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FOREWORD

This toolkit aims to provide your
organization with lists and check-
lists useful for the development of
programs on the Prevention of
Sexual Exploitation and Abuse
(PSEA). The six documents
gathered here were developed by
different organizations and have
been selected among the Digna
database. The documents are
samples of contact lists and check-
lists, and might be wused as
examples for each organization to
produce their own call trees and
self-assessment forms for PSEA.

The documents listed here regard
the preparedness and  self-
assessment of the organizations’
procedures.

Digna deems some documents as
particularly useful for the
development of similar tools within
the organizations.

For example, the list of contacts
provided by Regional Safe Spaces
Network / UNHCR - document 3 in
this toolkit - comprises a prompt
way of knowing who to reach out
to within both organizations and
partners, and highlights the
importance of this information to
be periodically updated. For its
part, the checklist developed also
by Regional Safe Spaces Network /
UNHCR - document 5 in this toolkit
- is a complete instrument for self-

auditing regarding preparedness
for PSEA.
Digna is committed to provide

your organization with clear and
useful tools. We hope they will help
your work while developing PSEA
instruments that allow self-
assessment and updated available
information on contacts.
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LIST OF DOCUMENTS

Mainstreaming_PSEA checklist: Audit your organization - Inter-
Agency PSEA-CBCM Best Practice Guide, 2016, Annex 4, pp. 102-104.

Survey Questions - Educo (Member of the ChildFund Alliance), Plan
International, Save the Children UK, War Child UK and World Vision
International, Interagency Study on Child-Friendly Feedback and
Complaint Mechanisms within NGO programmes. Phase one report,
survey findings, 2015, pp. 35-37.

PSEA focal points and alternatives - Regional Safe Spaces Network /
UNHCR, Regional Toolkit for Protection from Sexual Exploitation and
Abuse, Sexual Harassment (PSEA/PS) and Inter-Agency Community-
Based Complaint Referral Mechanism in the Americas, 2019, p. 55-58.

Consultation on organizational policies and procedures for PSEA
and complaint procedures - Regional Safe Spaces Network / UNHCR,
Regional Toolkit for Protection from Sexual Exploitation and Abuse,
Sexual Harassment (PSEA/PS) and Inter-Agency Community-Based
Complaint Referral Mechanism in the Americas, 2019, pp. 80-81.

PSEA self-audit checklist - Regional Safe Spaces Network / UNHCR,
Regional Toolkit for Protection from Sexual Exploitation and Abuse,
Sexual Harassment (PSEA/PS) and Inter-Agency Community-Based
Complaint Referral Mechanism in the Americas, 2019, pp. 95-98.

Online Self-assessment - Keeping the Children Safe
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https://interagencystandingcommittee.org/system/files/best_practice_guide_inter_agency_community_based_complaint_mechanisms_1.pdf
https://www.wvi.org/sites/default/files/Child%20friendly%20feedback%20mechanisms%20report.pdf
https://www.refworld.org.es/pdfid/5db1dd134.pdf
https://www.refworld.org.es/pdfid/5db1dd134.pdf
https://www.refworld.org.es/pdfid/5db1dd134.pdf
https://www.keepingchildrensafe.global/your-self-assessment/

USEFUL:

e to develop a PSEA Policy and Code of Conduct (ANC 03-20: Breakout Session 2)
e to reach partners and beneficiaries (ANC 03-20: Breakout Session 3)

ANC = Annual National Conference
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102 4h. Mainstreaming PSEA Checkist

4h.  Audit Your Organization Against the |ASC Minimum
Operating Standards for PSEA

Determine to what level your organization has implemented each of the pillars below.
Mark the appropriate colummn to the right with a  indicating:

a. implementead

b. partially implemented
c. not implemented

d. do not know

Pillar 1: Management and coordination:

= [Effective policy development and implemantation

= Cooperative arrangements

* Dedicated department / focal point committed to PSEA

A policy stating standards of conduct, including acts of SE&, exists
and a waork plan to implemeant the policy is in place.

The policy/standards of conduct have been conwveyed to current staff
2. | and senior management (at HO and field level) on repeated
jons [such as induch i refrast inings|

5G's Bullatin (5T/9GB,/2003,13) or respective codes of conduct are
included in general contract conditions.

Procedures are inplace to receive written agreement from entities or
a imdividuals entering into coocperative arrangements with the agency
that they are aware of and will abide by the standards of the PSEA
pelicy.

-+
o
LIl
i
I
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& dedicated depariment,focal point have the overall responsibility

3. | for the develspmant and implementation of PSEA policy and

The responsible departmentfocal point is required to regularhy
6. | report to senior management on ks progress on PSEA through the
senicr Focal Point on PSEA.

staff members dealing with PSEA have formalised responsibility for
PSEA in their job description, performance appraisal or similar.

They have received systematized training on PSEA and the tirme
committed to PSEA is commensurate with the scale of
implementation required under the current situation of the

+®
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Annax 4 — Samplas and Tamplatas 103

Fillar 2: Engagement with and support of local community population

+  [Effective and comprehensive communication from HO to the field on expectations
regarding raising beneficiary awareness on PSEA.
+  Effective community based complaints mechanisms (CBCM), including victim assistance.

& k. c. d.

Thee H has communicated In detall the expectations regarding
1 beneficiary awareness raising efforts on PSEA (incheding

© | information on the organisation’s standards of conduct and
reparting mechanismi).

The HC has distributed examples of awareness-raising tooks and
materials to be used for beneficlary awareness ralsing activitles,

The HO unges its field offices to participate in comemunity-based
3. | complaint mechanisms that are jointly developed and implemented
by the aid commanity adapted to the specific locations.

There ks guldance provided to the field on how to design the
4. | CBOM to ensure it is adapted to the cultural context with focus on
community participation.

There is a mechanksm for monitoring and review of the complaint
mechanism.

