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INTRODUCTION

As Canadians and the global community
grapple with different forms of gender-
based violence, Canada’s international
development and humanitarian sector, in
partnership with the Canadian government,
are playing a prominent role to effectively
reduce the number of incidents related to
sexual exploitation and abuse. Through a
feminist approach, Digna - a Centre of
Expertise on the Prevention of Sexual
Exploitation and Abuse at the Canadian
Council for International Co-operation and
funded by Global Affairs Canada - aims to
provide organizations with best practices
and practical tools to enable 1) work
towards the prevention of sexual
exploitation and abuse (SEA), and 2)
address SEA incidents in a more informed
way, having a survivor-centered approach
as the base for action.

In order to publicly and broadly address the
topic, Digna was going to hold a national
conference in Ottawa, on March 25th, 2020.
Due to the COVID-19 pandemic crisis, and
to comply with the public health agencies’
measures and recommendations to keep
people safe and prevent the spread of the
disease, the event was postponed.

While the conference is on hold, Digna
continued to work on the collection of data
and the development of materials related
to the PSEA. Four topics particularly

addressed in the toolkits include:
developing a PSEA policy

and code of conduct, reaching partners
and beneficiaries, risk assessment, and
processing a disclosure, among others.

The toolkits explore strategies that can be
used while working towards the prevention
of SEA. Based on the database of resources
under compilation by Dignha, we have
developed eight different toolkits. In
general terms, they unpack what many
different organizations from the
international development and
humanitarian sector have done to address
SEA. This includes their approaches to
managing risk, their strategies and the best
practices they have put forth. This
document provides the full set of toolkits,
each available individually on Digna's
website. Overall, the eight toolkits provide
over forty straightforward and practical
documents. Each toolkit also contains a
foreword and a short commentary on its
content. In addition, the complete
bibliographical references of each one of
the documents are available, as well as the
website where they can be found and
downloaded. The next page has a summary
of the eight toolkits.

Digna is committed to providing your
organization with clear and useful tools. We
hope they will help your work developing
PSEA policies, as well as reaching partners
and beneficiaries in a respectful and ethical
way.




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.
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TOOLKIT A

EXAMPLES OF CODES OF
CONDUCT -
POLICY PROGRAMS




FOREWORD

This toolkit aims to provide your
organization with guidance for the
development of policy programs on
the Prevention of Sexual Exploitation
and Abuse (PSEA). The eleven
documents gathered here were
developed by several different
organizations and have been selected
among the Digna database. The
documents 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.

Many of the codes of conduct listed
here share six core principles. In
addition, such documents explicitly
present good practices and actions
that should be carried out. For
instance, the respect for fundamental
human rights, and actions that are
considered misconducts and should
be avoided, such as engaging in
relationships with beneficiaries. In
general, the codes of conduct
selected in this toolkit regard most
particularly humanitarian workers;
but Digna considers they should be
extended to other members of the
organization, its partners, and to the
general population.

Digna deems some documents as
particularly interesting for the
development of organizations’
guidelines. For example, the booklet
developed by Concern Worldwide
Ethiopia - document 4 in this toolkit -
provides visuals to explain the
Organizational Program Participants
Protection Policy to community
members. In turn, the table provided
by Humanitarian  Accountability
Partnership (HAP) International -
document 5 in this toolkit - merges
core principles for a code of conduct
and a statement of commitment on
eliminating PSEA in a single
document. For its part, the checklist
developed by International Code of
Conduct  Association  (ICoCA) -
document 11 in this toolkit - is an easy
way to examine which points have
already been covered by the
organization’s policies.

Digna is committed to provide your
organization with clear and useful
tools. We hope they will help you
develop PSEA policies, as well as
reach partners and beneficiaries in a
respectful and ethical way.



LIST OF DOCUMENTS

The Code of Conduct. A template for Addressing_Sexual Violence in
Small and Medium ICOs - AQOCI, 2019.

Common Codes of Conduct - Inter-Agency PSEA-CBCM Best Practice
Guide, 2016, Annex 4, pp. 71-73.

Kenya Code of Conduct Undertakings - Kenya Refugee Program
Prevention of Sexual Exploitation and Abuse Committee, Police
Training Module: A Guide for Trainers, 2010, Handout 9, p. 28.

Booklet to raise awareness about Program Participants Protection
Policy (P4) - Concern Worldwide Ethiopia, Booklet aimed at explaining
the organizational Program Participants Protection Policy to
community members, 2000.

Table containing 6 core principles for Codes of Conduct +
Statement of Commitment on Eliminating SEA - Humanitarian
Accountability Partnership (HAP) International, To Complain or Not to
Complain: Still the Question - Consultations with humanitarian aid
beneficiaries on their perceptions of efforts to prevent and respond to
sexual exploitation and abuse, 2008, p. 13.

Six core principles re. SEA - Inter-Agency Standing Committee (IASC),
IASC Clobal Standard Operating Procedures on Inter-Agency
Cooperation in Community-Based Complain Mechanisms, 2016, p. 46.



https://interagencystandingcommittee.org/system/files/best_practice_guide_inter_agency_community_based_complaint_mechanisms_1.pdf
http://pseataskforce.org/uploads/tools/codeofconductforhumanitarianworkersinthekenyanrefugeeprogram_kenyarefugeeprogrampreventionofseacommittee_english.pdf
http://www.pseataskforce.org/uploads/tools/1357220814.pdf
http://pseataskforce.org/uploads/tools/tocomplainornottocomplainstillthequestion_hapinternational_english.pdf
https://interagencystandingcommittee.org/system/files/global_standard_operating_procedures_on_inter_agency_cooperation_in_cbcms.pdf
https://www.aqoci.qc.ca/IMG/pdf/aqoci_template_coc_final.pdf?7421/573763d3224cb3f4f89eb285b9516d0f5a79f73e+

LIST OF DOCUMENTS

Six core principles re.SEA - 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. 40.

Staff code of conduct for PSEA - 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. 108-
1009.

Types of Referral to consider - Save the Children, Safeguarding in
Emergencies Toolkit, 2019, p. 21.

Overall principles for a survivor-focused, trauma-informed
approach - Save the Children, Safeguarding in Emergencies Toolkit,
2019, p. 30.

Guidelines PSEA: Checklist - International Code of Conduct

Association (ICoCA), Guidelines for Private Security Providers on
Preventing and Addressing Sexual Exploitation and Abuse, 2019, pp. 20-
21.

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)
e to conduct risk assessment (ANC 03-20: Breakout Session 4)

ANC = Annual National Conference


https://www.refworld.org.es/pdfid/5db1dd134.pdf
https://www.refworld.org.es/pdfid/5db1dd134.pdf
https://resourcecentre.savethechildren.net/node/16365/pdf/safeguarding_in_emergencies_toolkit.pdf
https://resourcecentre.savethechildren.net/node/16365/pdf/safeguarding_in_emergencies_toolkit.pdf
https://resourcecentre.savethechildren.net/node/16365/pdf/safeguarding_in_emergencies_toolkit.pdf
https://www.icoca.ch/sites/default/files/uploads/ICoCA_PSEA_Guidelines_A4_web_0.pdf
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> Code of Conduct

A Template for addressing sexual violence in small and
medium ICOs

By Emilie Macot, produced for AQDCI
28/08/2019


https://www.aqoci.qc.ca/IMG/pdf/aqoci_template_coc_final.pdf?7421/573763d3224cb3f4f89eb285b9516d0f5a79f73e+

Annex 4 — Samples and Templates

CODE OF CONDUCT FOR ALL
WORKERS IN EMERGENCIES

Thiz CGode of Conduct has been developed for agencies and other actors that are
involved in emergency reaponse and reconstruction activities after an emergency.
They have a duty of care to affected women, girls, boys and men of all ages and a
reaponszibility to enaure that they are treated with dignity and respect. All workera
should enaure that certain minimum standards of behaviour are observed,
regardless if the person is on or off duty.

