Supply, fabricate, and install steel handrails using 

50×50×4 mm RHS  sections, complete with all posts, 

balusters, brackets, base plates, welds, bends, corner 

joints, end caps, fixings, and any required accessories; 

including surface preparation, priming, and finishing

M            50.00                         -   

Bills of quantities



I Supply, fabricate, and install a steel cat ladder complete 

with rails, rungs, and safety cage, including an 

intermediate landing at mid‑height, designed and fixed to 

provide safe access up to the top of the tank; all executed 

in accordance with approved drawings and or 

specifications.

M            11.00 

J Supply and install Gusset Plates (4 mm thick) Plates            20.00                         -   

K Holding‑Down Bolts complete with leveling pads Pieces            48.00                         -   

L Grade 4.6 Bolts – 17 mm dia c Pieces            48.00                         -   

M Grade 4.6 Bolts – 10 mm dia Pieces            64.00                         -   

N Allow for tank tower painting - two coats of aluminium 

paint.

LS              1.00                         -   

Sub-Total                         -   

Element  No.4: Plumbing and fittings works (all 

PN 10 PPR Pipes)

                        -   

A Supply, deliver, position, and install four (4) No. 

10,000‑litre double layered and heavy duty PVC water 

storage tanks (Food-grade, BPA-free polyethylene, UV-

stabilized and multi-rib design) complete with all 

necessary fittings and accessories. Works to include 

provision of independent inlet and outlet valves for each 

tank to allow full isolation for maintenance and repairs, 

together with a 40 mm diameter interconnection pipeline 

No. 4

                        -   

B

Allow for all the requisite pipe work including inlet  The 

scouring pipe must be fitted in such a way that, it reaches 

the foot of the tank tower and each be fitted with a gate 

valve. 

                        -   

C
40mm HDPE PN8 Pipe for inlet with all fittings. Make 

connection to the water source.
M              100 

                        -   

D

25MM HDPE  pipe outlet with accessories and fitting to 

the farm (Inclusive of 600 x1200MM valve chamber with 

gate valve and locable)

M              120 

                        -   

E
25MM HDPE Overflow" 3 m meters away from the 

foundation.
M                13 

                        -   

F
25MM HDPE Washout with gate valve installed 

immediately after the tank.
M                13 

                        -   

 G Kent 25mm water meter complete with fittings on the 

outlet. Installed in the same chamber with outlet valve.

No. 1                         -   

Tank                         -   



A

Provide Tank shade using painted 25x25x3mm SHS 

section leaving enough roof for air circulation with 

covering of roofing sheets of gauge 30. should be able to 

cover the four tanks at height of atleast tank height.. 

Atleast 5M suare shade.

Shade                  1 

B

Supply and apply recommended disinfectant and test the 

tank. The task will be accomplished in liaison with sub 

county water officer and or project manager

No                  1 

                        -   

TOTAL COST OF 9M TANK TOWER AND 

40,000L PLASTIC TANKS 

VAT (16%)

GRAND TOTAL







ITEM DESCRIPTION UNIT QTY RATE Amount (kshs)

BILL 1
Construction of 9M high steel tower and 20CUM 

PVC tanks

Preliminaries SUM 1.0

A Clear site of turf, grasses etc and cart away. SM 30.0

B
Excavate over site averaging 200mm deep to remove top 

soil under vegetatin
SM 30.0

C Excavate for pad footing n.e 1.50m deep. CM 21.0

D Extra over, Rock excavation CM 5.0

E Back filling selected excavated materials around foundation. CM 25.0

F
50mm thick blinding concrete class 15/20 to pad 

foundations
CM 3.0

G

Construct reinforced concrete column bases with 50 mm 

blinding, C25/20 vibrated concrete footing (approx. 1.2 m 

× 1.2 m × 0.45 m), D12 bars @150 mm bottom and 

@200 mm top, Y16 starter bars @200 mm, and R8 links 

@150 mm to a 300 × 300 × 450 mm pedestal. Provide and 

install four (4) M20 anchor bolts at the base of each column 

to secure the base plates, set accurately using a steel 

template  with levelling pads. Apply non‑shrink grout under 

the base plates. Include all required formwork, 

reinforcement, fixing, materials, and proper curing to 

complete the works as per the specifications.

CM 24.0

Steel Structure

A M18 x 500mm long bolts with 2 head nuts and 2 washers NO 36.0

B
8'x4' 12mm thick MS sheets for Base plates, caps and 

bracing cleats all welded at columns as shown in the 
NO 1.0

C
Cut 200x200mmx 12mm Base plates from ms sheet, drill 4 

holes, weld at columns to receive M18 bolts as shown in 
NO 6.0

D
Cut 150x150mmx 8mm Cap plates from ms sheet, weld at 

columns as shown in the technical drawings
NO 6.0

E
Cut Cleats from ms sheet, drill 1 hole, weld at columns to 

receive M16 bolts as shown in the technical drawings
NO 36.0

F
Cut base plates stiffeners  as shown in the technical 

drawings
NO 18.0

G
M16 x 75mm long bolts (full thread) with 2 head nuts and 2 

washers
NO 120.0

H 100mm x100mm x 4mm RHS Columns LM 66.0

I 63x63x4mm Angle line bracings LM 252.0

J
Supply and install primary beams as per the drawings RHS 

75x75x4MM
LM 30.0

K 50x50x2mm RHS decking as per the drawings LM 53.0

L
Install 40MM ladder complete with guard rails and 

accessories. Add height going up the tank
LM 28.0



M
Prime and apply 2 coats of Crown Aluminium Paint at all 

metal surfaces
Item 1.0

N

Carefully dismantle the existing 10,000‑litre plastic water 

tank from the tower and set aside for reuse. Supply, 

deliver, position, and install one (1) additional 10,000‑litre 

double‑layer heavy duty plastic tank (Food-grade, BPA-

free polyethylene, UV-stabilized and multi-rib design). Install 

both tanks complete with all required fittings, pipework, 

and accessories. The two tanks shall be interconnected 

with appropriate pipework and provided with independent 

isolation valves to allow each tank to be isolated for 

maintenance. connect the tank to water source. the pipe 

NO 1.0

O

25MM HDPE  pipe outlet with accessories and fittings 

(Inclusive of 600 x1200MM lockable chamber with gate 

valve and flow meter)

M 12.0

P
Chequred plate 4mm to cover the base of the tanks plus 

the walk way
SM 35.0

SUB TOTAL

VAT 16%

GRAND TOTAL 





 
 
 
 

   

 

 

Safeguarding 
Policy 

JUNE 2019 

This policy applies to all Habitat for Humanity International (“HFHI”) entities, including headquarters, area 

offices, branches and consolidating entities.  Legally independent national organizations and affiliates are 

expected to adopt their own policies that incorporate the provisions of this policy or otherwise ensure that 

the intent of this policy is covered in the entity’s existing policies.  National organizations and branches must 

complete the attached Acknowledgment Form, which should be sent to the entity’s respective area office 

finance director. 

 
In accordance with its foundational mission principles, Habitat for Humanity is committed to the highest ethical 
standards and opposes all forms of discrimination, exploitation and abuse.  Our intent is to create and maintain a 
work and life environment that is safe, productive and respectful for our colleagues and for all we serve.  The purpose 
of this Safeguarding Policy is to: 

 Define safeguarding as “Preventing and responding to harm caused by physical or 

sexual abuse or exploitation, harassment, or bullying of the people in the 

communities we serve (especially vulnerable adults and children) and also the 

people who we work or partner with”; 

 Increase understanding of safeguarding risks and define responsibilities for 

appropriate safeguarding behavior by all HFH representatives, including but not 

limited to board members, staff members, contractors, interns, AmeriCorps 

members (including VISTA members), volunteers, implementing partners, and 

suppliers; 

 Confirm our commitment to include safeguarding principles during strategic and 

project planning, in order to assess and address the potential safeguarding risks 

associated with Habitat for Humanity’s overall operations and project activities. 

