BIO-BENIN

Operational & Governance Manual

L. Organizational Overview

Bio-Benin is a non-profit organization dedicated to empowering underprivileged youth in Benin
through practical vocational training. Its purpose is to equip young people with the skills needed
to gain employment or become entrepreneurs, thereby improving their quality of life and
contributing to the local economy. The organization also promotes environmental awareness and
encourages students to engage in activities that protect and restore the environment.

The organization’s roots stem from a shared commitment to community development and
poverty reduction. Through collaboration between local leadership in Benin and international
support, the organization has evolved from an informal training initiative into a structured
program with measurable impact. Its mission is to provide skills training and contribute to long-
term social and economic development in the region.

Bio-Benin operates primarily in and around Natitingou, Benin, where training programs are
delivered in partnership with local professionals and facilities. Fundraising and administrative
activities are conducted internationally, with incorporated offices in Montreal, Canada, and Park
City, Utah, USA.

The organization’s core activities focus on hands-on training in culinary arts, craft beer brewing,
and organic farming. These programs provide practical, real-world experience leading to
sustainable employment or self-employment. Environmental awareness is integrated into all
programs, with an emphasis on sustainable practices and community-based environmental
stewardship.

Through its integrated approach—combining vocational training, environmental responsibility,
and strategic planning—Bio-Benin seeks to create lasting change. Its goal is to build a self-
sustaining model that empowers individuals, strengthens communities, and contributes to
economic growth and environmental health in the region, with the potential, over time, to expand
its impact across Benin and West Africa.



II. Mission and Values

Mission
EDUCATION » EMPOWERMENT > EMPLOYMENT > SUSTAINABLE ECONOMIC GROWTH

To empower underprivileged youth in Benin to gain employment or become entrepreneurs
through practical vocational training, enabling them to earn a living wage and live in dignity.

To create environmental awareness and encourage activities that protect the environment by
working with its apprentices, employees and the local population.

To create a self-sustaining, locally driven training ecosystem that strengthens the regional
economy, supports environmental restoration, and creates long-term employment opportunities
for youth.

Core Values

Bio-Benin operates according to the following core values, which guide all decisions, programs,
and relationships:

Empowerment: We believe in enabling individuals to take control of their own futures.
Through practical training and mentorship, we support participants in building confidence,
independence, and the capacity to create sustainable livelihoods.

Accountability: We are committed to transparency and responsible stewardship of all resources
entrusted to us. We maintain clear systems for financial management, reporting, and evaluation
to ensure that our activities are effective and aligned with our mission.

Integrity: We conduct all activities with honesty, fairness, and ethical responsibility. We strive
to build trust with our students, partners, donors, and the communities we serve.

Respect: We respect the dignity, potential, and cultural context of every individual. We foster
inclusive environments where all participants feel valued and supported.

Environmental Responsibility: We are committed to protecting and restoring the natural
environment. Through education and practice, we promote sustainable agriculture, responsible
resource use, and environmental stewardship among our students and the broader community.

Sustainability: We aim to build programs and systems that are financially, socially, and
environmentally sustainable. Our goal is to create long-term impact that continues beyond
individual training cycles.

Community Impact: We believe that individual success contributes to stronger communities.
Our programs are designed to create positive economic and social change within the regions we
serve.

Gender Equality: Bio-Benin is committed to full gender equality and to ensuring equal rights,
access, and opportunities for women and men in all aspects of its work by doing the following:

o Ensure equal access to all training programs.
e Actively promote the participation of women in all areas of vocational training.

e Support women in developing skills, earning income, and achieving financial
independence.



e Maintain a safe, respectful, and inclusive environment for all participants.

e Promote and support the inclusion of women in leadership and decision-making roles at
all levels of the organization.

III. Organizational Structure

Bio-Benin operates through a structure that clearly separates governance, management, and
program delivery, ensuring accountability and effective coordination between international and
local activities.

Governance (Board of Directors): The Board of Directors provides strategic oversight,
sets organizational priorities, and ensures financial accountability. The Board operates at the
international level and does not manage day-to-day operations.