In arder io prevent sexual exploliation and all forms of abuse Incleding sexual, physical, emofional and neglect,

fhe following core principies should be respected by amyone engaging In humanitaran asslstance or taking
part In recansinciian activiEsies In FIj:

= Al workers hawe o ensure aseistance ks delvered In 3 way that ks safe, respectiul, wilh dignity, and equally
accessinie o women, girls, bays and men of diferent ages and abliies.

= Saxual exploitation and all forms of abuse by workers prowiding humanitaian assistance canstiuie acts of
gross misconduct and are therefore grounds for bermination of emplayment.

= Sawual activity with children (persons under the age of 13 years) ks prohibibed regandless of ihe age of
majority or age of consent Iocally. Mistaken belisf regarding the age of 3 child Is not 3 defence.

= Exchangeof maney, employment, goods, senices orfalse promises for sex Including sexual favours or ather
farme of humillating, degrading of explaative befaviour s prahibited, Including faveurtism or procurement
of such services far thind parties. This Indudes exchanpe of assistance that |5 due to beneficiares.

= Sayual relafianships DEMWEEN Numanitanan workers and aMecied women, Girks, Doys and men, are sirangly

discouraged ince they are based an inherently unegqual power dynamics. Such relationships ndemming
he crediblity and Integrity of humaniarian ald work

= Where 3 worker develaps CoOnCEm Of suspiclans regarding seaual abuse and exploitation or other forms
of ase by 3 felos warker, whether In e same agency or not, e or she musd repart such conteme via

esiablshed reporting mechanisms.

= Waorkers prowiding humanitarian assistance are cbiliged to create and malniain an environment which
prevents 5exual exploiaiion and all forms of abuse and promotes the Implementation of this Code of
Conduci. Managers at all levels have panicular resporsibiity fo support and develop sysbtems which
malniain s erirmament.

7l
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4, Common Codes of Conduct

United Nations Nations Unies

UMTice of the Resident ani Hnmlilﬂu Coordinator in the Fhilippines

Typhoon Haivan Humanitarian Response Code of Conduct

All responding organisations and entities, including members of the LN system. international
and naticnal NOOs, military personnel, goverminent suthoritics, civil socicty and private
comtractors have a duly of care to people affecied by Tyvphoon Haivan. This duty of care
includes a responsibility 1o ensure that each individual, regardless of sex, age and ahility, is
trewted with dignity and respect. receives assistance equally and safely, and that proper
standards of behaviour and accountahility ere observed.

The women, men, girls and boys affected by this typhoon are the primary stakeholders of the.
humanitarian response and have & basic right to participate in the decisions that affect their
lives, receive the information they need to make informed decisions and to complain if they
feel the help they receive is nol adequaste or has unwelcomed eonsequences.

Sexual exploitation and abuse' (SEA) of those we seek to assist constitute the most serious
breach of accountability twwards the victims of the typhoon 1 erodes the confidence and trust
of affecied communities gnd the host country in all these providing assistance. This damages
our collective image and intaprity.

All responders to this emergency are bound by the legal frameworks of their respective
governing institutions. For example, the UN"s Special Measures for Protection from Sexual
Exploitation and Sexual Abuse’ prohibits certain behaviours. These smanderds are widely
aeceptad ag non-nagotiable by the humanitarian community. including the NGO commumity:

»  Sexual activity with children (persons under the age of 18) regardless of the age of
majority or consent locally, Mistaken belief in the age of a child is not a defence

s Sexusl favours exchanged for any form of assistance, including food or non-food ilems
Usze of children or adults to procure sexual services for others

»  Exchange of money, cmployment, goods or serviges for sex with prostitutes or ony other
member of the local population, visits to brothels or places which are declared off-limits

Further:

s Sexual relationships between staft and those receiving assistance are strongly discouraged

& Any suspicions of SEA by a fellow worker of the same or another agency must be
repored via established reporting mechanisms.

»  Staff are obliged o create and maintain an environment that prevents SEA, and managers
are particularly charged with developing systems that cnable this.

Section 13 of the Government of the Philippines' Magna Carta of Women specifies that, in
reference to women afTected by disasiers, “the State shall. .. ensure their full protection from
sexual exploitation and other pender-based violence committed against them™. Militany
personnel are also governed by such rales.

' Sewund ewploitntion means arny actoal o atemgied abuss of 8 postion of suinershiliy, differentinl power, or
1FiEEL BT SEXUNl PUTposes, INCIUAIRE, bul ool fnmbed Lo, profileng momesardly, sockally of potltically from the sexunl
exploftation of mother, Sexual atnse mears the actual or threstensd phvaical intrusion of & sexual nature. whetbsr
‘I:b!.' foree or under unsgual of cosrcive conditsns.

Y Inited Mettons Secretary-General's Budletin 87/SGR/2005/ 3

IOF Yushssges Tower, WCBL Mo, Ayels Aven, LR TS i
Famin] Addiess: P UL Beety TIES Dannesin Ao Posi DT Low b Bpe 000 Dpgemiic Bl Pagay Cidy Falippenes
Tokplume o (B WA » Faa (5325 WY D000, @07, 900 0804 -
Cubje Address ; LIBNOEVPRO Maailu © Pomil slespood@i-nestom « g puinifssms o+ o) pledudp o (INTERNET |
o ek deg ple | ntgeiry phodichilp aay
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TOOLKIT A)

Annex 4 - Samples and Templates

Any vlelatdon of this Code of Conduct consiiues serous misconduct, SEA will be
investigated and may lead to drastic disciplinary measures, including summary dismissal,
suspension, immediate repatriation, and in the case of conractun] pariners, termination of the
comtract, Immunity, when it exists, will be waived by the Sccretary-General should such
immunity impede the course of justice.

1mmﬂa

h(_/ Loker Carvallin
dent and Humanitasian Coosdinater
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HANDOUT 9

KENYA CODE OF CONDUCT UNDERTAKINGS

Humanitarian Workers will

Respect and promote the fundamental human rights of all

Treat all beneficiaries and others fairly according to intermational and
Kenyan law, and appropriate local customs

Uphold highest standards of accountability, efficiency, competence,
integrity and transparency in executing responsibilities

Mever engage in sexual exploitation and abuse of beneficiaries in any
circumstances

Mever engage in humiliating, degrading or exploitative behavior

Never abuse their position to withhold protection, humanitarian assistance,
and services or provide preferential treatment to solicit sexual favors/gifts.

Mever commit any act or form of harassment that could cause physical,
sexual, psychological harm or suffering

Never exploit vulnerability of beneficiaries or allow them to be put in
compromising situations

Mever engage in sexual activity with children — persons under 18 years. A
mistaken belief is not a defense.

Never condone or participate in corrupt or illegal activities

Mever accept or exchange money for services, employment, goods or
services for sex for services which are to be provided for free

Ensure all breaches of the Code are reported to senior management or HR

managers through established reporting systems
Create and maintain an environment that prevent sexual exploitation and
abuse

Mot purposely make false accusations against a fellow worker


http://pseataskforce.org/uploads/tools/codeofconductforhumanitarianworkersinthekenyanrefugeeprogram_kenyarefugeeprogrampreventionofseacommittee_english.pdf

Scanned copy of Concern Worldwide Ethiopia’s booklet aimed at explaining the organisational Programme Participants
Protection Policy to community members — translation from Amharic to English is shown below each scanned page.
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Concern Ethiopia
: Program Participant Protection Policy
! A booklet prepared to raise the awareness of beneficiaries about the P4

June 2000 /Ethiopian Calendar
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What is this booklet?
This booklet i= an edixcalional malenal designed lo make concern development program beneficiaries aware about the program profection policy of the
organization

Why the policy?
Concern's Programme Parficipan Profection Policy has bean developed lo ensure the maximum prodection of programme participants from exploiiation
and fo clarfy the rasponsibiifies of Concern stalf and fhe sfandards of behaviour expected of tham.