The organisation has written guidance on the provision of vickim
asdistance,

I
==
-
m
-4
e

Pillar 3: Prevention

» Effective recruitment and performance management.

» [Effective and comprehensive mechanisms are established to ensure awareness-raising on
SEA amongst personnel.

The organisation makes sure that all candidates are reguired to
sign the code of conduct before baing offered a contract,

Each organisation commits to improving its system of reference
checking and vetting for former misconduct,

Supervision and performance appraisals inchude adherence to .
3. partcipation In Code of Conduct trainings {or simlilar) that incledes f
PSEA. o
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4h. Mainstraaming F3EA Chacklist

Performance appraisals for Senior Management include the
adherence to create and maintain an environment which prevents
seaual exploitation and abuse and promotes the implementation of
the 5T/568,/2003/13 or code of conduct,

staff recelves annual refresher tralning on the standards of

conduct, learn about the mechanism to fle complaints and reports
of misconduct and the implications of breaching these standands,

Tradning on misconduct (specifically mentoning 5EA) forms part of
the Induction process.

staff rmembers are aware of thelr obligation to regort SEAS
misconduct and are aware that there is a policy for Protection fram
retaliation in place,

Pillar 4: Response
Internal complaints and investigation procedures in place

Written procedures on complaints/reports handling from staff
members or beneficiaries are in place.

Staff members are informed on a regular basis of how to file a
comgdalnt/report and the procedures for handling these,

Standard investigation operating procedures or equivalent issued
and used to guide investigation practice,

Investigations are undertaken by experienced and gualified
professionals who are also trained on sensitive Investigations swch

at allegations of SEA.

Investigations are commenced within 2 months and infermation
about out come |5 shared with the complaimant.

Substantiated complaints have resulted in either disciplnary
action or contractual consequences and, iF not, the entity is able

o justify why not.

+®


https://interagencystandingcommittee.org/system/files/best_practice_guide_inter_agency_community_based_complaint_mechanisms_1.pdf

Annexes

Annex 1. Survey questions

What mechanisms are in place for children?

[0 What mechanisms or activities cumently exist within your
organisation that allow you to gather feedback or complaints from
children?

[0 Please give examples of all options, activities or mechanisms
available to children and youth {complaint boxes, meetings, court
yard sessions, one-to-one contact, mabile phanes, all others?)

[ Foreach mechanism identified, how often are they used?

[ What efforts are made to ensure anonymity?

How were the mechanisms set up?
[0 Haveyou consulted with groups of children en how they would like
to share feedback to inform the setting up of these mechanisms?
[0 If yes, which methodology have you used for consultation, and
what was the cutcome?
[ If no, if we were to consult with children on their preferred feedback
mechanism/activity, then whatdo you think children will tell us?

Information sharing

[ How do children know about (how are they made aware of) the
feedback mechanisms/activities in your organisation?

[0 Generally, what information sharing methods do children find meost
useful and accessible? (leaflets, billboard, flex print, community level
meetings, cne-to-one contact, etc)

[ How do you ensure that children are aware of their valuable role
in providing feedback, particularly where safeguarding issues are
concerned? (How do we ensure that children know their cpinion
matters?)

. _ Interagency study on Child-Friendly Feedback
and Complaint Mechanisms within NGO programmes

-

| b 5 o
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Who do we hear from?

1 Which groups of children are providing feedback? (disaggregate by
age, gender, vulneranility, frequency of providing feedback)

0 Foreach group of children identified above, which types of feedback
mechanisms/activities do they most prefer to use, and which do
they least prefer to use? Why do they have this preference? How do
wou know about this preference?

O Are there any groups of children who are reluctant, unable or
unwilling to give their feedback? Which groups?

O Why are they reluctant, unable or unwilling? How do you know this?
How do you support thasa children?

What are we hearing?

T In general, what kinds of issues have you heard feedback from
children on?
Arewe recording what we hear? How do we do this?
specifically, do the mechanismsin place manage to solicit concerns
about safeguarding issues, including safety of programmes,
breaches of our code of conduct, and sexual exploitation and
abuse? If yes, which mechanisms or which features of mechanisms
proved helpful? If not, what were the reasons?

0 Have we managed to protect confidentiality when sensitive issues
were reported?

O what has been key, in your experience, (o keeping feedback from
children confidential?

O Were there any cases where we did not manage to respond to a
sensitive issue raised by a child as per our pracedures or any hamm
was done? Ifyes, how did we deal with that?

(W
(W

Appropriateness and effectiveness of the mechanisms
T Do children face any challenges to providing feedback with the
existing mechanisms/activities? If yes, what types of challenges do
they face?
O In your opinion, are the existing mechanisms effective in soliciting
and handling feedback from children?

On = -
B o5 ey T T How do we deliver the respanses to children? (i.e. How do children
=+ pole i B knowthat adultshave heard/read theirconcemsand areresponding
RIS to them?)
senilt % . O Arewe or partners able to handle the amount of feedback data that
n L" is received and deliver the responses in a timely manner?
“legneh D e aTen 4 memes:®ia. O What have been the challenges in managing feedback mechanisms
%ol 2"ze ouie Sem serm i DEoes for children? .
all = -u":u E.--r gec :n
SR : |
Ea ! E :I:n‘.‘ " [- L= R B = nn:-.-l " " [- = g =
-] Elen .o 0 o . L] EEEL * .
B om @ ' as B o a a n aen *
L e rgrEl L Pt .
o - aso -na-n .u.:- u ﬂn w0 aoa ool a - asce ..‘

&0m o o

TOOLKIT E) P. 8


https://www.wvi.org/sites/default/files/Child%20friendly%20feedback%20mechanisms%20report.pdf

What are our lessons learnt?
1 Do vyou have any suggestions on what suitable feedback/complaint

rmechanismsfactivities for children should look like?

Which of the mechanisms,/activities will work better for children
living in rural and urban locations? Girls, boys? Humanitarian or
development contaxts?