 Establish processes for required safeguarding protocols during recruitment and 

training of HFH representatives;  

 Define processes for HFH representatives to report concerns regarding suspected 

safeguarding misconduct to promote a culture of accountability and transparency;  

 Establish standardized processes for investigating and managing reported 

allegations of safeguarding misconduct; and 

 Reinforce Habitat for Humanity’s zero-tolerance culture for any HFH representative 

who violates safeguarding principles. 
 
These ‘safeguarding’ principles (in conjunction with the HFH Ethics Covenant, Whistleblower Policy, and Policy 
on Harassment, Bullying and Discrimination) guide our work as we strive to do good (and never harm) to each 
colleague, partner, beneficiary, and community member that we encounter while providing aid or promoting 
transformational and sustainable community development through shelter.  
  

REMEMBER 

Safeguarding is 
preventing and 
responding to harm 
caused by physical or 
sexual abuse or 
exploitation, 
harassment, or 
bullying of the people 
in the communities we 
serve (especially 
vulnerable adults and 
children) and also the 
people who we work or 
partner with 



 
 

JUNE 2019 

(1) Habitat for Humanity’s Safeguarding Behavior Commitments 
 
Habitat for Humanity is opposed to any form of discrimination, exploitation and abuse, including slavery, coerced 
conscription, prostitution, trafficking of persons for any purpose, vulnerable adult or child abuse, and dangerous or 
exploitative child labor.  In the design and implementation of programs and policies, we seek always to work without 
bias, to do no harm and to reduce (rather than contribute to) the consequences of discrimination, exploitation and 
abuse.  

As described in our Ethics Covenant, all HFH representatives commit to respecting and safeguarding the rights and 

dignities of all people, and protecting our staff members, volunteers, partners, beneficiaries, research participants, 

and community members (especially vulnerable adults and children) from exploitation and abuse.  This includes the 

following general standards of behavior: 
 We will respect, promote and safeguard the rights and dignities of all people (with particular attention to 

beneficiaries, vulnerable adults and children) without discrimination or bullying of 
any kind.1 

 We will treat all intended and actual beneficiaries with respect, courtesy and 
dignity. 

 We will not engage in any form of humiliating, degrading, or exploitative behavior 
toward beneficiaries in any circumstances. 

 We will not engage in any abuse of authority, position or influence by withholding 
humanitarian assistance or manipulating selection or targeting processes for 
beneficiaries. 

 We will not condone, endorse or participate in any illegal activities conducive to theft, corruption, conflicts of 
interest, or other activities seeking illegal economic gains.2 

 We will help to create and maintain an environment that prevents sexual exploitation and abuse, safeguards 
the rights of beneficiaries, research participants, and community members (especially vulnerable adults and 
children), and promotes the implementation of Habitat for Humanity’s code of conduct.  (Note: Managers at 
all levels have particular responsibilities to support and develop systems that maintain this environment.  A 
significant failure to support and develop such systems will result in disciplinary consequences, up to and 
including termination.) 

In addition, as an organization, Habitat for Humanity will consider safeguarding principles during strategic and project 
planning, in order to assess the potential safeguarding risks (especially to vulnerable adults and children) that are 
associated with our overall operations and project activities.  In addition to any specific remediating actions identified 
after investigation of safeguarding misconduct allegations (discussed in Section (4)), the implementation of 
safeguarding activities will be assessed throughout the monitoring and evaluation of projects, 
 
HFHI will appoint a Safeguarding Officer who, with support from a cross-functional safeguarding team, will be 
responsible for monitoring the appropriate implementation of Habitat for Humanity’s Safeguarding Policy and overall 
safeguarding framework.  

A. Prevention of Sexual Exploitation and Abuse 

Sexual exploitation and abuse (SEA) occurs when people in power exploit or abuse vulnerable populations for 

sexual purposes.  All HFH representatives are prohibited from engaging in sexual exploitation or abuse. 

 
 Sexual exploitation: Any actual or attempted abuse of a position of vulnerability, differential power, or trust, 

for sexual purposes, including, but not limited to, profiting monetarily, socially or politically from the sexual 
exploitation of another. 

 
1 See the HFH Harassment, Bullying and Discrimination Policy for further details. 
2 See the HFH Fraud Policy and Conflict of Interest Policy for further details. 

REMEMBER 

These standards apply 
at all times, even when 
on leave or off duty 



 
 

JUNE 2019 

 Sexual abuse: Any actual or threatened physical intrusion of a sexual nature, whether by force or under 
unequal power dynamics or otherwise coercive conditions.   

In alignment with the HFH Ethics Covenant, all HFH representatives commit to the following safeguarding 

principles and SEA prevention standards (as established by the United Nations) both at work and away from 

work:  

 We will never engage in sexual exploitation or abuse.   

 We will never engage in sexual activity with a child (person under the age of 18) 

regardless of the age of majority or age of consent locally.  Mistaken belief in the 

age of a child is not a defense.  

 We will never exchange money, employment, goods or services (including 

assistance that is due to beneficiaries) for sex, sexual favors or other forms of 

humiliating, degrading or exploitative behavior.  

 We will not engage in a sexual relationship with a beneficiary, since it is based on 

inherently unequal power dynamics and undermines the credibility and integrity of 

Habitat for Humanity’s charitable mission. 

Such activities constitute gross misconduct and are grounds for termination of the individual’s employment or 

relationship with Habitat for Humanity.  In addition, Habitat for Humanity will actively support the prosecution of 

individuals in cases of proven misconduct. 

B. Child Protection 

Habitat for Humanity believes that all children, in all circumstances, have the right to feel and be safe and to live 

free from harm, exploitation and abuse.  Habitat for Humanity strives to be a child-safe 

organization and to reduce the risk of child abuse in all aspects of our operations.   

1. Prevention of child abuse, exploitation or neglect: All HFH representatives are 

prohibited from engaging in child abuse, exploitation, or neglect. 

 
 Physical Abuse: Physical abuse occurs when a person purposefully injures or threatens to injure a 

child or young person (such as by punching, kicking, burning, etc.).  Physical injury may take the form of 
bruises, cuts, burns or fractures.  It is not always the case that the physical injuries will be visible. 

 Emotional Abuse: Emotional abuse occurs when persistent ill treatment on a child affects their self-
esteem.  This may include name-calling, rejection, threatening, intimidating or any other acts, which can 
affect the child’s physical and emotional growth, and self-esteem. 

 Sexual Abuse: Sexual abuse occurs when there has been any (or likely) sexual exploitation of a child 
by an adult.  Sexual abuse includes any actual, attempted or threatened sexual activity involving 
children (such as intercourse, fondling, oral sex, indecent exposure, exposing the child to pornography, 
etc.). 

 Commercial Sexual Exploitation of Children (CSEC): CSEC occurs when a child is sexually abused 
or exploited in return for cash or any other goods or services.  Examples of CSEC include children in 
prostitution, children involved as subjects in child pornography and child sex tourism. 

 Neglect: Neglect occurs when a child’s basic needs have consistently not been met to the extent that it 
has a detrimental effect on the child’s health and personal development.  These basic needs include 
food, clothing, shelter and supervision. 