Who is the policy applicable on?
This policy is appiicable principally on Concern employees, vistors, pariner organizations and their employees, leachers and obthers who are involved in
Concern's developmeant and reief work.

Which are the principal conducts the policy categorires as inappropriate befaviour?
Some are;

*  Saxual relationship with program beneficianes

#  Discriminalion

» Saolicifing personal gifts

&  Ssxual relationshps with children (@ person under the age of 18)
What is expected of the reader?

Any one who has read (his document and witnessed & violation of the codes of conducts discussed in the booklet and depicted in the drawings has a
responsibility of reporting the violstion using the adoresses indicated af the back of this bookiet

Reports of violalions supportad by evidence will be handied confidentially and profection fo the witness will be axfandad
Enyoy reading!



http://www.pseataskforce.org/uploads/tools/1357220814.pdf
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Awarding goods that are due lo programme participants for other parties in
order to obtain payments for personal benefit is highly prohibited.

Goods from the organisation must be distributed in public by holding
discussions with program participants.

"‘ BAFF AL P"LAM [ P"LLEF ARAT 104 LT

Pd-hAhA dYa-::

N . i

AEF AL “IIT@-5* PUALANA BEA AT7040 NAar ew31E
ANPCTRS FTCTET Ame=y, AFY Ld::

Any threatened or actual act of physical harassment against women is
highly prohibited.

Women have the right to be equally treated, contribute lo and benefit from
the oraanisation’s programs.

PHIACT Nt TF AN 20 PF AR NIhAh & Ahicd
- A T £70A:: U

Any act of discrimination against the elderly is prohibited.

Concern’s employees must demonstrate and extend special care and
respect for the elderlv.



http://www.pseataskforce.org/uploads/tools/1357220814.pdf
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Hampering the participation of the disabled in programs is prohibited.

Disabled people have the right to become equal program participants like
anv other member of the society.

’ . BAMIT AATIN Reemer™ QAT AL P LLOY m.-’ur'r Ty
DEJACT P22y 70 =C0 AL AET P+hAhA Y

e
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PhINCT ++0E i TF N5 Fao-9= - ﬂ-‘F"
T~ B L LEF NECTD- PN ABINF::

Abusing position of responsibility to engage in sexual harassment against
women contravenes Concern’s Code of Conduct.

Concern employees should not, under any circumstances, accept sexual
favours victimizing women as negotiating ground for obtaining personal
benefits.

"‘ RSP 20 PoLLOF® P® TIT-09 LAV PHhARA Yo-ni

7 LA AEAPS Wil b
Ty Y- :

Sexual activity between a Concern staff member and a chiid is prohibited.

Teachers are responsible for nurturing children with full care without
discrimination.
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If you seek additional infarmation on the P4 and other related lssues please
canfact

Mrs Hiwol Emishaw
Addis Ababa Head Office
Telephone: 0116 611730 /exlension 243/

Wolalta Sodo office
Zelalem Mengistu
Telaphone 046 5512427

Wallo Kombolcha office

Migs rehara Sald

Telaphone 033 8510298/ 033 5511906
Or wiile to

Concern Ethiopia

PO .Box. 2434

Addis Ababa

Your can alga vigit the Cancern office near you,
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DOCUMENT 5

TABLE CONTAINING 6 CORE PRINCIPLES FOR CODES OF CONDUCT + STATEMENT
OF COMMITMENT ON ELIMINATING SEA
HUMANITARIAN ACCOUNTABILITY PARTNERSHIP (HAP) INTERNATIONAL, TO COMPLAIN OR NOT TO

COMPLAIN: STILL THE QUESTION - CONSULTATIONS WITH HUMANITARIAN AID BENEFICIARIES ON THEIR
PERCEPTIONS OF EFFORTS TO PREVENT AND RESPOND TO SEXUAL EXPLOITATION AND ABUSE, 2008

To complain o not to complain: still the question 13

2. The March 2004 Interagency Standing Committes (LASC) Draft Protocel outlining core
Erj.m:':plﬁ to be incorporated into codes of conduct, staff rules and regulations (principles
elow).

3. The December 2006 Statement of Commitment on Eliminating Sexual Exploitation and
Abuse by UN and non-UIN personnel (below).?

S5ix (8) core principles to ba incorporatad
into codes of conduct

Statoment of Commitment on Eliminating
Soxual Exploitation and Abuse by UN and
non-UN Parsonnel {Decemboar 2006)

and staff rules and regulations
(IASC Draft Protocol March 2004)

1. Sexusl exploitation and abuss by 1. Develop organisstion-specific strategias to
hurmanitarian workers constitute acts of gross prevant amd respond to sexual exploitation and
misconduct and are therafore grounds for abusa.

tarmination of empl oyrment,
2. Incorporate our standards on seual

exploitation and abuss in induction materals
and training courses for our personnel.

2. Sewusl activity with children {persons under
the sge of 18) is prohibited regardless of

the sge of majorty or sge of conzsant localhy
Mistaken balief in the age of a child is not a 3. Prevent perpstrators of sexual exploitation and
PERERreS abuse from being (re-jhired or (rejdeployed.

4. Ensure that complaint mechanizms for
reporting secual exploitation and abuse are
accesaible and that focal points for receiving
cormplaints undsrstand how to dischags thair
duties.

3. Euxchange of money, employment, goods, or
sanices for sex, including sssual favours
ar other forms of humiliating, degrading or
exploitative behaviour is prohibited. This
includes exchangs of assistance that is dus

to beneficiaries. 5. Take appropriate action to the best of our
abilities to protect persons from retaliation
whare allegations of sexual exploitation and
abuse are reportad involving our personnel.

4. Sexusl relationships betwean hurmanitanan
workars and beneficiaries are strongly
discouraged since they are based on
inherently unequal power dynamics. Such G. Investigate allegations of sexual exploitation

relationahips undarmins the credibility and and abuse in a timely and professional
integrity of hurmanitarian aid work.

MManmer.
. Where a humanitarian worker develops T. Take swift and appropriste action against
concems of suspicions regarding sexual parsonnel who commit sscual exploitation and
abuss or exploitation by & fallow worker, Rt
whether in the sams agency or not, 8/ hea
must repart such concerns via established 8. Provide basic emergency assistance to
agancy reporting mechanisms. complainants of sexual explotation and
abusa,

3. Humanitarian agencies ars obliged to craate

and maimtain an ervironmant which prevents
seoiual exploitation and abuss and promotes
the implementation of their cods of conduct.
Mansgers at all levals have particular
regponsibilities to support and develop
gystems which maintain this emdronment.

Regularly infomn cur personnal and
communities on maasures taken to prevent
and respond to sexual exploitstion and abuse.

. Engage the support of communities and

govemments to prevent and respond to sesusl]
exploftation and abuss by our parsonnal.

2 The entire Statement of Commitrment on Eliminating Seaual Exploitation and Abuse by UM and nor-UN

personnel can be found through this link: hitp: /S eeerachueeu. orgy Deptsy dpko S COT fstaternent. pdf



http://pseataskforce.org/uploads/tools/tocomplainornottocomplainstillthequestion_hapinternational_english.pdf

33. Trinidad and Tobago Red Cross Society
Ms Delia Chatoor, President

34. Winrock International Institute for Agricultural Development (Winrock Internaticnal)
Mr Frank Tugwell, President and Chief Executive Officer

35, Women's Commission for Refugese Women and Children
Ms Carolyn Makinson, Executive Director

36. World Vision International
Eevin J. Jlenkins, President and Chief Executive Officer

Stotus as of December 2011

Appendix 2: Six core principles relating to sexual exploitation
and abuse*

1 “Sexual esploitation and abuse by humanitarian workers constitute acts of gross
misconduct and are therefore grounds for termination of employment.