What features of a feedback mechanism/activity make them
specifically child-friendly?

Have the machanisms proved a value added for the programme?
That is, have they helped us hear mare from children? Have they
helped us hear aboutissues wewere not hearing about before? Have
we, as a result of the feedback, made changes to our programmes?
What kinds of changes were made?

Staff capacity
0 what skills are necessary for our stafl Lo be able 1o set up and

manage feedback mechanisms for children?

00 Are staff clear about their roles and responsibilities for seeking and

handling feedback from children and how the relevant policies such
as safeguarding and code of conduct are linked ta the process?

1 Has any support been provided to staff (agency as well as partner)

a o

ta set up and manage these machanisms? If yes, what was done?

Interagency study on Child-Friendly Feedback
and Complaint Mechanisms within NGO programmes
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ANMNEEES

ANNEX VII

PSEA FOCAL POINTS AND ALTERNATIVES

MNetwork and will be available online on the RSSN service referral map
in the Americas Region; https:/www arcgis.com/apps/MapSeries/index.
NOTE  rtmiZoppid=oelSaa2felcd469b83eal0f09258625

o This contact list will be updated every 6 months by the Regional PSEA

List Dated: 01 October 2019

RGENCY FULL NAME TITLE EMAIL TELNG COUNTRY
A Fooal Point: Carlos Valdes | Director charly25 1¢@hotmail.com 45710633 | Guasemala

Alternafe: Extuards Jusrez | Case manager estusrdo.moscoso 19806 55476236

gmigal.com
Critz Roja Fooal Point: Hastor Lopez | Coordinator hector lopes@icruzroje.gt S44TEAT0 | Guatemals
Gluztamalteca Alternare: GFindye Coton gladyz cotomd@icruzrojagt | 41736006
Pastoral de Fooal Point: Walter Paxtor | Coordinator pastoral. rpmiigigmail.com So006E394 | Guatemals

ﬂflfl.l!hdﬂ-h nnnt_inuﬁmyi:::dmﬁ SEZ7EV9E Guatemala
Nifiez . refugiodslsnifier.org.gt
Alterpate: Ofy Morsles Psychologist 5E2TETSE
ODHAG Fooal Point: Mario Ramirez | Psychologist mramireziFodheg org.gt 485508536 | Guatemala
Alrmrnare: Seslpn Martiner | Social 'Worker ernartinezifodhag.org.gt BEE2T324
chary 25 1@Ehotmail.com 45710633 | Guatemals

estusrdo.moscoso 19806

grmeil.com
Cruz Roja Fooal Point: Hestor Lopez | Coordinator hector. lopexficruzroje.gt S447E970 | Guatemela
Guzstemalteca Alternefe: Gizdye Coton gladys.cotomi@cruzroja.gt 41736006

pastoral. rpmigigmail.com
movhucegighyahoo.com

Befugiode la coordinacionraicesdearmnon
=ean refugicdslaniie:.org.gt

mramirezEodhegorg.gt
Alfmrnafe: Beslpn Martiner | Social 'Worker ermartinezifiodhag.org.gt BEE27324

asticha2 Ximgrail.com

loope=z 2 100N grnail.coom
solanoifunhor.org

carmeradgunhor.ong
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REGIOAL INTER-AGENCY DDMBLUMITF-BASED COMPLAINT REFERRAL MECHANISM K THE AMERICAS
For Begonal Cross-Border and Inter-Apency referrals of SE&'SH comphins

AGENCY FULL NAME TITLE EMAIL TELNO COUNTRY
Focal Point: Margarita
Afternate: Soffs Cardona

UNHCR El Focal Paint: Inti Alvarado | Associats ALVARADSBurher.org El Salvador
Salvador -

Afernote; Andres dstacio | Profection astacioifunhor.org
Assiatan
UNHCR Handuras | Focal Point: Lara Zunelli Eligibility Officar | ZUNELLIGwunhcr.ong Honduras
LUMHCR Cast Focal Point: Migusl Urbano mm urbams@unher.org 22420747 | Co=ta Rica
2
Rica Saluticnsg OMicer
Afernote; Kelleen Carmigan | Senior CORRIGANGEunhorarg B4EHE0017
Prodection
Officer
HIAS Focal Palmt: Gabrisla Country Director | gabrislaununezi@hiss.ong 87714866/ | Costa Aica

Focal Palmt: Jazmin Monge

CENDEROS Focal Poimrt: Cristina Immeadiate cvalerioificendaros.org BM03441 Ce=sin Hica

Project Officer | pmonge@therstorg

Faocal Palmt: Fldeling Mena fidemenacMipmall.com

Glasswing Focal Point: Laura Bequaira@glasswing.org

Sequeira

DN Costa Rica Facal Paint: Karin wan Wijk  Gonaral caardnaciangeneralE HEETIE1E | Costa Rica
Coatdinabor dricestarica.arg
UNHCRROPAN | Focal Point: itza de Gracia | Program degracim@unhcr.org 66231820 | Panama

Akernate: Maria Lorena | Regional susrszmi@unher.org 64122386
Sparar Protaction

Facal Palmt: Gabriela cortinad@unhcr.org
LINHCR Brazil Carti Officar
sociacion Focal Poinl: Carles Valdes  Directar . chay2sTahalffalcsEn (45710633 [ Gusiarass

Afernate; Exfuarde Juarer astuardomescoso] SN

grrail.oom
Cruz Roja Focal Point: Héctor Lépez  Coordanator hactor lopagi@ioruarogsgt | 54478970 | Guatemala
Catmrmite ARernate: Gladys Coton gladys.cotornBcruroje.gt | 1736008
Pastoral de Focal Poimt: Walter Pamtor | Coordenator pasioralrprrigmadcom | BS3EEEE4 | Guatemala