Such activities constitute gross misconduct and are grounds for termination of the individual’s employment 

or relationship with Habitat for Humanity.  In addition, a significant failure to report suspicions that such 

activities may be occurring by another HFH representative will not be tolerated and can result in disciplinary 

consequences, up to and including termination (as discussed in Section (2)).  Furthermore, Habitat for 

Humanity will actively support the prosecution of individuals in cases of proven misconduct. 

REMEMBER 

HFH representatives 

commit to never 

engage in sexual 

exploitation or abuse. 

REMEMBER 

A child is anyone 
who is not yet 18 
years old. 
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2. Proactive child protection: Habitat for Humanity will design its programs and execute its mission in 

alignment with the following standards: 
 

 We will keep the health and safety of children paramount at all times. 
 We will consider child safeguarding in project planning and implementation to determine potential risks 

to children that are associated with project activities and operations. 
 We will work to ensure that personal dignity and respect for children is maintained through all projects, 

programs and departments. 
 We will apply measures to reduce the risk of child abuse, exploitation, or neglect, including, but not 

limited to: 
o Limiting unsupervised interactions with children;  
o Prohibiting exposure to pornography; and  
o Complying with Habitat for Humanity data responsibility standards, as well as applicable laws, 

regulations, or customs regarding the photographing, filming, or other image-generating 
activities of children. 

 We will ensure compliance with local child welfare and protection legislation or international standards 
(whichever gives greater protection) and with U.S. law where applicable. 

C. Prohibition of Prostitution, Trafficking and Forced Labor 

1. Prostitution: Habitat for Humanity expressly prohibits sex trafficking and the procurement of 

commercial sex acts by any HFH representative.  We will never exchange money, employment, goods 

or services (including assistance that is due to beneficiaries) for sex, sexual favors or other forms of 

humiliating, degrading or exploitative behavior.  These standards apply at all times (including when on 

leave or off duty) and even when commercial sex acts are legal in the local context. 

2. Pornography: Habitat for Humanity expressly prohibits all HFH representatives from accessing, 

possessing, or circulating pornographic content using HFH computers, HFH email accounts, HFH-

related electronic distribution lists, or an internet connection paid for by Habitat for Humanity.  This 

includes sharing of emails or group texts (including jokes) containing explicit images with HFH 

colleagues, and these standards apply at all times, even when on leave or off duty.  Such actions 

violate Habitat for Humanity’s commitment to create and maintain an environment that prevents 

harassment and sexual exploitation or abuse, and therefore will result in disciplinary consequences, up 

to and including termination, against the individuals involved. 

 

3. Human Trafficking and Forced Labor: Habitat for Humanity expressly prohibits human trafficking 

(sometimes referred to as “modern slavery”) and the use of forced labor by any HFH representative.  As 

a result, Habitat for Humanity will never: 
 Destroy, confiscate, or otherwise deny a staff access to their identity or immigration documents; 
 Fail to offer transportation for a staff to return to their home country where appropriate (such as 

when they were recruited by Habitat for Humanity to work outside of their home country and where 
return transportation was agreed in their benefits or contract); 

 Solicit a person for employment using materially false or fraudulent pretenses, representations, or 
promises regarding that employment;  

 Charge staff recruitment fees; or 
 Provide or arrange housing for a staff that fails to meet reasonable local housing and safety 

standards. 

4. Dangerous or Exploitative Child Labor: While Habitat for Humanity actively welcomes volunteers, all 

HFH organizations must have standards to safeguard the labor provided by children.  These standards 

are designed not only to prevent the economic exploitation of children, but also to protect their health, 

safety and morals.   
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At minimum, HFHI requires affiliates, national organizations, implementing partners and suppliers to 

comply with the child labor standards consistent with United Nations requirements, such as those 

detailed in Appendix C.  In many countries, Habitat for Humanity organizations must also comply with 

the more stringent child labor standards established by their local jurisdiction (e.g. the Occupational 

Safety and Health Administration in the United States). 
 

Parental or guardian permission is required for any child under the age of legal majority (usually 18 or 

19) to work at a Habitat for Humanity job site.   

(2) Habitat for Humanity’s Required Reporting Protocols for Potential Safeguarding Misconduct 

A. Expectations for reporting 

All HFH representatives (especially managers) have a responsibility to report potential safeguarding misconduct. 

(1) HFH representatives are expected to be able to recognize and be alert for the signs of potential 

safeguarding misconduct, such as abuse, exploitation or neglect. 

(2) Habitat for Humanity’s Whistleblower Policy expressly prohibits retaliation and protects individuals – 

including their anonymity and safety – who share good faith concerns of misconduct from retaliation or 

any threat of retaliation by any other HFH representative.  Any person who engages in retaliation will be 

subject to discipline, up to and including termination of employment.  (Note: Intentional submission of 

false allegations is a fraudulent activity and will be handled in accordance with Habitat for Humanity’s 

policies.)  

(3) Significant failure to make a timely report of potential safeguarding misconduct (especially by 

managers) will be subject to discipline, up to and including termination of employment.   

B. Protocols for reporting 

Any HFH representative who receives a safeguarding complaint or who has knowledge or reasonable 

suspicion of safeguarding misconduct (whether by a HFH representative or 

another aid worker) must: 

(1) Immediately: Notify his or her direct supervisor via established reporting 

protocols.  If the individual has reason to believe that his or her direct 

supervisor may be involved in the misconduct (or feels significantly 

uncomfortable raising such concerns to his or her supervisor), he or she 

must immediately notify: 
 A higher level supervisor in his or her reporting line; or  
 The HFHI Safeguarding Officer, the HFHI Internal Audit department, or use the 

MySafeWorkplace reporting tool. 

(2) Within 48 hours: Also ensure that the concerns of safeguarding misconduct are entered into the 

MySafeWorkplace reporting tool, Habitat for Humanity’s confidential, anonymous reporting hotline 

and central tracking repository for allegations of serious misconduct. 

(3) Due to the sensitivity of such situations, the individual who receives a safeguarding complaint SHOULD 

NOT START ANY INVESTIGATIONS (including gathering preliminary evidence or questioning the 

survivor, the accused or any potential witnesses after the initial complaint is received), but rather report the 

concerns to the MySafeWorkplace reporting tool and coordinate any follow-up actions with the HFHI 

Safeguarding Investigation Committee using the protocols in Section (4) below. 

 

Note: These reporting protocols do not replace, but instead supplement, the local reporting community-based 

feedback mechanisms (such as a dedicated local complaint email address, a local hotline, a community 

suggestion or complaint box, etc.) that each Habitat for Humanity organization must also have implemented to 

receive such concerns directly from beneficiaries and other external stakeholders.  All safeguarding complaints 

REMEMBER 

If you see 
something, say 
something. 
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raised through community-based feedback mechanisms must be added to MySafeWorkplace within 48 hours as 

discussed in Section (2)B(2) above. 

(3) Protocols for Survivor Assistance 

Habitat for Humanity’s support to alleged victims of safeguarding misconduct (or survivors) will be provided 

regardless of the status or outcome of an investigation.  Furthermore, the HFH Whistleblower Policy expressly 

prohibits retaliation and protects individuals who share good faith concerns of misconduct from retaliation or any 

threat of retaliation by any other HFH representative.  Upon receipt of an allegation of safeguarding misconduct, 

Habitat for Humanity will consider providing any or all of the following forms of survivor assistance, as appropriate 

depending on the nature of the allegations, the circumstances involved, and the informed consent of the survivor: 

A. Immediate material care: Direct and/or funding support to provide for temporary needs such as trauma-

informed medical care, food, clothing, or emergency and safe shelter as necessary. 