Executive Leadership (Benin): An Executive Director in Benin is responsible for the
overall management of operations in Benin. This role serves as the key link between the Board
and local activities.

Responsibilities include:
e Overseeing program implementation
e Managing staff and local partners
e Reporting to the Board
e Supporting fundraising through reporting and communications
e Employee development through training

Program Delivery in Benin: Programs are delivered through local partners (intermediaries)
and specialized trainers in areas that include:

e Culinary and hospitality training

e Brewing and production training

e Organic farming and environmental training
These are supported by:

e Instructors and technical specialists

o Farm and facility managers
Support Functions (International and Local)
Bio-Benin is supported by a combination of staff and volunteers in areas such as:

o Financial management

e Communications and social media

e Fundraising and donor relations

e Grant writing

o Partnership development



Volunteers and Partners

Volunteers and partner organizations play an important role in expanding capacity, particularly
in communications, events, and technical support.
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IV. Governance: Board of Directors

The Board of Directors provides strategic oversight and ensures that Bio-Benin fulfills its
mission, operates responsibly, and remains financially sustainable. It focuses on governance and
long-term direction, while delegating day-to-day operations to the Executive Director and local
partners.

Bio-Benin is committed to strong governance practices, including formal bylaws, conflict of
interest policies, and a clear separation between governance and operations. The organization
complies with all applicable legal and regulatory requirements in its jurisdictions of operation.

Bio-Benin strives to create a Board that is composed of members with complementary expertise
in areas such as strategy, finance, fundraising, communications, legal matters, and leadership. As



the organization grows, it plans to expand the Board to 9-11 members, and to provide Board
members with training, as needed.

New Board members are nominated and elected by the existing Board and serve up to two four-
year terms. They are expected to contribute to strategic planning, fundraising, and organizational
visibility; attend quarterly meetings; and support grant development and donor engagement.

The Board meets quarterly to review performance, financial health, and strategic priorities, with
agendas designed to promote active participation and effective governance.

V. Leadership, Management, Roles and Responsibilities

Bio-Benin maintains a clear organizational structure to ensure effective leadership,
accountability, and efficient program delivery. Responsibilities are defined to distinguish
between governance, management, and operational functions.

Board of Directors

The Board of Directors is responsible for governance and strategic direction. It ensures that Bio-
Benin fulfills its mission, operates with financial integrity, and complies with legal and
regulatory requirements. The Board appoints and oversees the Executive Director and supports
fundraising and external relations. It does not participate in day-to-day operations.

Executive Director (Benin)

The Executive Director is responsible for the overall management and implementation of Bio-
Benin’s activities in Benin and serves as the primary link between the Board and local
operations.

Key responsibilities include:

* Overseeing program implementation and ensuring quality delivery

» Managing staff, trainers, and local partners

» Monitoring budgets and ensuring proper use of funds

* Reporting quarterly to the Board on performance and outcomes

* Supporting fundraising through reporting and ongoing communications about training
programs and their impact on the lives of apprentices.

* Strengthening organizational capacity through staff development and training

Program Staff (Benin)
Program staff support the coordination and delivery of Bio-Benin’s activities and ensure the
effective day-to-day functioning of programs.

Key responsibilities include:

* Coordinating program logistics and operations

» Maintaining records and supporting reporting processes

* Assisting with communications and administrative functions

* Supporting trainers, apprentices and program delivery as needed

Trainers (Benin)
Trainers are responsible for delivering apprenticeship programs and developing participants’
vocational skills.

Key responsibilities include:
* Delivering practical, skills-based training



* Supervising and mentoring apprentices
* Maintaining a safe and structured learning environment
* Monitoring progress and reporting outcomes

Providing financial accounting of expenditures on training and purchase of equipment needed

Volunteers and Partners
Volunteers and partner organizations provide additional capacity and expertise to support
training, outreach, and program development, and may assist with fundraising initiatives.