2. Sexual activity with children {persons under the age of 18) is prohibited regardless of
the age of majority or age of consent locally. Mistaken belief regarding the age of a child
is not a defence.

3. Exchange of money, employment, goods, or services for sex, including sexual favours
or other forms of humiliating, degrading or exploitative behaviour is prohibited. This
includes exchange of assistance that is due to beneficaries.

4. Sexual relationships between humanitarian workers and benefidaries are strongly
discouraged since they are based on inherently unequal power dynamics. Such
relationships undermine the credibility and integrity of humanitarian aid work.

L. Where a humanitarian worker develops concerns or suspicions regarding sexual abuse
or exploiation by a fellow worker, whether in the same agency or not, he or she must
report such concemns via established agency reporting mechanisms.

&. Humanitarian workers are obliged to create and maintain an envircnment which
prevents sexual exploitation and abuse and promotes the implementation of their code
of conduct. Managers at all levels hawve particular responsibilities to support and develop
systemns which maintain this environment.”

4 See Report of the inter-Apency Standing Commitbse Task Force on Protection from Sewusd Exploitstion and Abuse in
Husmenitarizn Crises of 13 dune 20302, Plan of Action, Sachion LA


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

REGIOMAL INTER-ASENCY COMMUNITY-2ASED COMPLAINT REFERRAL MECHAMISM 1N THE AMERICAS
For Regionsl Cross-Border and Inter-&gency referrals of SE&SH complaints

33. Trinidad and Tobago Red Cross Society, Ms. Delia Chatoor, President.

34. Winrock International Institute for Agricultural Development (Winrock International],
hr. Frank Tugwell, President and Chief Executive Officer.

35. Women's Commission for Refuges Women and Children, Ms. Carolyn Makinson, Executive
Director.

36. World Vision International, Kevin J. Jenking, President and Chief Executive Officer

Status as of December 2017

APPENDIX 2
SIX CORE PRINCIPLES RELATING TO SEXUAL EXPLOITATION AND ABUSE*

“Sexual exploitation and abuse by humanitarian workers constitute acts of gross
misconduct and are therefore grounds for termination of employment.

Sexual activity with children (persons under the age of 18) is prohibited regardless of
the age of majority or age of consent locally. Mistaken belief regarding the age of a
child iz not a defence.

Exchange of money, employment, goods, or services for sex, including sexual favours
or other forms of humiliating, degrading or exploitative behaviour iz prohibited. This
includes exchange of assistance that is due to beneficiaries.

Any sexual relationship between those providing humamnitarian assistance and
protection and a person benifiting from such humanitarian assistance and protection
that involves improper use of rank or position is prohibited. Such relationships
undermine the credibility and integriry of humanitarian aid work.

Where a humanitarian worker develops concems or suspicions regarding sexual abuse
or exploitation by a fellow worker, whether in the same agency or not, he or she must
report such concerns via establizhed agency reporting mechanisms.

Humanitarian workers are obliged to create and maintain an environment, which
prevents sexual exploitation and abuse and promotes the implementation of their
code of conduct. Managers at all levels have particular responsibilities to support and
develop systems which maintain this environment.”

4. hitps/finteragencystondingoommitiee.ong/prin cpals/documents-prblicfasc-siv-cone-principles-rela ting-raxua-axploitoton-and-
abuse-2002
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REGIDOMAL TOOLET
for FSEA/SH and Commeunity-Eased Complaint and Referral Bechanism in the Americas

TOOL 10

EXAMPLE: STAFF CODE OF CONDUCT FOR PREVENTION OF SEXUAL
XPLOITATION AND ABUSE (SEA) AND SEXUAL HARASSMENT (5H)

The higheststandards of ethical and professional conduct are expected of all staff, representatives,
contracted parties, volunteers working for the protection of and provision of services to concerned
populations in the Americas Region.

This Code of Conduct applies to all [Mame of service providerfagency]

staff/personnel and our partners, including all service providers, i.e., all people and organizations
involved in the provisions of services including, contractors, sub-contractors, day laborers, and
volunteers and all are expected to sign it. This Code of Conduct is based on the Secretary-
General's Bulletins on 1. Special Measures for Protection from Sexual Exploitation and Abuse [5T/
SGB/2003/13) and on 2. Prohibition of discrimination, harassment, including sexual harassment,
and abuse of authority (ST/SGB/2008/15).

, understand that | have duty of care to beneficiaries and a responsibility to
Ensure that affa::ted women, girls, boys, and men are treated with dignity and respect.

| understand that | have a responsibility to my colleagues and co-workers to ensure their right to
be treated with dignity and respect and to be free from all forms of harassment in the workplace.

| commit to uphold the highest standards of professional and personal conduct, even when | am
off duty or away from my duty station.

| understand that sexual exploitation and abuse and sexual harassment’ are all unacceptable
formz of behavior and jeopardize the credibility and reputation of all agencies and their staffyf
personnel in [SITE] i

In order to prevent sexual exploitation and abuse, | commit to rezpect the six core principles of

PSEA:

.  Sexual exploitation and abuse are serious misconduct and grounds for disciplinary measures,
including summary dismissal.

. Sexual activity with children (persons under the age of 18) is prohibited, regardiess of the
age of majority or local age of consent. Mistaken belief in the age of the child is not a defense.

lll. Exchange of money, employment, goods or services for sex, including any humiliating,
degrading, or exploitive behavior is prohibited.

1. Sewusl Exploitation is ary actuzd or attempted abuse of 3 person in 2 posidon of vulnerabity, diferential power, or trust, for seaual
purpases, including, but not Bmited to, profitng monetarily, socially or politicz®y from the sexual exploitzton of arother:

Sexual Abwse is the actual or threatened physical intrusion of 2 sexuzl nature, whether by foroe or under vnequal or ooercive conditions.

Sexual Harassment is zmy unweboome sevuad sdvance, request for sexual fawowr, verbal or physic! conduct or gesture of 2 sexual natune,
or ary other behawviour of 3 seual nature that might reasorably be expected or be perceived to cause offenoe or humiliztion to another.
Seaual harsssment may occur when it interferes with work, is made 3 condition of employment or crestes an intmidating, hostle ar
offensive environment.

108
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Any sexual relationship between those providing humanitarian assistance and protection
and a person benefiting from such humanitarian assistance and protection that involves
improper use of rank or position s prohibited. Such relationships undermineg the credibility
and intagrity of humanitarian aid work,

Sarvice providers, parsonnal providing assistance to concerned populations are obliged to
create and maintain an environment that prevents sexual exploitation and abuse. Managers
at all lewels have an additional responsibility to do so.

Where service provider or personnel has concerns or susplcions regarding sexual exploitation
or abuse by a service provider, personnegl he/she must report such concems. In [SITE — add
spacificity of the site/operation] , & confidential complaint can be
made by or on behalf of a survivor by contacting:

[Mamies, numbers, email ete. for complaint referral pathways].

In order to prevent sexual harassment, | commit to respect the following principles and
conditions:

L

Sexual harassment at the workplace, or in connection with work, constitutes unacceptable
behaviour and will not be tolerated.

Sexual harassment is a form of sex discrimination which negatively affects the working
environment and adversely impacts the dignity and well-being of a person.

something can be considerad sexual harassment even if the alleged harasser did not intend
for it to be. It doas not have to be intentionally directed at a specific persan.

Failure to promote and maintain a respectful work environment may result in disciplinary
action, including summary dismissal.

All service providers and personnel are obliged to create and maintain an environment that
prevents sexual harassment. Managers at all levels have an additional responsibility 1o do so.