B. Psychosocial support: Referrals and funding support to obtain appropriate psychosocial services through 

a local counseling organization.  For example, HFHI’s staff have access to such counseling through HFHI’s 

global Employee Assistance Program.  Comparable services or alternative culturally sensitive psychosocial 

support will be made available to survivors through appropriate local service providers. 

C. Legal and advocacy support: Support to obtain victim advocacy services or legal counseling in order to 

make an informed decision about whether to pursue legal recourse.  (Note: Habitat for Humanity’s legal 

counsel will not directly represent a survivor, as such an activity would pose an inherent conflict of interest.) 

In considering any of the above forms of support, Habitat for Humanity will consult with both the survivor and with 

appropriate local specialists.  All decisions related to survivor assistance will be documented. 

(4) Investigation Protocols 

Above all else, Habitat for Humanity’s investigation protocols for potential safeguarding misconduct will be focused on 

keeping the survivor safe, minimizing harm, and conducting a thorough, impartial investigation.  Safeguarding 

investigations will be performed only by qualified individuals who are: 
 Independent from the allegations received; 
 Free from the appearance or existence of bias; and 

 Specifically trained in appropriate safeguarding investigation procedures. 

To ensure all safeguarding investigations are handled with appropriate due diligence and professional care, HFHI has 
established a Safeguarding Investigation Committee to oversee all such investigations comprised of key stakeholders, 
including individuals who have been specifically trained in SEA investigation protocols.  The basic processes that must 
occur during a safeguarding investigation include the following items.  Further details of the role of the Safeguarding 
Investigation Committee and Habitat for Humanity’s expected processes when conducting appropriate safeguarding 
investigations are available in the HFH Investigation Policy. 

A. Complaint assessment: Upon receiving an allegation, the Safeguarding Investigation Committee (in 

consultation with management of the relevant Habitat for Humanity organization, where appropriate) will 

assess the appropriateness of an investigation based on the severity and information provided.  In 

considering this response, Habitat for Humanity will assess factors such as: whether there is an allegation of 

a criminal offense, the immediate safety concerns of the survivor and other individuals involved, and risks 

such as loss of evidence and damage of property.   

 

As there may be circumstances where the performance of an investigation would increase the harm to the 

survivor, any such actions will be taken only after full consideration of the safety and the informed consent of 
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the survivor, as well as Habitat for Humanity’s overall duty of care to the community.  The basis for all 

decisions related to investigation performance or non-performance will be documented.   

B. Investigation process: After assessment of the allegations, as well as the needs and preferences of the 

survivor, reports of safeguarding misconduct will be either: 

(1) Investigated promptly by, or under the supervision of, HFHI Internal Audit, HFHI Human Resources, 

and/or the HFHI Legal department in the manner established by the HFH Investigation Policy and 

processes.  Where appropriate during the investigation, Habitat for Humanity will consult with both the 

survivor and with appropriate local specialists, especially related to ensuring the safety of the survivor 

during and after the investigation process.   

(2) Referred to the appropriate local governmental authority for investigation or inquiry regarding the 

potential misconduct or violations of law. 

While an investigation is going on and after an investigation, Habitat for Humanity will take appropriate steps 

to ensure that the survivor is provided with an environment free of exploitation, abuse, harassment or 

bullying.  This may include reassignment of the subject of a complaint to a comparable work assignment on 

a temporary or permanent basis. 

C. Confidentiality: All investigations will be performed in a manner designed to protect confidentiality and will 

not be disclosed or discussed with anyone other than those who have a legitimate need to know the details 

of the case.  

D. Documentation: Where the investigation is performed by HFH investigators, all investigation procedures, 

findings and recommendations will be thoroughly documented in accordance with Habitat for Humanity’s 

policies. 

(1) Documentation of investigation procedures will be retained in a central repository for each Habitat 

organization and in alignment with the HFH Record Retention Policy.  To protect confidentiality, access 

to the information will be restricted as discussed above. 

(2) A written report or memo summarizing the investigation findings and recommendations will be prepared 

and provided to management for their use in initiating any appropriate remediating actions.  

Investigation recommendations will specifically include, but are not limited to, any recommendations 

related to necessary discipline of HFH representatives, any potential requirements to report findings to 

local authorities, and necessary improvements to any processes or controls to prevent or reduce future 

occurrences of the safeguarding misconduct. 

(3) Within 48 hours after the investigation finalization, a copy of the report should be uploaded to the case 

previously created to track the incident in Habitat for Humanity’s MySafeWorkplace reporting tool. 

E. Communications with the survivor: Habitat for Humanity will provide the survivor with periodic updates on 

the status of the investigation.  In addition, Habitat for Humanity will provide the survivor with a summary of 

the investigation findings when the investigation is completed. 

F. Management remediating actions: Upon receipt of the investigation report or memo, management will 

promptly initiate any necessary remediating actions related to investigation findings, including but not limited 

to: 

(1) Internal disciplinary procedures: If the investigation confirms the allegations of safeguarding 

misconduct, Habitat for Humanity will discipline the person who engaged in the safeguarding violation in 

accordance with the organization’s normal disciplinary procedures.  For staff members, disciplinary 

actions will be based upon the seriousness of the offense and could range from a written warning to 

termination of employment.  For other HFH representatives (donors, board members, volunteers, 
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implementing partners, suppliers, etc.), the disciplinary actions will also depend on the seriousness of 

the offense and may result in the termination of their relationship with Habitat for Humanity. 

(2) Pursuing legal recourse: In addition to internal discipline, if the investigation confirms the allegations 

of safeguarding misconduct, Habitat for Humanity is committed to supporting and/or pursuing 

appropriate legal recourse in instances where a crime may have been committed.  Since local laws vary 

on the definitions and illegality of certain behaviors (e.g. abuse, harassment, prostitution, adultery, etc.), 

Habitat for Humanity will consult with both the survivor and with appropriate local legal counsel, in 

considering whether to pursue legal recourse.  The basis for all such decisions will be documented.   

(3) Other internal remediating activities: Habitat for Humanity’s senior management (and Board where 

applicable) will be responsible for ensuring Habitat for Humanity promptly implements all necessary 

improvements to any processes or controls to prevent or reduce future occurrences of the safeguarding 

misconduct. 

(5) Reporting of Safeguarding Incidents 

Habitat for Humanity is a global network and no incident happens in isolation.  To increase awareness of risks and 

decrease the possibility of such incidents, Habitat for Humanity is committed to ensuring consistent, transparent 

reporting of confirmed safeguarding misconduct within the following parameters: 

A. Where required by local authorities: Habitat for Humanity will comply with all relevant requirements 

related to mandatory reporting of alleged or confirmed safeguarding misconduct to local authorities.  Each 

Habitat for Humanity organization is responsible for knowing the mandatory reporting requirements in its 

local jurisdiction.  Examples may include instances where exploitative or abusive behavior involves a child. 

All such reporting will occur after a joint consultation between the local Habitat for Humanity entity, the local 

legal counsel, and HFHI’s key safeguarding stakeholders (e.g. the HFHI Legal, Human Resources, and/or 

Internal Audit departments).   

B. Where required or appropriate due to a contractual, legal or other donor obligation: There are 

circumstances where it is required or appropriate for Habitat for Humanity to report alleged or confirmed 

safeguarding misconduct to external parties such as donors, regulators, or other governing bodies.  