General Expectations

All individuals working with Bio-Benin are expected to:

* Act in accordance with the organization’s mission and values
» Maintain professionalism, integrity, and respect

» Use resources responsibly and transparently

» Comply with all organizational policies and procedures

VI. Communications Protocols

Effective communication is essential to the successful operation of Bio-Benin. The organization
is committed to maintaining clear, timely, and professional communication across all levels,
including among the Board, management, staff, partners, and external stakeholders.

Internal Communication
Bio-Benin promotes open and structured communication to ensure alignment and accountability.

o The Executive Director serves as the primary point of communication between the Board
of Directors and local operations in Benin

e Provides quarterly updates to the Board, including program progress, financial status, and
key challenges

o Staff and trainers report to the Executive Director or a designated supervisor

e Meetings are held on a monthly basis between the Executive Director and those
responsible for training programs to review progress, address issues, and plan upcoming
activities

o The Executive Director may make unscheduled on-site visits to the training programs in
progress to ensure that they are meeting high standards and the needs of apprentices.

External Communication
All external communications must reflect the mission, values, and professionalism of Bio-Benin.

e Official communications with donors, partners, and the public are coordinated through
Board members, the Executive Director, and communications support.

e  Written, visual and audio communications must be clear, accurate, interesting and
consistent in tone and messaging.

o Public statements and representations of the organization must be approved by the Board.



Reporting
Regular reporting ensures transparency and accountability.

e Program reports are prepared on a quarterly basis and include activities, outcomes,
challenges, and recommendations

o Financial reports are prepared monthly and reviewed by the Board

e Annual summaries are prepared for donors, partners, and stakeholders
Digital Communication
Bio-Benin uses digital tools to support communication and visibility.

e Email and WhatsApp are the primary form of communication

e Social media and online platforms are used to share updates, promote activities, and
engage supporters through photographs, videos and written or verbal commentary

e Access to official accounts is limited to authorized individuals
Documentation and Record-Keeping
Proper documentation is essential for continuity and accountability.

e All key communications, reports, and agreements must be documented and securely
stored

e Records should be organized and accessible to authorized personnel

o Confidential information must be handled with care and in accordance with
organizational policies

Communications Standards
All individuals representing Bio-Benin are expected to:
e Communicate respectfully and professionally
e Respond to communications in a timely manner
o Ensure accuracy and clarity in all written and verbal communications
o Respect confidentiality and organizational protocols

Clear and consistent communications support effective coordination, strengthen relationships
with stakeholders, and contribute to the overall success and credibility of Bio-Benin.

VII. Operational Procedures

Bio-Benin establishes clear operational procedures to ensure the effective, consistent, and
accountable delivery of its programs. These procedures guide day-to-day activities and support
the organization’s mission and strategic objectives.

Program Implementation
All training programs are implemented according to defined plans and standards.

e Programs are delivered in partnership with qualified local trainers and institutions
(intermediaries).



e Training follows structured curricula appropriate to each discipline
o Participant progress is monitored regularly

e Adjustments to programs are made as needed to improve outcomes

Participant Selection and Enrollment

Bio-Benin is committed to selecting participants in a fair and transparent manner.
o Participants are identified based on need, motivation, and potential
o Selection processes are conducted in collaboration with local partners
e Enrollment is documented and records are maintained for each participant

e As far as possible, the choice of participants respects a balance between genders.

Financial Procedures
Financial management is conducted with transparency and accountability.
o Budgets are established and approved prior to program implementation
e All expenditures must align with approved budgets
e Payments are documented and supported by appropriate records
o Financial reports are prepared quarterly and reviewed by the Board
Monitoring and Evaluation
Ongoing monitoring ensures that programs remain effective and aligned with objectives.
e Program activities are reviewed on a regular basis
e Outcomes are measured against defined goals
o Evaluations are conducted quarterly and annually
o Findings are used to improve program design and implementation
Partnerships and Agreements
Bio-Benin collaborates with local and international partners to deliver its programs.
o All partnerships are formalized through written agreements
e Roles and responsibilities are clearly defined
e Performance and compliance are monitored throughout the duration of the partnership
Resource Management
Resources are managed responsibly to support program delivery.
o Equipment and materials are used for their intended purposes
o Facilities are maintained to ensure safety and functionality