Afrernate: Amncar Vasqguar Mo g iEhyaho o, com

Focal Point: Rosibel Najers  Manager mtﬁ'-mrrmudwmrﬁ‘
refuglodulan|fez.org.ot

Feychologist miramirezEedhag.ong.gt
Aftmmate: Evelyn Marfiner | Social Workar amartinezifodhag . org.gt GRE2TIM

Casa del Migrante | Foesl Polnt: Astrid Coordinator astichal@iE@gmad com 53175004 | Guaternala
Scalabrini Maomanagro

Altwrnate; Karing Lopes Social Workar | kopezd 100i@gmail.com Seaiedas

Facal Pairt: Amanda Prodection salano@unher.arg Guaternals
LUMHCR Guatemala Solane Cifficar

Alrernats; Susan Froiection carraraE e ong

Carrera AgsEstant
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AMMEXES

AGENCY FULL NAME TITLE EMAIL TELNO COUNTRY
UNHCR Mexics | Focal Point: Margarita | Ass. Finld Officer | bordis@unher.arg rr——

Afternate: Soffs Cardona | Aesettlement cardonaifunhar.org
UNHCREI Focal Point: Inti Alvarado  Assaciato AL VARG DEEunhcr.org El Salvador
S-Ih'lﬂﬂr Oifficer
Afternate; Andres Astacio | Profection astacioi@unher.ong
Asaigtant
UNMOR Handuras | Focal Poimt: Lara Zunelli  Eligibility Officar | ZUNELLIEunher.crg Harduras
UNHCR Casts Focal Point: Miguel Urbano  Assaciate urbama@unhecr.ong 23420747 | Costa Rica
Rica Durable
Salutions Officer
Afternate; Kaliven Corrigan | Senlor CORRIGAKEunhcr.arg BASHED0T
Pratection
Cfficar
Facal Paint: Gabrisla Country Direclor | gabrisla.nunezidhiss.org BTT7A466/ | Costs Rica
A% Minez 40004427

Facal Palet: Jazmin Monge

Akernate; Rodrige Junigs
CEMDERDS Focal Point: Cristina Irmrmea cliarte cvalerioificendares.org 871024471 | Cosin Rica

menge@theret.org

fidamenpe THE graail.com

Glasswing Focal Point: Laura Country Director | lssqueira@glasewing.org | 88501808 | Cesta Rics

Sequalra
[N Costa Bica Foeal Palmt: Karin van Wilk Genaral cpordinackonganaralid BEETIE1E | Cosia Rica
Coordinatar dnicostarica.org
UMHCR ROPAN | Fecal Polnt: lza de Gracla | Program degracia@unhcr.org 66231820 | Panama

Aftarnate:; Wara Lorana suarazmi@ unhor.ocng
Suaraz

LINHCR Brazil Focal Point: Gakrisls Resstilamant corina@unher.org Brazll
Cortina Officer
Focal Paolmt: Angelica Pregram angelica sarmisnto@hias.org | 122685115 | Venazunda
HIAS VENETUELA Sarmi

Afternate; Jenny Fernander Janmy fermandezi@hiasorg (4122655114

Facal Poimt: Adriana Arias | Lawnyer adriana.arasi@nre.no 0414- Veneruelas
TIET3E3
Afernate; Rosa Godoy Laveryer rosa. godayiEnro. ne A 34TRER LR
JRSVENETUELY | Focsl Polmt: Jusn Carles | Agro-food i8¢ 8jrveniEgmall com 0415- Venazuela
Hamirez Maolina B ginesar T
Afternate; Mannjosd Garcdr | Poltical Sclonees | 18 sirveni@gmail.com il.24-
Rorrars TIGEI0

miatecsifiunher.org

negryleb@unher.arg

apoyatacnicodSapoyar.ong
apayolscrico@apoyar.org
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REGI DAL INTER-AGENCY ODMMUNITY-BASED ODMFLAINT REFERRAL MECHANISKM IH THE AMERICAS
For Begional Cross-Border and Inter-fipency referrals of SEASH complaints

AGENCY FULL NAME TITLE EMAIL TELNO COUNTRY
Comité Facal Paoimt: Edith Managar of adith.guarreraiirascua.org | 3127089357 | Colornbia
Intermacianal de | SU8MTere kel
Rescate af Worman
Afernate: Lingy Casfro Gendar Focal Linaemona.Castraiirescue. | 31 2X70865881
Pedni org
Comité Focal Point: Carlos Child Protsclion |cados.mirandasanguina@ | 3127000607 | Colornbia
intemacianal de Miranda . Manager ! FERCUR 0
Rescate Alernate: Matali Duwica Child Prataction | Blaria.Dulcep@rasowa.ong A1 Z70E0345
Facal Point
Focal Paint: Chelssa Aszaciala samrmanEunhor.on Cokormbia
UNHCR Colombia Sernmer B g
Qificar CBF
ARernate: Saskiz Azsaciate loochiar@unher.arg
Looehkardt Camruniy
Services Officer,
Prosection
Focal Paint: Margarita Ron  Coordinatar of | margarita ron@hiss.org 90GBE2272 | Ecuador
HiAS tha Peychosocial
and Social Wark
Program
NEC Facal Paint: Brigitte Tachnical Cificar | brigite.guinbaro@nre. o BEE230340 | Bcuador
Ouintero ICLA
Kimirina Foeal Polmt: Maris Elena | Tachnical eacostaE@ikimiring.cng 2n4a5as | Ecusdor
Agota Diractar 892 EREISE
Dialoge Diversy | Fecal Palnt: Jorge Facisatar of micasafueradecasa [+] 533 Ecuador
Enssdor Medradan Jordan personal and dialogodiversa,arg 9LaREAA0T
QIOLUp processes
Alernate: Ador Marbarts Peyc hilageat peicalogia@dialegodiveran. | |+]583
g A5a8a9801
Fundacion Facal Paint: Alejandra gl riereE PEZRER0E | Ecusdor
Eruatoriana ‘Ouinters fequidadecuador.omng
Equidad Aiternate; Efraln Sarig Peychologist coordinackngd PEET1112
fequidadecuador.ong
- Focal Polnt: Vanessa Administrator | camancsunidastulcani@ 250165000 | Ecuador
Casa de Acogida P