Decisions related to “whether and what” to report externally under such circumstances will be guided by: 

(1) Any requirements defined in Habitat for Humanity’s contractual commitments to external parties (e.g. 

reporting requirements based on a grant agreement, etc.); and 

(2) Any requirements for mandatory reporting of “serious incidents” that are established by charity 

watchdogs or other governing bodies in the relevant jurisdiction, such as required by the UK Charities 

Commission and other comparable organizations. 

C. As appropriate in order to raise awareness and demonstrate public accountability:  Habitat for 

Humanity’s approach for voluntary sharing of information related to safeguarding misconduct allegations and 

investigations is guided by the parallel philosophies of transparency (to donors, regulators and the public) 

and confidentiality (for the protection of survivors).   

(1) Habitat for Humanity may choose to report certain issues to donors or governing bodies where no clear 

contractual or legal requirement exists but where Habitat for Humanity determines the disclosure to be 

in the best interest of the public trust. 

(2) Habitat for Humanity will ensure that the HFHI Board of Directors receives regular updates on 

safeguarding allegations and investigations to facilitate effective process oversight. 

(3) At least annually, Habitat for Humanity will make available to the general public high-level information 

on safeguarding trends to increase awareness and public transparency. 
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Wherever possible, information will be presented in a way that protects the survivor’s anonymity for confidentiality 

and safety reasons (except where relevant law might require disclosure). 

(6) Safeguarding Protocols during Recruitment 

To uphold the principles of Safeguarding and Beneficiary and Child Protection, the following steps will be taken 

during Habitat for Humanity’s recruitment processes, particularly for HFH representatives whose work brings them in 

direct contact with beneficiaries and/ or children: 

A. Interview and selection process 

Job descriptions will contain reference to the HFH Ethics Covenant and Habitat for Humanity’s expectations for 

ethical behavior (including safeguarding).  Applicants are notified about required background and reference 

checks during selection processes.  For positions that involve direct contact with beneficiaries, children or child 

related-projects, any gaps in employment history will be clarified and specific questions about safeguarding (e.g. 

child safety, situations working directly with beneficiaries or children) may be asked as part of the interview 

process. 

B. Criminal background checks 

In alignment with the HFH Background Screening Policy, background checks are undertaken for all staff and 

certain other HFH representatives, such as those who are in direct contact with beneficiaries or children.  Habitat 

for Humanity reserves the right to not hire staff (or engage with volunteers or contractors) with a prior conviction 

or misdemeanor directly or indirectly related to sexual assault or beneficiary or child abuse.  

C. Reference checks 

All potential full-time staff undergo at least two comprehensive reference and character checks prior to being 

offered any position.  Such checks are to be documented and filed accordingly.  For full-time staff positions that 

involve direct contact with beneficiaries, children or child-related projects, specific questions regarding the 

applicant’s suitability to work directly with beneficiaries or children may be asked as part of verbal reference and 

character checks. 

Habitat for Humanity may expand the scope of individuals who receive background screening (as described above) 

based on additional risk factors or donor requirements in order to meet the intent of these safeguarding principles. 

(7) Safeguarding training 

A. Onboarding 

At the time of onboarding, all HFH Board members, staff, contractors, and implementing partners will be required 

to read and acknowledge the HFH Ethics Covenant and Safeguarding Policy.  In addition, all HFH staff will 

complete training related to ethics, safeguarding principles and appropriate behavior for HFH representatives.   

B. Periodic training 

Refresher and supplementary training will be provided on a periodic basis through Habitat for Humanity’s 

standard methods for training and behavior reinforcement, such as staff meetings, in-person training sessions 

and online training.  In addition, for positions that involve direct contact with beneficiaries, children or child 

related-projects, additional in-depth training may be required.  (Note: As part of their responsibilities for creating 

and maintaining a safeguarding environment, managers are responsible for ensuring that the staff reporting to 

them complete all required training.)  
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(8) Additional Resources 

This policy is intended to supplement and provide further context to the HFH Ethics Covenant and policies such as:  

 HFHI’s Employee Handbook  

 Policy on Harassment, Bullying and Discrimination 

 Whistleblower Policy  

 Fraud Policy 

 Volunteer Code of Conduct 

 Background Screening Policy 

 Gift Acceptance Policy and Procedures 

 US Policy Handbook 

 

It does not supersede or replace these documents, or other relevant HFHI resources or guidance documents (such 

as the MySafeWorkplace reporting tool and the Community Based Feedback Mechanisms guidance). 
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Appendix A: Individual Acknowledgment 

This Safeguarding Policy describes Habitat for Humanity’s commitment to oppose all forms of discrimination, 

exploitation and abuse (especially of beneficiaries, vulnerable adults and children).  I acknowledge that I have read 

and reviewed the requirements contained in the policy and agree that I will follow them. 

I further commit to report any suspected safeguarding misconduct and to help to create and maintain an environment 

that prevents sexual exploitation and abuse, safeguards the rights of beneficiaries, research participants, and 

community members (especially vulnerable adults and children), and promotes the implementation of Habitat for 

Humanity’s Ethics Covenant and Code of Conduct.  (Note: Managers at all levels have particular responsibilities to 

support and develop systems that maintain this environment.) 

I understand that I should consult with the HFHI Safeguarding Officer, Human Resources department, the Legal 

department or the Internal Audit department regarding any questions not answered in this policy. 

______________________________________________________ 

SIGNATURE 

______________________________________________________ 

DATE RECEIVED 

______________________________________________________ 

NAME (TYPED OR PRINTED) 
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Appendix B: Policy Acknowledgment Form for National 
Organizations: Safeguarding Policy 

Entity name: _________________________________________________ 

Country: ____________________________________________________ 

 

INSTRUCTIONS 

1. The policy acknowledgement form must be read and signed by the entity’s CEO, CFO or designee.  If the entity is 
able to comply with or meet the intent of the policy, then a copy of the policy acknowledgment form must be 
forwarded to the appropriate area office.  The entity should maintain the original form for documentation purposes.   

2. If the entity is not able to comply with or meet the intent of the policy, an exception must be requested.  The 
exception request must be documented below and include: a) the section of the policy for which the exception is 
being requested; b) references to any local laws or business justifications; and c) the proposed alternative.  The 
original of the policy acknowledgment form must be sent to the appropriate area office for review and agreement.  
The area office will send the original form to HFHI Internal Audit and Legal departments for final approval.  The 
completed/approved form will be returned to the appropriate area office and the originating entity, HFHI Internal 
Audit, HFHI Legal department, and the area office.  The entity must keep copies of the approved exception.   

I hereby certify that I have read the attached policy and therefore: 

 I acknowledge and confirm that the attached policy has been adopted in substance by this organization. 

 I acknowledge and confirm that the attached policy has been adopted in substance by this organization, 

except for the specific paragraph(s) noted below. 

Entity acknowledgment: 

___________________________________________ ___________________________________________ 

Entity CEO (Print Name) Entity CFO (Print Name) 

___________________________________________ ___________________________________________ 

Entity CEO (Signature) Entity CFO (Signature) 

___________________________________________ ___________________________________________ 

Date Date 

For exceptions: Note policy section number and text for which the exception is being requested, justification for the 

exception, and proposed alternative: 

Name (print or type): 
 

Department: 

Signature: 
 

Full phone number: Date: 

Recommend approval: (area office officials must ensure sufficient detail is provided by the national office to 
support recommendation)  

 

HFHI Legal department approval: 

Name (print or type): 
 

Department: 

Signature: 
 

Full phone number: Date: 
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Appendix C: Minimum Habitat for Humanity Child Labor 
Requirements 

Based on United Nations guidance, the standards below are designed not only to 

prevent the economic exploitation of children, but also to protect their health, safety 

and morals.  While these standards primarily discuss work on the jobsite, MyHabitat 

has additional resources addressing how to engage appropriately and safely with 

children in other areas of the Habitat for Humanity mission: 
 

 Youth Involvement with Habitat for Humanity Worksites and 
Neighborhood Revitalization Initiative Activities (US resource) 

 Practical guidance for engaging youth volunteers on build sites and in 
ReStores (US resource) 

Dangerous work - Minimum age: 18 years 

Would include working from a height of greater than six feet or 180 cm, roofing, using 

power tools or electrically or gas powered equipment, the use of powder actuated 

tools, demolition or excavation.   
 