o Inventories are tracked where appropriate



Risk Management
Bio-Benin takes a proactive approach to identifying and managing risks.
o Potential risks are identified in advance of program implementation
o Mitigation strategies are developed and monitored
o Issues are addressed promptly to minimize impact
Compliance and Standards
All operations must comply with applicable laws, regulations, and organizational policies.
e Activities are conducted in accordance with the laws of Benin
e Organizational policies and procedures are followed at all times
o Ethical standards are maintained in all aspects of operations

These operational procedures ensure that Bio-Benin’s programs are delivered effectively,
responsibly, and in alignment with its mission and values.

VIII. Code of Conduct

Bio-Benin is committed to maintaining the highest standards of integrity, professionalism, and
respect in all aspects of its work. This Code of Conduct applies to all individuals associated with
the organization, including Board members, staff, volunteers, partners, and program participants.

General Principles
All individuals representing Bio-Benin are expected to:
e Actin accordance with the organization’s mission, values, and policies
e Conduct themselves with honesty, integrity, and professionalism
e Treat all individuals with dignity and respect
e Avoid any form of discrimination, harassment, or exploitation
o Use organizational resources responsibly and for their intended purpose
Respectful and Inclusive Environment
Bio-Benin is committed to providing a safe and inclusive environment for all.
o Discrimination based on gender, ethnicity, religion, age, or background is not tolerated
e Harassment, intimidation, or abusive behavior is strictly prohibited
e All individuals are expected to contribute to a culture of mutual respect and cooperation
Professional Conduct
Individuals are expected to maintain high standards of professional behavior.
o Fulfill assigned responsibilities to the best of their ability
e Communicate clearly and respectfully

e Dress and behave appropriately in professional and community settings



e Represent Bio-Benin positively in all public and professional interactions

Conflict of Interest

All individuals must avoid situations where personal interests conflict with the interests of the
organization.

e Any actual or potential conflicts of interest must be disclosed promptly
e Individuals must not use their position for personal gain
o Decisions must be made in the best interest of Bio-Benin
Protection of Participants
Bio-Benin prioritizes the safety and well-being of all program participants.
o Exploitation, abuse, or neglect of participants is strictly prohibited
o Professional boundaries must be maintained at all times
e Any concerns regarding participant safety must be reported immediately
Confidentiality
Individuals must respect the confidentiality of sensitive information.
o Personal information about participants, staff, and partners must be protected
e Organizational information must not be shared without authorization
o Confidentiality obligations continue even after involvement with Bio-Benin ends
Compliance
All individuals are required to comply with this Code of Conduct and all related policies.
e Violations may result in disciplinary action, including termination of involvement

o Concerns or breaches should be reported to the appropriate authority within the
organization

Adherence to this Code of Conduct ensures that Bio-Benin maintains a professional, ethical, and
respectful environment that supports its mission and the communities it serves.

IX. Human Resources Guidelines

Bio-Benin is committed to building a professional, accountable, and supportive work
environment that enables staff and volunteers to perform effectively and grow within the
organization. Human resource practices are guided by principles of fairness, transparency, and
alignment with the organization’s mission and values.