*Mamas Unidas

radashari@unhcrorg

milaidy. cApuToEnreng

harold freired@nro. nim

coordinacion.asal] @

MARDIDEunhcr.org

rabertca@unher.ang

Barreno gmad com
Alternate: Mathal Horrers | Peychologest paicolgia. @@ pmail. | BRETIENTT
SO
UNMCR Ecwadar | Foeal Point: Jusn Pable | Protection ierrinia@unhcr.ong Ecuador

i albani@unher.ong
Asansio Officer (SGEV)
WORLD Focal Point: Pacla Avello Maticnal paola_ssallod@wei.ong HESg39 Chille
CHILE VISION Aaimos Coordnator ESF 45124
ARernate: NMatalre Cualis Local Coordinatar | natalia_cwsllo@envi.org GESE00d

LINHCR Chille

Focal Paint: Sikvana
Lauzan

Snr Prat
Assaciata

ksuzans@unhcr.ang
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REGIOMAL TOOLENT
fior FSEASSH snd Commarnity-Bassd Complaint snd Refermal Mechanism in the &mericas

TOOL: DISCUSSION GUIDE

Mame of partner:
Partner representative(s) name and role:
Location and Date:
Relationship with other service providers:
Main activities implemented by partrer:

GUIDING QUESTIONS RESPONSES

Make a brief introduction of the subject and make sure that all participating understand the purpose
of the consultation and how the responses can be used. Please refer to the first section of this
guidance note in preparation of the consultations.

Ouestion 1 - 10 relate to organisational policies and procedures for PSEA/SH and complaint procedures

1. Does your organization have a Code of Conduct
{CoC) that includes protection from sexual
exploitation and abuse and sexual harassment
(SEASH)?

Dioes your organisation have a policy on
prevention and protection from SEA/SH?

Dioes your organization have clear procedures
for handling complaints on SEAMSH (from staff
or concerned people)?

Dioes your organization have a SEASH
investigation policy/proceduwre in place?

Dioes your organisation have the capacity to
initiate an investigation of a SEASSH complaint
within 72 hours of receipt?

If niot, what procedure would you follow in
[marme of site] ?

Dioes your organisation have assigned PSEA
focal points, in [name of site] ? Do
they have clear TORs of their responsibilities?

Has your staff given or received any training on
PSEASSH {within the last 12 months)?

Are protection risks, for concerned populations
assessed and well understood by your
programmes and staff?

. Are risks of SEA of communities and concerned
populations assessed and reviewed regularly in
Your programme activities?

Dioes your organization participate in any

coordination groups in relation to Protection,

SGBY, PSEA in [prograrmme [ operational site]
?
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GUIDING QUESTIONS RESPONSES

Questions 22 - 24 relate to awareness mlsln? of PSEA feedback and community-based complaint
mechanisms with communities / concerned populations

21, Has your organization informed peoplef
concerned peraons of their rights regarding
protection from SEAT

I 5o, give details: methads, how many people
reached etc.?

. Has vour organisation informed people/
concerned persons of how they can ralge 8
concern, provide feedback or make a complaint
in [sita]¥

If s, give details: metheds, how manmy people
reached ete,?

4. In your area of operation does your organisation
gnsure that all concerned populations, from all
back grounds and origins, womean, girls, men
and boys, people of all sexual orientations

and gender identities, indigenous populations,
paopla with functional diversity and others, can
access, use and are informed about their rights
and how to provide feedback and submit a
caormplaint?

Please give examples of how this s done, what
mathods have baen used,

Questions 25 - 28 relate to organisational policies and procedures to prevent and protection personnel
from sexual harassment (5H)

23. Does your organization have a clear staff policy
on prevention of sexual harassment, bullying,
abuse of power within the organization?

26. Has your organisation informed its personnel
on its anti-bullving, zero-tolerance of sexual
harassment and any abuse of powsar in the

wiarkplace and in the field?

. Dizes your organization have clear policies and
procedures on grievances and whistle-blowing
for personnel? Are parsonnal made awars of

this poelicy and of how 1o use it?

. Is an dedicated HR function exist in your
organization to manage Issues of saxual
harassment, and other forms of harassment by
parsonmal?

29, What key challenges doss your organization
hewve to satting up PSEASSH systarms in your
arganisation? i.e. complaint mechanisms,
reparting and referral systems, PSEA policies ete,

dl. Are thare any quastions or anything slse that
the partner wants to discuss in relation to the
consultation?
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TOOL 7

PSEA/SH SELF-AUDIT CHECKLIST

1- httpe://enketo unher.org/x/#FHIZ8Xoen

This zelf-auditing tool has been developed as part of the Americaz Regional PSEA Network
to support service providers [offices, agencies) to understand where they stand in relation to
preventing sexual exploitation and abuse [SEA) and sexual harazsment [SH). The self-audit
process supports the identification of gaps and provides direction on the next steps you and
your agency can take to strengthen ongoing work to protect those with whom we work.

Az part of continuing efforts to strengthen the prevention of SEA/SH in the Americas, the results
of the self-audit can be shared with the PSEA Network Focal Points. This can promote a collective
responge to PSEASSH and can assist service providers to take specific measures to address and
focus on identified weaknesses.

For the purposes of this checklizt, the term "Code of Conduct’ refers to a service provider's own
Code of Conduct for its personnel, as long as it makes explicit its commitment to PSEA/SH and
incorporates the PSEA/SH principles.

For each statement, each box should be ticked:
A = fully in place; B = partially in place; € = not in place.