General work - Minimum age: 15 years 

Would include all other construction work, not considered light work or dangerous work, including carpentry, siding, 

plastering, flooring, laying foundations, masonry work, brick making, and finishing work.  The use of hand tools would 

be part of general construction work. 
 
Light work - Minimum age: 13 years 

Does not include general construction, or working on a site where general construction is taking place.  Would include 

lot clearing, meal preparation, painting, landscaping, transporting supplies (weight limit appropriate to the child’s 

capacity and not more than 5 – 7 kilos), babysitting, and other similar work.  It would also include any other activities 

(i) which are not likely to be harmful to the health or development of children and (ii) which is not such as to prejudice 

their attendance at school or their capacity to benefit from the instruction received.  It should include: 

 simple and well-defined tasks;  
 lack of physical or mental effort that could endanger the child's health or development;  
 the limited number of daily and weekly hours of work;  
 regular breaks and weekly rest of at least 48 hours;  
 no night work.  

In situations where homeowner children under the age of 13 accompany their parent or guardian to the job site, these 

children should do no work or, where unavoidable, only the lightest assistance of volunteer support (such as offering 

refreshments) or site preparation (such as picking up trash) under parental/guardian supervision. 

Affiliate and national organizations should work with relevant subject matter experts in their area to develop 

alternative ways for children of homeowners to assist their families to complete sweat equity hours or to engage 

children from the community in the Habitat for Humanity mission.   

 

REMEMBER 

These are Habitat’s 
minimum child labor 
requirements.  Child labor 
standards may be more 
restrictive in your local 
jurisdiction. Consult 
My.Habitat resources and 
your local Legal 
department contact for 
more details. 
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Appendix D: Form summarizing type of info that should be submitted 
to MSWP re safeguarding or other misconduct 
 

1. Date of this report   

2. Country    

3. City/Province    

4. Date concern was identified or date and time of incident 

5. Specific location of concern/ incident 

6. Person(s) involved 

 

  Person's Name Job Title or Relationship to HFH 

1     

2     

3     

7. Description of concern/ incident 

 

 

8. Other witnesses (especially HFH staff) involved 

 

  Person's Name Job Title or Relationship to HFH 

1     

2     

3     

9. Was the incident the first of its kind? If not, indicate approximate dates of previous incidents/report. 
 
 
 

10. What HFH programs, grants, partners or donors may be impacted by this report?  
 

11. Name and title of person preparing this report (printed):  
 

12. Relationship of the person preparing this report to the person involved in this incident: 
 

13. Signature of person preparing this report: 
 

 
 
 
 
NOTE: Forward a copy of this report to: 

 mysafeworkplace@habitat.org 
 Your designated HFH Human Resources contact 
 The HFHI Safeguarding Officer 
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Appendix E: Key Terms 

 

  

Term Definition 

HFH Representative 
An individual acting on behalf of Habitat for Humanity, including but not limited to board 
members, staff members, contractors, interns, AmeriCorps members (including VISTA 
members), volunteers, implementing partners, and suppliers 

Target Populations 
Individuals or groups that the humanitarian activities of the respective disaster 
response program or humanitarian operations are intended to serve. 

Beneficiary 
An individual who applies to receive or who receives from HFH (or its staff and 
volunteers) shelter assistance or another form of protection, service, or other 
intervention.  

Child A child or children are defined as persons who have not attained 18 years of age. 

Vulnerable Adult 
A person over the age of 18 with a physical, mental or life status that causes particular 
vulnerability (such as a physical or mental disability). 

Harassment 

Any comment or behavior that is offensive, demeaning, humiliating, derogatory, or is 
otherwise inappropriate or fails to respect the dignity of an individual. It can be 
committed by or against a beneficiary, partner, staff, official, or any other person 
involved in any way in the disaster response program or humanitarian operation.  

Human Rights 
International standards that recognize and protect the dignity and integrity of every 
individual without distinction.  

Sexual Abuse 
Any actual or threatened physical intrusion of a sexual nature (including inappropriate 
touching), whether by force or under unequal power dynamics or otherwise coercive 
conditions.   

Sexual Exploitation 
Any actual or attempted abuse of a position of vulnerability, differential power, or trust, 
for sexual purposes, including, but not limited to, profiting monetarily, socially or 
politically from the sexual exploitation of another. 

Sexual Harassment 

Any unwelcome sexual advance, comment, expressed or implied sexual demand, 
touch, joke, gesture, or any other communication or conduct of a sexual nature 
(whether verbal, written or visual) that occurs between a HFH staff member and any  
any person whom they interact in their HFH role.  For further details, see the HFH 
Policy on Harassment, Bullying and Discrimination. 

Child Abuse, Exploitation, or 
Neglect 

Constitutes any form of physical abuse; emotional ill-treatment; sexual abuse; neglect 
or insufficient supervision; trafficking; or commercial, transactional, labor, or other 
exploitation resulting in actual or potential harm to the child's health, well-being, 
survival, development, or dignity. It includes, but is not limited to any act or failure to act 
which results in death, serious physical or emotional harm to a child, or an act or failure 
to act which presents an imminent risk of serious harm to a child. 

Child Labor 

Exploitive work that deprives children of their childhood, their potential and their dignity, 
and that is harmful to physical and mental development.  It refers to work that is 
mentally, physically, socially or morally dangerous and harmful to children; and 
interferes with their schooling. 

Child Emotional Abuse 

Constitutes injury to the psychological capacity or emotional stability of the child 
caused by acts, threats of acts, or coercive tactics. Emotional abuse may include, but is 
not limited to Humiliation, control, isolation, withholding of information, or any other 
deliberate activity that makes the child feel diminished or embarrassed. 

Exploitation 

Constitutes the abuse of a child where some form of remuneration is involved or 
whereby the perpetrators benefit in some manner. Exploitation represents a form of 
coercion and violence that is detrimental to the child's physical or mental health, 
development, education, or well-being. 

Child Neglect Constitutes failure to provide for a child's basic needs. 

Child Physical Abuse 

Constitutes acts or failures to act resulting in injury (not necessarily visible), 
unnecessary or unjustified pain or suffering without causing injury, harm or risk of harm 
to a child's health or welfare, or death. Such acts may include, but are not limited to, 
punching, beating, kicking, biting, throwing, stabbing, choking, or burning. These acts 
are considered abuse regardless of whether they were intended to hurt the child. 