Where an individual has concerns regarding an incident of sexual harassment, he/she should
raport such concems, In [specific sie/oparation] , aformal or informal
process can be initiated by contacting:

[Specificities of office/operation]

By signing this Code of Conduct, | hereby agree to uphold its principles to the best of my ability
at all times,

Name and Signature:
Titla:
Date:
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SAFE AND ETHICAL REFERRAL

As Save the Children’s Sexual Violence Brief Programmatic
Guidelines note, referral pathways should indude the
following information:

» Specific information on how and where a
SUMViVor oIn acoess Services

* Types of services available (health, psychosocial,
contact informaton

*  Any costs involved with accessing referral services
covered — Save the Children will cover these costs
partners ar volunteers. Survivors do not need to
prove that the worlks for us before
receiving after-care funded by Save the Children —

the most important thing is treatment.

TYPES OF REFERRAL

* Programmatic sources of support available

* Any protocels for having someone accempany
* Follow up services and other forms of support

Be aware that some traditional justice systems (for
example, local elders’ groups) suggest that money from
perpetratars, to give to a surviver of sexual abuse, or
their family members, is an appropriate response to
abuse. Others may recommend that the perpetrator
muarries the victim. Save the Children cannot engage
in traditional justice mechanisms that are not in the
best interest of children, and even where traditional
justice mechanisms have been chosen by the surviver,
an investigation is stll required by Save the Children
and suppert to the surviver/victim must also be offered

by us, independently of the local or traditional justice
mechanism.

Children and adults in the community who experience abuse or harm due to Save the Children's action, or
inaction, may have a variety of needs. You should include these on your referral pathway:

. MEDICAL ASSISTANCE

Post-exposure prophylaxis

Treatment for sexually transmitted
infections

Emergency contraception

Care of wounds

Treatment for life-threatening complications
Support for children conceived as a resul
of seoual abuse or exploitation; as well as
their mather

. LEGAL ASSISTANCE OR SUPPORT
TO ACCESS FORMAL JUSTICE

Travel costs to visit a Police station
Legal clinics er support groups
Access to legal representation

. PSYCHOSOCIAL ASSISTANCE

Counselling, or local equivalent (surviver!
victim support groups/organisations)
Family mediation

Reintegration assistance

Com MUty Sessions

4. PROTECTION ASSISTANCE

+ Safe shelters
* PRelocation assistance

* Transport assistance


https://resourcecentre.savethechildren.net/node/16365/pdf/safeguarding_in_emergencies_toolkit.pdf

Save the Children will also offer basic material assistance  Awccess to basic mental health and psychesacial support
where needed (for example, food, clothes, hygiens kits, is also available through Save the Children (sometimes
shelter) as well as support with school re-integration, through cur cwn programming, if not then through local
liveliheods and family conflict reselution, where needed. services), and access to legal services.

All this support is offered on a case-by-case basis.

Save the Children's overall pl"ln:ph'ﬁ:rn lur!irﬂ'-fnl:uld. ftrm._lrnn*irr_fuj'md approach are:

SAFETY: CONFIDENTIALITY:
ihia Bk I sacurity ol the: (1) | must be stricdy adhered to in dll
survivor is the priority aspects of handling a safeguarding case
DO NO HARM: =/ INFORMATION:
take no actions that could make ==4f mustbe stored safely within DATIX and
things worse for the surviver oll data protection requirements adhered
BEST INTEREST: NON-DISCRIMINATION:
all actions are determined by the hhﬁhpﬂﬁhﬁwnnd equal
best interest of the child or hntmutthﬂ'g!ﬂhﬂlﬂﬂfnmtﬂ
adult surviver: and in collaboration a resukt of a possible safeguarding vilation(s)
with them where possible

| WORKING:
EMPOWERMENT: Whﬂllumnmgmm
rights and dignity of the survivor cultwrally and ethnically appropriate.

-
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Annex | - Checklist

POLICIES AND PROCEDURES

O

|
|
O

A PSEA-specific policy has been developed or PSEA has been embedded in
existing policies and procedures.

Awork plan to implement the PSEA policy has been developed.
Implementation of the work plan is constantly monitored.

The PSEA policy is regularly reviewed.

CODES OF CONDUCT

(]
(]

O

The company code of conduct explicitly prohibits SEA.

The company code of conduct sets out standards of conduct and employees'
responsibilities with regard to PSEA.

The company code of conduct is translated imto a language or languages that
personnel understand.

RECRUITMENT, PERFORMANCE APPRAISAL AND DISCIPLINE

(]
(]
O

A PS5EA focus is integrated in the recruitment process.
PSEA, is embedded in company performance appraisal procedures.

Disciplinary procedures for 5E4 abuses are established and communicated to
personnel.

TRAINING AND RAISING AWAREMNESS

(]
(|
O
(]
(]

(|

All personnel receive initial and recurmrent PSEA training.
Managers receive specific training on their PSEA responsibilities.
The content of training is adapted tothe operating environment.

When it develops and delivers PSEA training, the company considers drawing
on support from PSEA experts and local civil sod ety organisations.

Where possible, PSEA training sessions are opened and clesed by a senior
manager.

The company uses a range of tools to make staff aware of PSEA.

OPERATION DESIGN AND RISK ASSESSMENT

O
|

The company runs SEA risk assessments before sach operation.

If mecessary, the company adopts additional risk mitigation measures to
prevent SEA.

The company considersdrawing on support from local civil society organisations

1o help identify risks and assess the degree towhich its risk mitigation measures
are appropriate and effective.


https://www.icoca.ch/sites/default/files/uploads/ICoCA_PSEA_Guidelines_A4_web_0.pdf

AGREEMENTS WITH PARTNERS AND SUBCONTRACTORS

O

O
O

SEA COMPLAINTS AND INVESTIGATION

O

The company assesses the ability of partners or subcontractors to comply with
PSEA standards of conduct before it implements operations with them,

FSEA dlauses are included in agreements with partners and subcontractors.

The company constantly monitors implementation of PSEA clauses contalined
in contracts.

The company adopts a survivor-centred approach when it receives and
imvestigates SEA complaints.

The company takes the gravity and peculiarities of SEA into account when it
appoints an investigating team.

The investigation process |3 driven by values: investigations are prompt,
thorowgh, impartial, documented, and safe.

Appropriate disclplinary action is taken against SEA perpetrators.

Al instances of sexual viclence are reported to the competent authorities,
based on the wishes of the survivor and an assessment in lime with Section 3.1.4
of the ICoCA Guidance on Company Grievanoe Mechanisms,

The reasons behind SEA incidents are inmvestigated. Investigations assess
whether additional risk mitigation measures need to be adopted to prevent

SURVIVOR AS5I5TANCE

O

The company considers providing immediate assistance to survivors before
their allegations of SEA have been substantiated.

The company considers providing longer term assistance to survivers whose
SEA elaims have been substantiated.

Assistance strategies are designed to meet the individual's needs, wishes and
best interests.

The company respects the rights of SEA survivors to be informed, treated with
dignity, and imvolved at every stage of the assistance provision process.

The company assesses whether the assistance provided has been appropriate
and effective, in order to improve assistance in the future.,

LEMADAHD - | KANNY
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TOOLKIT B)

FOREWORD

This toolkit aims to provide your
organization with guidance on risk
assessment and management while
working on the Prevention of Sexual
Exploitation and Abuse (PSEA). The
five documents gathered here were
developed by different organizations
and have been selected among the
Digna database. The documents are
samples of useful tools to identify risk
indicators and strategies to manage
them, and might be wused as
examples for each organization to
develop their own risk management
systems.

Some documents focus on the
identification of risks, whereas others
provide suggestions for mitigation. In
addition, all the documents provide
valuable tools on which aspects
should be taken into consideration
while conducting an objective risk
assessment. In general, the
documents are complementary, and
Digna considers that a combination
of the text and tables they bring forth
would enhance the quality not only of
the documents themselves, but of the
work developed by the organization.