Recruitment and Hiring

Bio-Benin seeks to recruit individuals who are committed to its mission and capable of
contributing to its objectives.

e Recruitment processes are fair, transparent, and based on merit

e Job roles and responsibilities are clearly defined
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o Efforts are made to promote diversity and gender equality in hiring
e Local capacity building is prioritized wherever possible
e Gender equality is respected

Roles, Supervision, and Performance

Clear expectations and accountability are essential to effective performance.

o All staff have defined roles and responsibilities

o Staff report to a designated supervisor, typically the Executive Director or program lead

e Performance is reviewed regularly based on agreed objectives
e Feedback is provided to support continuous improvement

Employee Development

Bio-Benin places strong emphasis on the ongoing development of its staff as a key component of

organizational success.

o Staff are encouraged to develop skills relevant to their roles, including technical,
managerial, and communications skills

external programs

and effectiveness

Learning is integrated into daily work through mentoring, feedback, and practical
experience

Staff will be encouraged to take on increasing levels of responsibility as their skills
develop

Where feasible, Bio-Benin will invest in targeted training in areas such as:
e Program management
o Financial management

o Communications and outreach

Leadership and supervision

Technological skills

The organization recognizes that strengthening individual capacity contributes directly to
stronger programs and long-term sustainability.

Workplace Environment

Bio-Benin strives to maintain a respectful, safe, and inclusive workplace.
o All staff are treated with dignity and respect
e Discrimination and harassment are not tolerated
e Open communication and collaboration are encouraged

o Health and safety considerations are considered in all work environments

Training opportunities are provided whenever possible, both internally and through

Employees are supported in gaining experience that enhances their professional growth

11



Compensation and Benefits

Compensation practices aim to be fair and appropriate within the local context and the
organization’s financial capacity.

o Compensation is determined based on roles, responsibilities, and available resources
o Payments are made in a timely and transparent manner
e Where applicable, benefits such as insurance or allowances may be provided
Volunteers
Volunteers are an important part of Bio-Benin’s operations.
e Volunteers are provided with clear roles and expectations
e Their contributions are supervised and supported
e Volunteers are expected to adhere to the same standards as staff
Compliance
All staff and volunteers are expected to comply with Bio-Benin’s policies and procedures.
o Employment practices align with applicable local laws and regulations
e Records related to employment are maintained appropriately
e Any issues or concerns are addressed in a timely and professional manner

By investing in its people and fostering a culture of continuous learning and accountability, Bio-
Benin strengthens its capacity to deliver meaningful and sustainable impact.

X. Financial Management

Bio-Benin is committed to maintaining the highest standards of financial integrity, transparency,
and accountability. Sound financial management practices are essential to ensuring that resources
are used effectively to support the organization’s mission and programs.

Financial Oversight

The Board of Directors is responsible for overall financial oversight of the organization.
e The Board reviews and approves annual budgets
o Financial reports are reviewed regularly to monitor performance
e Appropriate controls are in place to safeguard organizational assets

The Executive Director is responsible for the day-to-day financial management of operations in
Benin, in coordination with the Treasurer of Bio-Benin, Philippe Owa.

Budgeting

Budgets are developed to guide planning and resource allocation.
e Annual budgets are prepared based on program needs and strategic priorities
e Budgets include projected income and expenses

e All program activities must operate within approved budget limits
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e Any significant deviations from the budget must be reviewed and approved
Financial Controls
Bio-Benin maintains internal controls to ensure proper use of funds.
e All expenditures must be authorized and documented
e Receipts and supporting documentation are required for all transactions
o Separation of responsibilities is maintained where possible to reduce risk
e Cash handling and bank transactions are carefully monitored
Accounting and Record-Keeping
Accurate financial records are essential for accountability and reporting.
o All financial transactions are recorded in a timely and organized manner
e Records are maintained for income, expenses, and assets
o Financial documentation is securely stored and accessible to authorized individuals

e Records are retained in accordance with legal and organizational requirements

Reporting

Monthly financial reporting ensures transparency and informed decision-making.
o Financial reports are prepared on a monthly basis, with quarterly and annual summaries.
e Reports include budget comparisons and explanations of variances

o Financial information is shared with the Board on a quarterly basis and, where
appropriate, with donors and partners

Use of Funds
All funds must be used in accordance with the organization’s mission and donor intent.
e Restricted funds are used only for their designated purposes
e Program funds are allocated to support training, participant needs, and operational costs
e Any misuse of funds is subject to review and corrective action
Audits and Reviews
Bio-Benin supports periodic financial review and oversight.
o Internal reviews are conducted to ensure compliance with policies
o External audits may be conducted when required or feasible
e The organization cooperates fully with any audit or financial review process
Financial Sustainability
Bio-Benin is committed to building long-term financial stability.