Grouping the results into Mostly As/'Bs or Cs, will give an indication of your agency’s progress.
It should also be noted that boxes highlighted in yellow are considered to be essential and
therefore a priority for PSEASSH. It these are “B* or “C", then these would be critical areas to
focus on.

1 RECRUITMENT AND INTERVIEWS

A | The service provider has a Gender Policy and monitors the gender-balance of staffing
and strives to be gender-balanced, at all levels of responsibility, in both main and
sub-offices and among nationally and internationally contracted staff and commumity
wiorkers.

Dwring the recruitment / interview process, the service provider discusses policies
regarding relations between staffand concemed population and assesses interviewee's
responses to Code of Conduct related questions.

C | References are rigorously gathered and follow a specific format /checklist while
respecting the principle of confidentiality. They should include guestions about
disciplinary actions.

v | All personnel (e.g. staff, consultants, contractors, volunteers) contracts or templates
include the main principles of the Code of Conduct or have the Code of Conduct
attached, which should also be available in the language of the relevant country.

E | All job advertisernents reaffirm the provider's/agency’s commitment to the Code of
Conduct and PSEASSH.

F | Applicants must fill in job application forms, which require the applicant to give
information about criminal convictions, reasons for leaving previous jobs and periods
when no employer is listed.

-
-
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2

RECRUITMENT AND INTERVIEWS

There iz an orientetionfinduction process for all personnel, including community
volunteers, confractors ete., which includes administrative procedures and human
rasources as wall as programsmmatic and oparational isswes,

B | Guidance i provided to new employess on the cultural context, gender equality
principles, and appropriate behaviour expected of personnel as well as complaint,
Investigation and disciplinary procedures and conssquences.

C | Dwring tha orientation process, personnel are taken through the Code of Conduct,

which Includes PSEASSH principles, by &8 managersupendisor to engsure they
understand the issues and have their quastions answaerad,

MANAGEMENT

Senior managemeant work to ensure an organizational culture which eliminates
sexual exploitation and abuse, and sexual harassment. For example, PSEA/SH is
included as part of the perfformance goals for managers and performance s rated in
accordance with the implementation of these goals. Senior managers make regular
announcements on these issues and personnel are reminded that the organization
takes these issues seriously.

4 AWARENESS RAISING / TRAINING

Thtg:m?ﬁ:-ﬂmnudmw and incorporated into personnel rules and regulations
acC of Conduct, which includes principles related to protection from sexual
exploitation and abuse and protection from sexual harassment, as well as appropriate
investigation and disciplinary procedures when violations of core principles aceur,

Senior managers are required, and are evelusted on their ability, to promaote the
standards outlined in the Code of Conduct internally to the agency to personnel, with
other agencies/sarvice providers, and among concermad populations.

The Code aof Conduct including PSEASSH principles [either a simplified or complete
varsion) is displayed in all oparational and office arsas,

The agencyloffice has distributed the Code of Conduct and PSEAMSH policles and
gui in English or translated versions, to all parsonnal,

A manager i$ responsible for ensuring that a training strategy s being implemented
to raise awaraness of gander equality, SGEV, human rights, SEA/SH prevention and
response, and the Code of Conduct amaong all personnel, in eddition to proceduras fior
reporting incidences, whether substantiated or not (including consultants, contractors,
incentive staff, security guards, collaborators etcl.

Parsonnel who have direct contact with concernad populations receive more in depth
training on causes and conseguences of SGBY and SEA on a regular basis.

5

REPORTING AND COMPLAINTS MECHANISMS

A | The agency/office has established, together with concerned populsations, a confidential
and safe SEA reporting system suitable for personnel and concerned populations.

E | The egency/office has established policies, procedures and mechanisms to facilitate
the reporting of SH by personnel, including, for example, a whistle blowing policy and
staff grievance procedures.

C [ Mechanisms to facilitate anonymous SEA/SH complaints are available, e.g. complaints
box / telephone hotline [ email address.

D | The agency/office raises awareness of its reporting, feedback and complaints
mechanisms through public information campaigns

E |Personnel who receive complaints are trained in how to handle complaints, inchuding

ion of feedback complaints and referrals to relevant response and support
gservices, and other service providers of concarn.
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S0Ps for complaint mechanisms stress the importance of confidentiality and data
protection and are known and applied by all personnel, including ICT and other
technical staff.

G | The agancy/office has a clear, updated and doecumented guideline on reporiing cases
to the investigative sarvice.

H | The agencyfoffice promotes a culture and environmeant in which womean, girls, men

arld from diverse backgrounds and with ¢ needs, such as with
older people, LGBT] and pecpla low literacy, are o and
raipm:tur:l as individuals.

| | The agency/office provides regular feedback on complaints to concerned populations
enauring the inclusion women, girls, men and boys from diverse backgrounds and
with specific needs, such as people with disabilities, older people, people with
disabilities LGET| and illiterate people

& RESPONSE

The Agencyfoffice promotes the development of a culture, which esnsures that
reported abuses are immeadistely reported upwards and scted upon, ensuring that all
confidential information is channalled corractly and handlad with the wtmost dscretion

E | Responses are ‘survivor-centred’, keeping the needs of the survivor at the forefront of
any investigation process.

C [The agency/office responds to reported cases according to their internal standard
guidelines on complaints and investigation procedures and guidance related to SEAS
SH and consulting with the PSEA Meterork as raguired. RegionalCountry oparation
Child Protection & SGBYV SOPs and |ASC guidelines are also taken into account.

D | The agency/office will coordinate investigations with other agencies when and F
appropriate, in accordance with the agreed referral pathways.

E | The agencyfoffice has / or hes access to a teamn of personnel ifemale and male) with
the skills and expertise to investigate SEA and SH cases.

F | The agency/office ensuras that all cases are properly documenied and followed up to
ansure that the survivor recelives the opti rmmluppu:-n uired through appropriate
referral processes, this also includes availability of counselling services for personnal
in the evant of an incident of sexual harassmeant.