Child Sexual Abuse 
Any form of sexual abuse (discussed above), indecent exposure, or exploitation 
through prostitution or the production of pornographic materials, which involves a child. 
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Appendix F: Change history 
 

Date Modification Approved by 

Approved: 
June 21, 2019 
 
Effective: 
July 1, 2019 

New policy combining and replacing existing: 

- Policy on the Prohibition of the Promotion or Advocacy 
of the Legalization or Practice of Prostitution or Sex 
Trafficking (October 2005) 

- Policy of Protection from Sexual Exploitation and 
Abuse in Humanitarian Crises (June 2005) 

- HFHI Child Labor Policy (2005) 

Jonathan Reckford – Chief Executive 

Officer 

Valerie Norton – Chief People Officer 

Hilary Harp – SVP Legal and General 

Counsel 

Juan Montalvo – VP of Internal Audit 

 

IBOD 

 



 

CONFLICT OF INTEREST POLICY 

Habitat for Humanity Kenya (HFHK) is committed to the highest standards of ethical, moral and legal 
conduct. All HFHK representatives (including members of the board of directors, staff, interns, contractors 
and volunteers) have a duty to act in the best interest of HFHK. Actual or potential conflicts of interest and 
related-party transactions create reputational, financial, and legal risks for Habitat. Such activities must be 
avoided or managed in an effective way to ensure good governance and avoid even the appearance of 
impropriety. 

The purpose of this policy is to establish and confirm the standards for the management of actual or 
potential conflicts of interest for all HFHK in order to protect the reputation, operations, and resources of 
HFHK. An actual or potential conflict of interest occurs when a HFHK representative may receive a direct or 
indirect personal benefit to themselves (or to a related party) as a result of a HFHK transaction. 

(1) Habitat for Humanity Kenya’s Expectations Related to Conflicts of Interest 

HFHK representative has an actual or potential conflict of interest if he or she is in a position to influence a 
decision where they also have the potential for personal benefit in the HFHK transaction because of the 
existence of a Related Party relationship (as described in Section 1.A below). Common examples of 
instances where Related Party relationships may lead to potential conflicts of interest are described in 
Section 2. 

A. Defining Related Parties and Personal Benefit 

When evaluating whether an actual or potential conflict of interest may exist, a HFHK representative is 
considered to have the potential for personal benefit in a transaction when it impacts them directly or 
indirectly through a related party involving family, close friends, business, or investments. An individual, 
group or business that is related (in some way) to a HFHK representative is considered a “Related Party”. 
Common examples of Related Parties that may lead to personal benefit include: 

1. A close family member of a HFHK representative, such as: 

· Spouse 

· Parent 

· Sibling 

· In-law 

· Child 

· Grandchild 



· Other family members, such as aunts, uncles, nieces, and nephews. 

· Any other individual sharing the same home as the HFHK representative. 

2. A close personal friend of a HFHK representative where the relationship could exert undue influence on 
either party. 

3. An entity where a HFHK representative (or their family member or close personal friend) is a director, 
officer, general partner, agent or staff. 

4. An individual with whom a HFHK representative or family member has a business relationship (i.e. general 
partner, principal, or employer). 

5. An entity where a HFHK representative (or their family member or close personal friend) is a principal 
officer, decision-maker or financial beneficiary. 

6. An entity where a HFHK representative (or their family member or close personal friend) owns at least 
5% of the voting stock or controlling interest (or has any other substantial interest or dealings). 

B. Duty to Disclose Conflicts of Interest. 

Any Habitat representative who has an actual or potential conflict of interest involving any existing or 
potential HFHK transaction must complete the following steps to manage the conflict of interest and protect 
the interests of all parties: 

1. Board members and officers 

You must disclose the existence of the actual or potential conflict of interest (including a description of its 
nature) in writing to the full board as soon as possible after the conflict of interest arises. The disclosure 
shall identify all the material facts and circumstances surrounding the conflict of interest that would be 
necessary for the board to make an informed decision regarding whether to proceed with the transaction. 

After disclosure, you must not participate in any discussion of the transaction and must abstain from voting 
on the matter. You should also ensure that your absence from the meeting and discussion (as well as your 
abstention from the vote) are recorded in the board minutes. 

2. Staff 

You must disclose the existence of the conflict of interest to your immediate supervisor as soon as possible 
after the conflict of interest arises. 

You must not proceed to participate or engage in any business transaction on behalf of HFHK when you 
have an actual or potential conflict of interest. 

C. Protocols to Manage Conflicts of Interest 

Each actual or potential conflict of interest should be individually evaluated so that Habitat for Humanity 
Kenya makes an informed decision regarding whether to proceed with the transaction, by weighing any 
benefits of the transaction against possible reputational risks to the organization. 



 

1. Board members and staff 

The HFHK representative may make a presentation at the board meeting about their actual or potential 
conflict of interest. After the presentation, he/she shall leave the meeting during the discussion of, and any 
votes or decisions on, the transaction involving the possible conflict of interest. 

If appropriate, the chairperson of the board appoint a disinterested person or committee to investigate 
alternatives to the proposed transaction or arrangement. 

After exercising due diligence, the board shall determine whether the Habitat for Humanity Kenya can 
obtain (with reasonable efforts) a more advantageous transaction or arrangement from a person or entity 
that would not give rise to a conflict of interest. 

If a more advantageous transaction or arrangement is not reasonably possible under circumstances not 
producing a conflict of interest, the board shall assess by a majority vote of the disinterested directors (with 
a quorum present) whether the transaction is: 

- In HFHK’s best interest; 

- For its own benefit; and 

- Whether it is fair and reasonable. 

Based on the above assessment, the board it shall make its decision as to whether to enter into the 
transaction. 

2. Staff 

The supervisor of a staff with a potential or actual conflict of interest must acknowledge receipt of the 
disclosed conflict of interest in writing and then work with the National Director to ensure that adequate 
safeguards are put in place to protect the interests of all parties involved in the given situation. 

D. Consequences for Inappropriately Disclosed or Managed Conflicts of Interest 

Failure to appropriately disclose or manage actual or potential conflicts of interest can cause reputational 
damage to the Habitat for Humanity brand and can lead to fraud. Violation of this Conflict of Interest Policy 
may result in disciplinary proceedings, up to and including termination of the individual’s employment or 
relationship with Habitat for Humanity. 

(2) Areas of Conflicts of Interest 

Common areas where actual or potential conflicts of interest arise in the HFHK network include hiring, 
board appointments, purchases, contracts, awards, selection of HFHK beneficiaries and other HFHK 
transactions. All potential and actual conflicts of interest should be managed in accordance with the 
protocols described in Section 1 and the further details provided below. 

 



 

A. Nepotism 

Nepotism occurs when an individual uses their power or influence in a particular situation to favor their 
relatives or friends. In the Habitat for Humanity Kenya context, the potential for nepotism arises in 
situations such as employment, board appointments, and selection of HFHK homeowners or beneficiaries. 

1. Hiring 

Habitat for Humanity Kenya does not prohibit the employment or volunteering of relatives or other persons 
with close personal relationships to current HFHK representatives. However, to guard against perceptions 
of favoritism and to ensure a fair, impartial hiring process and work environment, the following must occur: 

The hiring process should be open and transparent. Family members should disclose their relationships 
with any prospective candidate and excuse themselves from any decision making processes (including 
establishing the position description and employment benefits) involving the family member. 

Family members cannot report to each other to minimize the likelihood of conflict, discomfort or mistrust 
by other staff. This includes instances where family members would be in the same reporting line, such as 
when one family member’s supervisor would report to another family member. 

Family members cannot be in positions where they are making decisions that affect their own family 
members (e.g. salary setting, hiring, promotions, time off). 

To ensure effective stewardship of funds, family members cannot be in positions where opportunities exist 
to approve financial transactions of other family members (e.g. purchases, travel advances, 
reimbursements). 

Staff members who are related should not be in significant management positions within the same 
department. 

There may be some specific jobs which, by their nature, should not be filled by anyone with family members 
working for Habitat for Humanity Kenya. 