o Efforts are made to diversify funding sources including donors, government grants and
corporate support
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o Fundraising activities are conducted in a professional and ethical manner

e Opportunities for generating income through program-related activities are explored
Compliance
All financial activities must comply with applicable laws and regulations.

o Financial practices adhere to the legal requirements of the countries in which Bio-Benin
operates

e Donor and regulatory reporting requirements are respected
o Ethical standards are maintained in all financial dealings

Through strong financial management practices, Bio-Benin ensures responsible stewardship of
resources and maintains the trust of its donors, partners, and stakeholders.

XI. Monitoring and Evaluation

Bio-Benin is committed to ensuring that its programs are effective, accountable, and aligned with
its mission. Monitoring and evaluation (M&E) systems are used to track progress, measure
outcomes, and support continuous improvement.

Purpose
Monitoring and evaluation serve to:
e Assess the effectiveness of programs and activities
e Measure progress toward defined goals and objectives
e Ensure responsible use of resources
o Identify challenges and areas for improvement
e Inform decision-making and future planning
Monitoring
Ongoing monitoring is conducted to track program implementation and performance.
e Program activities are reviewed regularly by the Executive Director and program staff
o Participant attendance, engagement, and progress are tracked
o Financial expenditures are monitored against approved budgets
o Issues are identified early and addressed in a timely manner
Evaluation
Periodic evaluations are conducted to assess outcomes and overall impact.
o Evaluations are carried out on a quarterly and annual basis
e Program results are assessed against established objectives
e Both qualitative and quantitative information are used

o Feedback from participants, trainers, and partners is incorporated
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Key Indicators
Bio-Benin tracks key indicators to measure success, including:
e Number of participants enrolled and completing training
o Skills acquired and certifications obtained
o Employment or entrepreneurial outcomes of graduates
o Participant satisfaction and engagement
o Environmental practices adopted through training programs
Reporting
Findings from monitoring and evaluation activities are documented and shared.
e Regular reports are prepared for the Board of Directors
e Summaries may be shared with donors and partners
e Reports include achievements, challenges, and recommendations
Learning and Improvement
Bio-Benin uses monitoring and evaluation as a tool for learning and growth.
o Lessons learned are integrated into program design and implementation
e Successful approaches are reinforced and expanded
e Areas requiring improvement are addressed through corrective action
Accountability
Monitoring and evaluation processes support transparency and accountability.
e Accurate records are maintained

e Results are reviewed by leadership

e The organization remains accountable to its stakeholders, including participants, donors,

and partners

e Through consistent monitoring and thoughtful evaluation, Bio-Benin ensures that its
programs deliver meaningful and measurable impact while continuously improving its

effectiveness.

XII. Compliance and Risk Management

Bio-Benin is committed to operating in full compliance with applicable laws and regulations,
while proactively identifying and managing risks that may affect its programs, operations, or
reputation. Effective compliance and risk management support the organization’s integrity,

sustainability, and overall success.

Compliance

Bio-Benin ensures that all activities are conducted in accordance with legal, regulatory, and

organizational requirements.
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e The organization complies with the laws and regulations of the countries in which it
operates

e All required registrations, filings, and reporting obligations are maintained
o Internal policies and procedures are followed by all Board members, staff, and volunteers

o Ethical standards are upheld in all activities, including fundraising, partnerships, and
program delivery

Risk Identification

Bio-Benin recognizes the importance of identifying potential risks in advance.
» Risks may include financial, operational, legal, reputational, or environmental factors
o Risks are assessed in relation to program activities, partnerships, and external conditions
o Staff and leadership are encouraged to report potential risks as they arise

Risk Management

Appropriate measures are taken to reduce or mitigate identified risks.