Digna deems some documents as
particularly  interesting for the
development of organizations risk
management systems. For example,
the risk assessment guidelines
developed by Save the Children -
document 2 in this toolkit - show the
different sectors that should be taken
into consideration while assessing
risks. For its part, the tool presented
by Nottinghamshire and Nottingham
City Safeguarding Children Boards -
document 5 in this toolkit - is a
straightforward way of covering
important risk-related aspects.

Digna is committed to provide your
organization with clear and useful
tools. We hope they will help your
work while developing systems to
objectively assess and manage risks
related to PSEA.

-




LIST OF DOCUMENTS

Risk assessment and strategies for safe operations and programs -
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. 99-101.

Risk assessment for planned programs - Save the Children,
Safeguarding in Emergencies Toolkit, 2019, pp. 18-19.

Identifying_and Assessing_Risks - Cornwall and the Isles of Scilly
Safeguarding Children Board (SCB), Children Abused Through Sexual
Exploitation - Risk Assessment Toolkit, 2014, pp. 5-12.

Intervention and Disruption Strategies - Cornwall and the Isles of
Scilly Safeguarding Children Board (SCB), Children Abused Through
Sexual Exploitation - Risk Assessment Toolkit, 2014, pp. 16-23.

Sexual Exploitation Risk Assessment Tool - Nottinghamshire
Safeguarding Children Board / Nottingham City Safeguarding Children
Board, MULTI AGENCY Sexual Exploitation Risk Assessment Tool, no
date, pp. 2-6.

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)
e to conduct risk assessment (ANC 03-20: Breakout Session 4)

ANC = Annual National Conference

TOOLKIT B)
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https://www.refworld.org.es/pdfid/5db1dd134.pdf
https://resourcecentre.savethechildren.net/node/16365/pdf/safeguarding_in_emergencies_toolkit.pdf
https://www.cornwall.gov.uk/media/12534748/Children-Abused-Through-Sexual-Exploitation-Risk-Assessment-Toolkit.pdf
https://www.cornwall.gov.uk/media/12534748/Children-Abused-Through-Sexual-Exploitation-Risk-Assessment-Toolkit.pdf
http://www.equation.org.uk/wp-content/uploads/2017/02/EQ-LIB-183.pdf
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TOOL 8

RISK ASSESSMENT AND STRATEGIES FOR SAFE OPERATIONS
AND PROGRAMMES

e

NOTE

AREA

Thie tiemplate formsa pan of the PSEASH Project in the Americas region and
should be used in coordination with othertools 2.g. Tool 1; Model S0Ps for
PSEA and complaint handling mechanisms and Tool 4: Steps to set-up a
community-based complaint mechanism. This ool iz intended 1o be used
as part of the process any service provider undertakes to establish PSEA )
SH aystems and:to be used by PSEA Focal Points and/or other personnei
who have specific experience and expertise in protection of vulnerabie

persona as part of their role.

QUESTIONS TO CONSIDER FOR RISK
ASSESSMENT

POSSISLE MANAGEMENT STRATEGIES

PROFILE OF
COMNCERMED
POPULATION

+  What iz the demographic profile
of the population in the target
areaz (e.g. sex, age, education
level, income level, household
gize, percentage of female-
and child-headed households,
marriage age, religion, ethnicity,
miigration status, etc.}?

*  What are some of their

characteristics that may render

them more suzceptible to SEA?

Which groups are particularly

wvulnerable?®

Adapt awareness-raiging

efforts on SEA and complaint
mechanizms to mest specific
needs of target concerned
populationz e.g. high vigibility at
borders, transit areas

Conduct targeted information

campaigne for population groups
that are highly suzceptible to SEA
e.g. LGBTI

PROFILE OF
PERSOMNMEL

+ lathere am adequate gender
balance of personnal involved
in provizion of services and
programming (i.e. at least 50%
female), particularly of personnel
directhy engaging with affected
women and children?

*  Have personnel been sufficiently
vetted e.g. background checks,
references?

* Hawve personnel received a
comprehensive induction on
code of conduct, PSEASH and

complaint mechaniama?

Re-adjust gender balance of
perzonnezl involved in service
provision and direct work with
concerned populationa

Recruit additional female
perzonnel involved in direct
gervice provigion and operationz

Review HA filez of perzonnel and
conduct additional screening

for previous misconduct where
neaded

1. This tool is adapted from UMNICEF draft PSES field toolist piloted in 2019
2. For 2 Est of at-rick groups, see pages 11-13 of the [A5C, Guidedines for Integrating GBV Interventions in Humandtsrian Action,
September 2015, Also note that some individuals may have overzpping vulrermabiktes (e.g. adolescent girls, mothers with disabilices).
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REGIOMEL TOOLEIT

fior PSEA,SH and Community-Beased Complsint and Refemsl Mechaniom in the smences

FROFILE OF
PERSONNEL

Are all personnel regularly
trained on PSEA/SH and

complaint mechanisma?

Conduct (refresher) training on
SEA/SSH for all personnel on a
regular basis, specifically focused
on possible risks associated with
the contaxt and programme
activities e.g. shelters, mobile
population

Include training and capacity
building on PSEA/SH for personnel
in programme plans and budgets,
and ensure parsonnel recaive
regular refregher trainings

Ensure that all personnel are
informed and updated on PSEASSH,
complaint and raferral mechanisms,
inter-agency systemns for referrals,
PSEAaFm:uI points’ names and
contacts.

OPERATIOMAL/
PROGRAMME
APPROACHES

In what ways could the
oparation/programme create or
excpcerbate existing imbalances
between personnel and
members of the concernad
population?

How do personnel
communicate, make
themaehves known, and share
infarmation {including on
PSEA, complaint mechanisms)
to concerned populations and
host communities?

Does the operation/programme
involwa direct interaction
batween parsonnel and
concerned populations,
espacially children?

How are personnel providing
services (e.g. private/public,
waorking in pairs/alone, gender-
mixed)?

Are external visitors allowed to
attend operation/programme
activities unaccompaniad? Who
is in v:hlr%a of making these
decisions

Have multi-disciplinary teams for
assessmants and monitoring e.g9.
include protection and PSEA focal
points

Include assessment of language,
literacy, communication
preferences in needs assessments
and monitering and, based on
this provide regular, accessible
information (including on

the agancy, the programme
deliverables, PSEA commitments,
complaint mechanisms etc.)

Arrange perodic site visits by PSEA
focal points or othar independent
observer, to assess potential risks
and review solutions to actual
negative effects reported or
observed

Regularly assess the locations,
timings of sarvices provided to
ensure they are safe for people

to access, they ensure adequate
privacy and create safe spaces for
vulnerable groups

While in respect of the context and
the need for discretion, protection
and privacy for vulnerable
populations, consider the visibility
requiremants of personnal to
engure that they are appropriately
identifiable / accessible

Restrict access of external visitors
to operations/programme activities,
as needed, Ensure that external
visitors have received sacurity
briefings, signed a Code of Conduct
and are accompanied by personnel
at all times
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OPERATIOMAL,
PROGRAMME
CONTEXT

Where are services provided

{e.g. shalters, safs houses,
camps, informal settlemeant, host
community, rural/urban setting,
atc.)? What are specific risks
associated with the location (e.g.
lack of availability of complaints
machanisms or sarvice providers,
insacurity, remotenass)?

What is the attitude of concerned
populations towards SGBV
concerns! How comfortable
would they be to raise concerns
and make complaints regarding

SEA7

Ara systems [ machanisms in
place and functioning whereby
concerned populations ara
facilitated to ralse concerns and
submit complaints to service
providers in the operational’
programme areat

Are service providers
coordinating and working
together to ensure that
concerned populations are
protected from SEA/SH by all
personnel operating in the area?