G | Coordination with the authoritias is carefully assessed in consideration of a survivor-
centred appraach, the agency’s HR and administrative procedures and the applicabla
national laws.

PREVENTION

A | The agancy/office has its own Code of Conduct, which incorporatas the six principles
related to sexusl explaitation and abuse’ and commits to a8 zero tolerance policy on
sexual exploitation and abuse, and sexual harassment.

E | The agencyfoffice has an action plan in place for mainstreaming PSEASSH in all sectors l

and programmes using a participatory approach.

C | Clear policies/guidelines are in place for concrete measures to prevent increased
vulnerability of concemed populations and to minimize the risk of maliciows/Talse
allegations against persenneal (i.e., regulations arcund number of persannel present
in one space).

D | Clear policiesfguidelines are in place for gualification criteria to pricritize vulnerable
Individuals In the provision of basic services, which are strictly monitored.

E | Budgets include PSEAMSH funding lines for promotional materials/trainings etc.

F | The agencyfoffice promotes regular imeraction between concermnead populations and
s&nior parsonnel.

1. As per the Secretary-Gersral's Bulletin, Special Measures for protectian fram sexual exploitation and abuse which can be acoessed at
hittpef e unher.ong MA05ecEE1 4 him|

97
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REGIOMAL TOOLEIT
for PSEASH and Community-Based Complaint and Fefermsl Mechanizm inthe Amenios

G I'I'ha agancy/office ansures (or encourages) that all personnel completa® an online I
| training on FSEA and SH, and that this is repeated on a regular basis.

8 MONITORING AND EVALUATION
A | The agency/office has established safe and confidential procedures for monitoring
incidences, to battar identify trends and improve the assassmeant of programme risks.

B | Regular programmatic monitoring and evaluation incorporates PSEA as a standing
itam.

C  Regular consultations with concerned populations on service provision and delivery
of assistance (distribution of commaodities, health services, aducation, etc.) take placa.

D | Senior managers regularly visit the field, projact sites. |

E  Senior managers analyse trends and ensure reporting to relevant investigative bodies
of SEASH incidents.

9 COMMUNITY AWARENESS RAISING

A | The agencyfoffice has strengthened the mass information systems to ensure that
all membars of concernad populations, regardless of sex, age and divarsity, recaive
informeation in appropriste forms to inform them that goods and services are thalr
entitlerment and do not require payment of any kind,

B | The apency/office has disseminated the Code of Conduct amongst concerned
populations, and community leaders can advise their communities on the Code [/
axpeacted behaviours of personnel and the reporting machanisms.

C | The agency/office ensures that copies of the Code of Conduct, translated into local
languages, are freely available to concernad populations.

D | Information on complaints mechanisms are displayed prominently at service deliver
and provision sites and translated into local languages.

E | The agency/office ensures that field staff have the ability to promote and encourage
standards of accountability and their Code of Conduct to concarnad populations in
| their programmes.

10 COORDINATION

A Afocal point at a senior laval, and an alternate, have bean appointed within the agancy
for the implementation [ follow wup of PSEA'SH activities. The focal point and senior
management are committed to implementing SEASSH inter-agency referral pathways.

B  The agencyfoffice has strengthened collaboration and coordination among all sectors

and partners in addressing SEASSH with an emphasis on the needs of survivors, e.9.

case managemeant, advocacy and emotional support.

C | The PSEA focal point or herhis alternate attends ragular coordination meetings with all

actors to ansure a concerted effort in prevention and response to sexual axploitation
| and abuse, and sexual harassment.

11 EXTERNAL/IMPLEMENTING PARTNERS

A Al contracts with external implementing partners or service providars (including
transporters, warehouse staff, guards ete.) incorporate the core principles of the Code
af Conduct, which includes PSEASSH, as part of the agreemaent

B | h is written into the contract that any viclation of the Code of Conduct by that
implementing partner can result in termination of the contract.

C | All implernenting partners are aware that they are responsible for ensuring the Code
of Conduct is made known to concerned populations with whom they are working.

oD AN mmﬂhhhmdmlrinﬂmn partners and government officials participate in
SEA/SH trainings offered by the agency/office.
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Self-Assessment’
Keeping Children Safe

Policy
The organization develops a policy that describes how it is committed to
preventing and responding appropnately to, harm to children.

1. The organization has a written child safeqguarding policy, approved by the
relevant management body, to which all staff and associates (including
pariners) are required fo adhere:

{ }Inplace

{ ) Partially done

{ )Mot in place

2. The UN Convention on the Rightz of the Child and other Conventions and
Guidelines pertaining to children informs the approach of the organisation:

{ }Inplace

{ ) Partially done

{ )Mot in place

3. The policy iz written in a way that is clear, easily understandable and is
publicizsed, promoted and distributed widely to all relevant stakeholders,
including children:

{ }Inplace

{ ) Partially done

{ )Mot in place

4. The organisation iz clear that all children have equal rights to protection, and
that some children face particular rnisks and difficulties in getting help, because
of their ethnicity, gender, age, religion or belief, dizability, or sexual orientation:

{ }In place

{ ) Partially done

{ )}HNotin place

2. The policy addresses safeguarding children from harm through misconduct
by staff, associates and others, from poor practice, and from its operational
activiies where these may harm children or put them at risk due fo poor design
and/or delivery, for example:

{ }Inplace

{ ) Partially done

{ )Mot in place

' This self-assessment is avaiable online at hitbps:{iwww Keepingchildrensafe.globalvour-self-

assessment’ and it was made imto Word/Pdf documenis by the CCIC PSEA Hub's team in April .
2020, <
o
o ...

TOOLKIT E) P. 20


https://www.keepingchildrensafe.global/your-self-assessment

6. The organization makes clear that ultimate respongzibility for ensuring the
safety of children rests with senior executives (CEO and Directors) and
managers:

{ }In place

{ ) Partially done

{ )Mot in place

People
The organisation places clear responsibiliies and expectations on its people
and supports them to understand and act in line with these.