e Clear procedures and controls are established for financial management and program
delivery

o Responsibilities are defined to ensure accountability

o Contingency plans are developed where necessary

o Issues are addressed promptly to minimize impact
Safeguarding and Duty of Care

Bio-Benin is committed to protecting the safety and well-being of all individuals involved in its
activities.

e Measures are in place to protect participants, staff, and volunteers from harm
e All individuals are expected to adhere to the Code of Conduct
o Concerns regarding safety or misconduct must be reported and addressed without delay
Insurance
Where feasible, Bio-Benin maintains appropriate insurance coverage to manage risk.
o Insurance may include coverage for participants, staff, and key program activities
o Insurance arrangements are reviewed periodically
Monitoring and Review
Compliance and risk management practices are reviewed regularly.
e The Board and Executive Director monitor compliance and risk exposure
e Policies and procedures are updated as needed
e Lessons learned from past experiences are used to strengthen future practices

Through strong compliance and risk management practices, Bio-Benin safeguards its operations,
protects its stakeholders, and ensures the responsible and effective delivery of its mission.
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XIII. Partnerships and Community Relations

Bio-Benin recognizes that strong partnerships and positive community relationships are essential
to the success and sustainability of its programs. The organization is committed to working
collaboratively with local and international partners while maintaining respectful and meaningful
engagement with the communities it serves.

Partnerships
Bio-Benin develops partnerships that support its mission and enhance program effectiveness.

o Partnerships may include local training institutions, community organizations,
international and national NGOs, and technical experts

e All partnerships are based on shared values, mutual respect, and clearly defined
objectives

e Roles and responsibilities are formalized through written agreements where appropriate
o Partnerships are monitored to ensure alignment with organizational goals and standards
Local Community Engagement
Bio-Benin is committed to maintaining strong relationships with its local communities.
e Programs are designed to respond to local needs and priorities

e Community members may be consulted in the development and implementation of
activities

o Efforts are made to ensure that programs are inclusive and accessible

o The organization respects local customs, culture, and leadership structures
Beneficiary Relationships
Bio-Benin maintains a respectful and supportive relationship with program participants.

o Participants are treated with dignity and fairness

o Clear expectations are established regarding participation and conduct

o Feedback from participants is encouraged and considered in program improvements
Collaboration and Networking
Bio-Benin seeks to build a network of relationships that strengthen its impact.

o The organization collaborates with other stakeholders to share knowledge and resources

e Opportunities for joint initiatives and program development are explored

o Partnerships are used to expand reach, improve quality, and increase sustainability
Communications and Representation

All interactions with partners and communities must reflect the organization’s values and
professionalism.
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o Communication is clear, respectful, and transparent
e The organization represents its work accurately and responsibly
o Commitments made to partners and communities are honored
Sustainability of Relationships
Bio-Benin is committed to building long-term, constructive relationships.
o Partnerships are reviewed periodically to ensure continued relevance and effectiveness

e Trust and accountability are maintained through consistent communication and follow-
through

o The organization seeks to create lasting value for both partners and the communities it
serves

Through strong partnerships and respectful community engagement, Bio-Benin enhances its
capacity to deliver meaningful, sustainable impact.
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Appendices
APPENDIX A

Conflict of Interest Policy for the Board of Directors of Bio-Benin

Purpose

The purpose of this policy is to protect the interests of Bio-Benin when it is contemplating
entering into a transaction or arrangement that might benefit the private interest of a Board
member or key individual.

This policy is intended to ensure that all decisions are made in the best interest of the
organization and in accordance with applicable legal and ethical standards.

Definition of Conflict of Interest

A conflict of interest arises when a Board member has a personal, financial, or professional
interest that could interfere with their ability to act in the best interest of Bio-Benin.