Create a more secure
anvircnment in operation/
programme locations (e.9. install
lights, hire appropriate and
trained night security guards)

Establish Standard Operating
Procedures (SOPs) for
community-based complaint
mechanisms e.g. for individual
service providers and/or jointly
with a group of providers
covering a specific operational
area

Work with concerned populations
to dasign, monitor and adapt
feedback and communication
channels, and complaints
miechanisms to meet their needs

Agree and establish inter-agency
complaint referral mechanisms
and SOPs

Ensure referral pathweays for
SGBY, child protection, other
services are established and are
understood by relevant personnel
&.g. field personnel, PSEA FPs

Report transparently (in respect
of confidentiality) on statistics of
complaints received, investigated,
results.



https://www.refworld.org.es/pdfid/5db1dd134.pdf

i I-!._._r' "l
-: _| l"-ff'l | -.--rr! '

|1~.|~-:'

|

RISK ASSESS ALL
PLANNED PROGRAMMES

In addition to ensuring that you have encugh staff When completing a risk assessment, the identification
and funding, there are other, very practical steps that of risks should fecus on risks that are “caused” by the
you will need to take to ensure cur programmes are implementation of Save the Children activities and by
safe for children — ene key step is risk assessing your our suaff, as well as risks that exist nearby, that we may
pregrammes and processes. This will help to ensure that accidentally expose children to (e.g. mines, armed groups,
your programme is as safe as possible for children water that children can drown in).

ard adules.

WHAT SHOULD IT COVER?

For any risk assessment, consider different safeguarding risles associated with:

PHOTCE SEACHAMYERSSSYETH E CHILDR B

The ﬁﬂﬂﬂn ﬁmn-w or

in which progromme cy activi in project

acuvites will be activity, including Save

conducted the Children staff
NGO and government

partners, volunteers,
incentive workers,
contractors, and
COMIMUAILY SOruCkures

Orther children and
community members
sodal risk who moy be pearby
(intarnal and exermal), conteEt or may
inchoding ethicol or the programme
considerations site (for example. school
{&.g.in media and children nearby who
communications weark) Moy GCosss O
consruction sie)

TOOLKIT B) P. 6
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WHO RUNS THE RISK ASSESSMENT?

Each sector lead is responsible for completing a
safeguarding risk assessment for their own area. The
overall risk assessment is co-owned by the Internal
Controller (if you have one) and the Child Safeguarding
national lead, Do review our secton-by-sector child

safequarding risk guidelines, You will need to regularly
check that the mitigations outlined in the risk assessment

are being delivered. This will include regular trips to field
locatons and programme sites. Thede visits should be
surprise visits wherever possible (if security ollows),

Remember that risk assessment and risk management
are dynamic processes — doing a risk assessment only
at the beginning of the response is not encugh, You will
need to work with the Internal Controller to continually
maonitor how effectively each sector is mitigating the

safeguarding risks.

A ey part of effective risk
assessment is also ensuring that
children are meaningfully engaged
and sharing their views. One

way to do this is to run a child-

led safeguarding risk assessment
workshop (for ages 5 = 11) find
more information here.

SECTOR-BY-SECTOR RISK ASSESSMENTS

You can find the sector-by-sector risk
briefings here:

CLICK HERE

CLICK HERE

Qr 7\l
1‘:’4& NUTRITION GLICK HERE

[ }>suppyCHAIN  cuckners

|]] eoucamion CLICK HERE

_I\I"? SAFETY & SECURITY  CLICK HERE

(AR O FERTANT THE CHIL RN
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TOOLKIT B)

Step 1: Identify the Risk Indicators
Indicators of Child Sexual Exploitation

Name of Young Person: DOB:
Name of Person Completing Form: Date:
Lower Level Indicators- one or more indicators identified
Overt sexualised dress

sexualised risk taking including on intemet

Unaccounted for monies or goods

Asszociating with unknown adults

Asszociation with other young people at rigk of CSE or who are being sexually exploited

| Reduced [:ﬂ'ltﬂl:t'l'.lil'lfﬂ'ﬂi']l'ﬂ'ﬂfl'im and other support networks

Sexually transmitted infections

Eqﬂ'lmnhigwmmlgs and/or alcohol

Poor z=if image

Eating dizsorders

Superficial seif harm

Medium Level Indicators- any of the above and ONE or more of these indicators

Getting into cars with unknown adulis

Fleguhﬁ mrnn!_; rnnﬂlaianrg-n-'ng m'nsilg

Associating with known CSE adults

Being groomed on the intemet

Clipping i.e. offering to have sex for money or other payment and then running before
sex takes place

Disclosure of a physical azsault with no substantiating evidence fo warrant a 547
enguiry, then refusging to make or withdrawing a complaint

Being involved in CSE through being seen in hotspots Le. known houses or recruiting
grounds

Having an older boyfriend/girifriend

Mon school attendance or excluded

>taying out overnight with no explanation

Breakdown of residential placements due to behaviour

Unaccounted for money or goods including mobile phones, drugs and alcohol

Multiple sexually transmitted infections

[ Self harming that reguires medical treatment

Repeat offending

Gang member or association with gangs

High Level Indicators- any of the above and ONE or more of these indicators

Child under 13 engaging in sexual activity

Pattern of street homelessness and staying with an adult believed to be sexually
exploiting them

Child under 16 mesting different adults and exchanging or =elling sexual activity

Being taken to clubs and hotelz by aduliz and engaging in sexual activity

Disclosure of serious sexual assault and then withdrawal of statement

Abduction and forced imprisonment

TEI‘-E'ng moved around for sexual anl-ivitj.r

Dizappearing from the ‘system’ with no contact or support

Being bought/solditrafficked

Multiple miscarriages or terminations

P.
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TOOLKIT B)

Indicators of CSE in conjunction with chronic alcohol and drug use

Indicators of CSE alongside serious self harming

Receiving rewards of money or goods for recruiting peers into CSE

P.
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Step 2: ldentify Additional Vulnerability Factors

Additional Vulnerability Factors Form

HName of Young Person: DOB:

T

Children and young pecple Locked After

Patterns of abuse and/ or neglect in family

Homelessness/sofa surfing

Substance misuse by parentsfcarersichild

Learning disabilities, special needs or mental health
issues

Homophobia

Breaks in adult relationships

Death, loss or illness of a significant person in the
child's life

Financially unsupported

Some form of family conflict

Lack of love and security

Adult prostitution

Migrantrefugee/asylum seeker

Crther, please specify

MName of Professional/Person Completing:
Date:

Review Date:

TOOLKIT B) P. 10
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Step J: Complete the Risk Factors Matrix

Superficial self harm

Overt sexualized dress If needs cannot be met by
individual agency, then refer fo
Sexualised rigk faking, including on congideration for a CAF fo be
Low Risk
' Unaccounted for monies or goods Motify MISPER Police Officer if the
child or young person i going
Low rizk cases do Associating with unknown aduls missing.
not usually mest
the threshald for ONE OR Associating with other young people Keep detailed records of
Social Care MORE who are at risk of CSE or who are incidents/rizks and use the
m" but INDICATORS being sexually exploited Information Report Form fo share
should have | IDENTIFIED information on victims/perpetrators.
individual or muli Reduced contact with family'friends
agency Mo child under 13 can be
infervention Sexually transmitted infections categorised as LOW.
' ' Experimenting with drugs/alcohol Mo child with a learning
dizability can be categorised as
Poor self image LOW.
Eating dizorder Contact CSE Manager for advice

and resources if rizsk escalates.

Enzure information iz recorded.