1. There are written guidelines for behaviour (Code of Conduct) that provide
guidance on appropriate/expected standards of behaviour of adultz towards
children and of children towards other children:

{ }Inplace

{ )} Partially done

{ )Mot in place

2. Recruitment processes have sfrong child safeguarding checks in place.
Recruitment advertizements, interviews and contracts all outline a commitment
to child =afequarding:

{ }Inplace

{ ) Partially done

{ )} Notin place

3. The organisation is open and aware that when it comes to child safeguarding
matters, izsuesz can be easily identified, raised and dizcusszed. All members of
staff, volunteers and as=zociates have training on child safeguarding:

{ }Inplace

{ ) Partially done

{ )} Notin place

4. Children are made aware of their right to be safe from abuse, and are
provided with advice and support on keeping themselves =safe, including
information for children, parents/carers about where fo go:

{ }In place

{ ) Partially done

{ )} Notin place

2. The organisation designates key people at different levels (including at
Director level) as “focal pointz" with clearly defined respongibiliies, o
champion, support and communicate on child safeguarding, and for effective
operation of child safeguarding:

{ }In place

{ ) Partially done

{ )Mot in place
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Procedures

The organisation creates a child safe environment through a systematic process
of implementing child safequarding procedures.

1. The organization requirez local mapping exercises o be camed out that
analyse the legal, =ocial welfare, and child protection amangementz in the
contexts in which it works:

{ )} In place

{ ) Parially done

{ )Mot in place

2. There iz an appropriate processz for reporting and responding to child
protection incidents and concerng that fits with the local systems for dealing with
incidents of child abuse (as identified in the mapping exercise):

{ )} In place

{ ) Partially done

{ )Mot in place

3. The dentification and mitigation of child safeguarding nsks iz incorporated
into nsk assesament processes at all levelz, from dentification of corporate
nsks through to planning an activity involving or impacting on children:

{ )} In place

{ ) Partially done

{ }Motin place

4. Adequate human and financial resources are made available to support
development and implementation of child safequarding measures:

{ }In place

{ ) Parially done

{ }Motin place

2. There are clear procedures in place that provide step-by-step guidance on
how to report safely which are linked to the organization’s disciplinary policy and
procedures:

{ }In place

{ ) Parially done

{ )Mot in place

6. Child safequards are integrated with, and actively managed info existing
business processes and systems (strategic planning, budgeting, recrutment,
programme cycle management, performance management, procurement, and
s0 on) to ensure safeguarding children iz a feature of all key aspects of
operations:

{ }Inplace

{ ) Parially done

{ )Mot in place

TOOLKIT E) P. 22


https://www.keepingchildrensafe.global/your-self-assessment

Accountability

The organisation monitors and reviews itz safeguarding measures.

1. Arrangements are in place to monitor compliance with, and implementation
of, child safeguarding policies and procedures through specific measures and
for integration into existing systems for quality assurance, risk management,
audit, monitoring and review:

{ }In place

{ ) Partially done

{ }Motin place

2. There is a system of regular reporting to key management forums, including
Director level, to track progress and performance on child safeguarding,
including information on safeguarding issues and child protection cazses:

{ }In place

{ ) Partially done

{ }Motin place

3. Extermal or independent bodiez such as Boards of Trustees, oversight
commitiees are used to monitor performance in this area and hold senior
executives to account in relation to child safeguarding:

{ }In place

{ ) Partially done

{ }Motin place

4. Qpporiunities exist for leaming from practical case experience, and this to be
fed back into organizational development:

{ }In place

{ ) Partially done

{ }Motin place

2. Policies and practices are reviewed at regular intervals and formally
evaluated every three years:

{ }In place

{ ) Partially done

{ }Motin place

6. Progress, performance, and lessons leamed are reported to key stakeholders
{management forums and external or independent bodies where relevant) and
included in your organisation's annual reports:

{ }In place

{ ) Partially done

{ }Motin place
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TOOLKITS

This is a summary of the eight toolkits

EXAMPLES OF CODES OF
CONDUCT -
POLICY PROGRAMS

This toolkit contains eleven documents,
which are samples of principles, guidelines
and codes of conduct, and might be used as
examples for each organization to develop
their own recommendations regarding
PSEA.

EXAMPLES OF RISK
ASSESSMENT AND
MANAGEMENT

This toolkit contains five documents, which
are samples of useful tools to identify risk
indicators and strategies to manage them,
and might be used as examples for each
organization to develop their own risk
management systems.

EXAMPLES OF REPORT
FORMS

This toolkit contains four documents, which
are samples of report and referral forms,
and instructions on how to proceed while
processing a disclosure. They could be used
as examples for each organization to
develop their own forms regarding PSEA.

EXAMPLES OF
FLOWCHARTS

This toolkit contains six documents, which
are samples of visually-friendly diagrams.
They could be used as examples for each
organization to develop their own pathways
regarding the procedures on PSEA.

PARTNERS

This toolkit contains seven documents,
which are samples of contact lists and
check-lists. They could be used as examples
for each organization to produce their own
call trees and self-assessment forms
regarding PSEA.

EXAMPLES
OF FEEDBACK FORMS

This toolkit contains two documents, which
are samples of feedback forms. They could
be used as examples for each organization
to develop their own feedback materials on
PSEA.

EXAMPLES OF
MONITORING SURVEYS-
EVALUATION TOOLS

This toolkit contains five documents, which
are samples of monitoring surveys and
evaluation tools. They could be used as
examples for each organization to develop
their own evaluation materials regarding
PSEA.

EXAMPLES OF VISUALS

This toolkit contains four documents, which
are samples of visual information

materials. They could be used as examples
for each organization to develop their

own visually-friendly documents regarding
PSEA.