In addition, any individual who is an HFHK beneficiary or is related to an HFHK beneficiary should disclose 
the relationship in writing prior to their employment with or service to Habitat for Humanity. 

2. Beneficiary Selection and Board Appointment: A conflict of interest may exist where the family member 
or close personal friend of a HFHK representative is being considered for selection as a HFHK beneficiary or 
to be appointed to the HFHK board. Such potential conflicts of interest should be managed in accordance 
with the protocols described in Section 1. 

B. Business Gifts and Entertainment 

Business-related gifts to HFHK representatives (including services, discounts, entertainment, travel, meals, 
promotional materials or samples) must be examined individually and with a bias against the activity. A 
HFHK representative or their family must not accept gifts from an actual or potential supplier, vendor, 



donor, beneficiary, business, or from professional persons with whom they carry out or to whom they may 
refer HFHK business (or anyone acting on their behalf), unless the following conditions are met: 

 

The gift is sent to the workplace, not home. 

The gift is occasional and valued at no more than $50. If valued at more than $50, the gift must be made 
available in a team space or common area for others to share (e.g., fruit baskets, boxes of candy). 

Meals and other business entertainment (such as attending an event with a current or potential HFHK 
donor) are subject to the same standard and should be modest, infrequent and, to the extent possible, on 
a reciprocal basis. Any meals or entertainment which have the potential to exceed these conditions must 
be disclosed in advance and evaluated for appropriateness according to the protocols described in Section 
1. 

No HFHK representative should solicit any personal gifts, gratuities, or favors (such as employment of a 
family member) from existing or potential vendors. 

C. Outside Personal Business Interests and Employment 

Any outside personal activity that interferes with or influences the performance of a HFHK representative’s 
duties for Habitat for Humanity Kenya, divides his/her loyalty, allows for a possible conflict of interest, or 
results in a situation involving double compensation is prohibited. 

A HFHK representative must not accept payment from another organization or individual for doing work 
that HFHK pays him/her to do in the course of his/her service. For example, if a fee or gift is offered to a 
HFHK representative for the preparation or delivery of a presentation about Habitat for Humanity Kenya 
(or any aspect of its operations), the fee or gift should either be declined or transferred directly to HFHK 

For HFHK staff, outside business activities such as simultaneous employment, financial interests (such as 
those described in the scenarios detailed in Section 1.A) and personal service on public bodies (other than 
outside Board service described in Section G) may be acceptable provided that all of the following 
conditions are met: 

The business activity is disclosed to HFHK 

The HFHK staff’s ownership and/or participation in the business is minimal and does not interfere with 
his/her HFHK responsibilities. 

No competitive or other commercial relationship exists between the HFHK staff’s outside business activity 
and HFHK. 

There is a potential conflict of interest if a Habitat representative takes advantage of a business opportunity 
that rightfully belongs to Habitat for Humanity Kenya. All such conflicts must be disclosed and managed in 
accordance with Section 1 of this policy. 

Owning securities in a publicly traded company with which Habitat for Humanity Kenya does business is not 
a conflict of interest, as long as the ownership interest is minimal. 



D. Procurement 

Purchasing decisions must be managed in accordance with this policy and with the HFHK Procurement 
Policy. 

1. A HFHK representative who has any influence on, or financial interest in, transactions involving purchases, 
contracts or leases by HFHK is required to disclose any possible conflict of interest to and remove 
themselves from all decision-making related to the transaction using the protocols described in Section 1 
of this policy. This includes any Preferred Vendors (as defined in in the HFHK Procurement Policy). 

2. Habitat for Humanity Kenya must not procure items from a parent, affiliate or subsidiary organization if 
Habitat is unable (or appears to be unable) to be impartial in conducting the procurement action. 

3. If further guidance is needed about conflicts or procurement actions, HFHK staff can submit a confidential 
or anonymous question via MySafeWorkplace®. A free tool, MySafeWorkplace® can be accessed online or 
via telephone 24 hours a day, 7 days a week at the contact information shown in Section 4 below. 

E. Use of HFHK Suppliers or Resources 

If a HFHK representative has occasion to use HFHK suppliers or contractors for personal purposes, he/she 
is expected to personally pay full market value for services rendered and materials provided. Similarly, if a 
HFHK representative uses HFHK resources for personal business or other personal purposes, he/she is 
expected to reimburse Habitat for Humanity Kenya for the full market value of those resources. (Note: 
Occasional personal use of certain HFHK resources – such as computers or printers -- may occur without 
triggering the need for such reimbursement.) 

Any fees for outside board service must either be declined or paid to Habitat for Humanity. 

F. Hiring of HFHK Board Members 

There is a potential conflict of interest if a HFHK board member applies for an employment position with 
the HFHK entity on which he/she serves as board member. All open HFHK job positions should be publically 
advertised in compliance with applicable labor laws (such as those related to equal employment 
opportunities). As part of the external recruiting process, any HFHK board member who wishes to be 
considered for employment must resign from the board prior to submitting an application for employment, 
which should be considered as part of the broader pool of qualified applicants. 

In addition, no HFHK board member can apply for any position for which he/she helped design the position 
description, joined in recruitment activities, or participated in discussions related to establishing the 
compensation and benefits. 

G. Outside Board Service 

In certain instances, a HFHK representative may be asked by Habitat for Humanity Kenya to serve on the 
board of another organization (either another HFHK organization or an unrelated organization) as part of 
his/her scope of HFHK job responsibilities. In such instances, where a HFHK representative is specifically 
designated to serve on HFHK’s behalf, his/her duty of loyalty is divided between the board and HFHK. 
Guidance for how to manage such a situation is available on My. Habitat and/or through your local Legal 
department contact. 



A HFHK staff must obtain his/her supervisor’s written approval before agreeing to serve on HFHK’s behalf 
on an outside board of directors. Approval must then be reported in writing to the National Director. 

(3) Annual and Additional Disclosures 

1. In addition to the transaction-specific disclosures described in Section 1, all HFHK board members, 
officers, and key members of management must complete and sign an annual Conflict of Interest Disclosure 
Questionnaire to disclose any actual or potential conflicts and/or to reaffirm that they have no conflicts of 
interest. See Appendix C for an example. 

2. Additional Resources This policy is intended to supplement and provide further context to the Habitat 
for Humanity Ethics Covenant and policies such as: 

· Fraud Policy 

· Procurement Policy 

· HFHK Employee Manual 

It does not supersede or replace these guidance documents. 

Any suspected violations of this policy may be reported through the procedures outlined in the HFH Ethics 
Covenant or through the MySafeWorkplace® anonymous hotline: · Online at the MySafeWorkplace® 
website. 

Inside the United States, call (800) 461-9330. · Outside the United States, call collect at +1 (720) 514-4400 
or find a local toll-free phone number from the MySafeWorkplace® website. 

Appendix A: Individual Acknowledgment 

The Conflict of Interest Policy describes important information about Habitat for Humanity Kenya’s 
expectation that, where possible, all HFHK representatives avoid conflicts of interest. Where is it not 
possible to avoid the conflict of interest, I understand that I should disclose the actual or potential conflict 
of interest using the protocols described in this policy and then recuse myself from any subsequent 
decision-making processes related to the transaction. I acknowledge that I have read and reviewed the 
requirements contained in the policy and agree that I will follow them. 

I also understand that I should consult with the National Director regarding any questions not answered in 
this policy. 

______________________________________________________ 

SIGNATURE 

______________________________________________________ 

DATE RECEIVED 

_________________________________ 



 