Examples include:
o Financial interest in a company or organization doing business with Bio-Benin
o Personal relationships that could influence decision-making
e Receiving compensation, gifts, or favors from partners or vendors
Disclosure
Board members are required to:
o Disclose any actual or potential conflict of interest as soon as it arises
o Complete an annual disclosure statement listing any relevant interests
Procedure
When a conflict of interest is identified:
1. The Board member must disclose the conflict to the Board
2. The member must recuse themselves from discussion and decision-making on the matter

3. The remaining Board members will determine whether a conflict exists and how to
proceed

4. The decision and actions taken will be documented in the meeting minutes

Compliance

Failure to disclose a conflict of interest may result in disciplinary action, including removal from
the Board.

Acknowledgment

All Board members are required to sign this policy annually, confirming that they:
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e Have read and understood the policy

e Agree to comply with its terms

Signature

Name:
Signature:
Date:
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APPENDIX B
Confidentiality Agreement

Purpose

Board members of Bio-Benin are entrusted with sensitive information related to the
organization’s operations, finances, partnerships, and beneficiaries.

This agreement ensures that such information is protected and used responsibly.
Confidential Information
Confidential information includes, but is not limited to:
o Financial data and donor information
e Personal information about students, staff, or partners
o Strategic plans and internal reports
e Any non-public information related to Bio-Benin’s activities
Obligations
Board members agree to:
e Maintain the confidentiality of all sensitive information
e Not disclose confidential information to any third party without authorization
e Use confidential information solely for the purpose of fulfilling their role
o Take reasonable steps to protect such information from unauthorized access
Duration
This obligation continues:
e During the Board member’s term
e After their service has ended
Return of Materials
Upon leaving the Board, members agree to:
e Return or destroy any confidential documents in their possession
Breach of Agreement
Any breach of this agreement may result in:
e Removal from the Board
e Legal action, if applicable
Acknowledgment

By signing below, the Board member acknowledges that they have read, understood, and agree
to comply with this Confidentiality Agreement.
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Signature

Name:

Signature:

Date:
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Appendix C

Five-Year Business and Development Plan (2026-2030)

Bio-Benin’s activities are guided by a structured five-year business and development plan that
serves as a strategic roadmap for growth, impact, and sustainability.

The plan is built on the organization’s core progression:

EDUCATION —- EMPOWERMENT — EMPLOYMENT —
SUSTAINABLE ECONOMIC GROWTH

Strategic Priorities
Over the five-year period, Bio-Benin will focus on:
o Expanding vocational training programs for underprivileged youth
o Strengthening local and international partnerships
o Developing infrastructure to support training and accommodation
o Increasing financial sustainability through diversified funding
« Enhancing governance, staffing, and organizational capacity
e Promoting environmental education and sustainable practices
Program Development

Bio-Benin will continue to develop its three core training areas:

These programs are designed to provide practical, hands-on training leading to employment or

Culinary Arts and Hospitality
Craft Beer Brewing and Production

Organic Farming and Environmental Training

entrepreneurship.

Organizational Growth

Key organizational priorities include:

Hiring an Executive Director in Benin
Expanding the Board to 9—11 members with diverse expertise
Increasing volunteer engagement in communications and fundraising

Strengthening management, financial oversight, and reporting systems

Infrastructure Development

To support program expansion, Bio-Benin will invest in:
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o Training facilities and classrooms

e Dormitories and housing for apprentices

e Guest accommodations for visitors and volunteers

e Farm development, including equipment, irrigation and energy systems
Financial Sustainability
The organization will diversify funding sources through:

e Donations and fundraising events

e Grants and partnerships

e Earned income from training-related activities

The goal is to achieve stable funding growth over five years while increasing self-generated
income.

Monitoring and Outcomes
Bio-Benin will measure success based on:
e Number of trainees enrolled and graduated
o Employment and entrepreneurship outcomes
o Community and environmental impact
Progress will be reviewed regularly to ensure accountability and continuous improvement.
Implementation Timeline
The plan is implemented progressively over five years, with annual targets focused on:
o Expanding the number of trainees
o Developing infrastructure
e Increasing funding and donor engagement
o Strengthening organizational capacity

This five-year plan provides a clear and flexible framework to guide Bio-Benin’s growth while
ensuring that all activities remain aligned with its mission, values, and long-term vision
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