TOOLKIT B)
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Getting into cars with unknown or
known CSE adulis contact CSE Manager for advice if
required.
Regularly coming home late or
Medium Risk going missing Consideration o convene Strategy
' discussion regarding S47
Asszociating with known CSE adulis investigation.
As indicated Being groomed on internet Consgideration fo be given io
“above, the convene a CSE Meeting.
indicatorsarea | Any of the Clipping i.e. offering to have sex for L _
guide to assisting | above AND money or other payment and then If Strategy discussion not required,
the exercize of ONE OR running before sex takes place assessment to be completed within
professional MORE 10 working days. The completed
judgement. In INDICATORS Disclosure of physical assault with assessment should be sent to the
relation fo the IDENTIFIED no substantiating evidence to Principal Officer 3 working days
medium level warrant 8 S47 enquiry, then refusing prior to the CSE meeting.
indicators, should to make or withdrawing a complaint
professional Employ immediate disrupfion
judgement Being involved in CSE through taclics; see disruplion toolkit
determine that being seen in hot spots i.e. known o o
there iz ' houses or recruiting grounds Consider if the offending i=
reasonable cause symptomatic, coerced or criminal
to suspect that the Older irifriend
child is suffering or Povg Inform the Missing &CSE Forum
likely to suffer Non school attendance or excluded by completing the CSE Information
significant ham Forum
requiring Staying out ovemnight with no : o
investigation under tarati Ensure information is recorded.
547 of the
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Breakdown of placements due fo
the uml:ﬂiumﬂ behaviour
hﬂﬂlﬂ'l:rel u:E Unaccounted money or goods Le.
should be maobiles, drugs, alcohol, clothing
‘followed.

Multiple sexually transmitted
infections

Self harming requiring medical
assistance

Repeat offending

Gang as=ociation or membership

TOOLKIT B)
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or terminations

B NUMBEROF | o ypi oo » | REQUIRED ACTION {(BRIEF
BRI LEVER INDICATORS | BEHAVIOURS ¥ | POINTS) CONSIDERATIONS
Child under 12 engaging in sexual A referral fo the MARU for a 547
activity EngQuiry.
_ o Pattern of street homelessness and Discuss with CSE Manager.
High Risk staying with an adult believed fo be S _
sexually exploiting them Jaint investigation with the Police
Any of the and Social Care.
above and Child under 18 meeting different 3 _
It is envisaged that | ONE OR adults and exchanging or selling Initiate of update social work
the use of an Initial | MORE OF sexual activity assessment and use the C5E risk
‘Child Protection THESE assessment toolkit fo guide or
Conference INDICATORS Being taken to clubsihotels for update assessment.
{ICPC) in cases of sexual activity with adults _
sexual exploitation Use key disruption tactics.
will be relatively Disclosure of sexual assault and
rare, but will take then withdrawal of statement Abduction Nofice.
place where there )
are a number of Abduction and forced imprisonment Health, Folice and Children’s
other concemns in Social Care alerts.
as well as Being moved around for sexual
concems around mﬁ:iglym ane SEHuE UKHTC/UKBA.
sexual ]
mm" Disappearing from the "system" with m“m“ﬂ‘ﬁﬂ“ﬂﬂ
particular no contact with support Fregna_nn‘;r and Domestic Viclence
neglectful or strategies.
collusive Being t hti=old/ fraficked
parenting. Where na Harm reduction/detoc
sexual exploitation . - - programmes.
Under 18 with multiple miscarna
remains the critical F g==
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I wﬂf | Hmmﬂﬁﬂﬂﬁm
nm-r:m:l !n:[g h Indicators of CSE in conjunction with
no E!l'!ﬂﬂ'li'ﬂ‘ﬂ chronic alcohol and drug use Psychiatric assessment/intensive
parenial m or support.
neglect, a Principal Indicators of CSE alongside serious
ﬂﬁ::ﬂ'h' ﬂhii self harming Reinforce criminality of offender,
Pmim:lnlmd gather information for Police and
Review (POCP&R) Receving rewards of money or Social Care.
will chair a CSE goods for recruiting peers into CSE
Hmiﬂg. Ensure information is recorded.
12
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TOOLKIT B)

Intervention Strategies
Common strategies are outlined below:

1)

Disrupting the young person’s relationship with other young people suspected of
introducing them to adults involved in violence, gang activity, drugs and sexual
exploitation.

2) | Disrupting the younqg person’s contact with adults suspected of being involved in
violence, drugs and sexual exploitation.

3) | Gather and record information to assist prosecution and disruption of adults or other
young people suspected of being involved in violence, gang activity, drugs and sexual
exploitation. Commoboration of evidence is very important o prevent reliance on the
young person’s statement.

4) | Promote positive relationships with family, friends and carers.

5) | Physically protect the young person. Emergency Protection Order or Police Protection if
required and at the discretion of the relevant authority.

6) | Maintain contact whilst absent; ‘'compassion banking'.

7) | Enhance the return procedure to ensure it is a positive experience.

3) | Set clear boundaries to acceptable behaviour and motivate positive behaviour through
reward.

9) | Empower the parent/carer! foster carer, remember they are a key pariner in protecting
the child or young person and gathering information to disrupt perpetrators.

10) | Build the young person’s self-esteem.

11) | Raise the young person’s awareness of CSE and the dangers of risk taking behaviours.

12) | Consider health needs of young person.

13) | Involve the young person in diversionary activities.

14) | Make home a more atiractive place to live.

15) | Achieve nomality.

16) | Make school a more attractive place to go.

17) | Provide specialist support through other agencies.

18) | Plan on positive change for the future and set small targets to achieve monthly.

19) | Where a young person is refusing or reluctant to engage, and is involved in soliciting or

grooming peers discuss with the Police.

16
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Disruption Strategies

This fool identifies which disruption tactics may be used for the indnidual child, who is responsible and can monitor the progress.

purpose of charging the battenes and monitor nternet,
call and fext use.

Strategic Aim Intervention Options Responsible R A G
Disrupt the young |dentify whom the young person is spending time with
person’s relationship with and recognise negative relationships.
other young people Prevent visits to the hame by other young people who
suspected of introducing may either deliberately or unwittingly be recruiting the
them to adults invohved in young person.
violence, gang activity Secreen telephone calls to the home.
and sexual exploitation. Complete information report forms on known associates

and any risk they pose.
Disrupt the young Implement the Abduction Warnings and Orders strategy.
person’s contact with Recognise and acknowledge abusive relationships.
adults or young pecple Deny individuals suspected of abusing, grooming, or
suspected of being recruifing the young person access to the child's hame.
imvolved in violence, Secure mobile phones and Sim cards, particularly if
drugs and sexual supplied by abusers and pass o the Police.
exploitation. Consider remaving mobile phones at night for the

zather information fo
assist prosecufion and
disruption of adulis
suspected of being
imvalved in violence,
gang activity, drugs,
sexual explotation.

Obtain as much information as possible fo identify
associates and those who pose a risk to children and
young people. Good nformation includes full names, nick
names, telephone numbers, addresses and car
registrations etc.

Keep accurate reconds and retain the information on
children's personal files; it is important to date and time
the information and note wha is involved in incidents and
any interventions.

Send informafion to the MARU and CSE Manager.

TOOLKIT B)
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Strategic Aim

Intervention Options

Responsible

Mote down any hcensed body or property and send
imformation fo CSE Manager.

Ensure all network group members are updated at
meetings and as and when information is accessed.
Be aware of specific agency responsibility and
interventions re Abduction Orders, licensing remedies,
checks an persons etc.

Promote positive
relationships with family,
friends and carers.

Carers/parents should be actively engaged in searching
for the young person to show that they care.

Promaote positive relationships with family and friends.
Promote the need for carers/parents to show attention.
Encourage honesty. Reinforce the nature of the crime.
Invohve parentsfyoung person in tackling the problem and
in Metwork and CSE Meetings.

Identify suitable long-term key workers who can befriend
the young person.

Physically protect the
yaung person.

It is permissible to physically intervene to prevent a young
person running from care as an emergency intervention.
However, physical intervention does not offer a long-term
risk management strategy and if the only way to prevent
the young person repeatedly running away is by
physically restraining the young person on a regular
basis, an alternative placement should be considered.
Consider removing and presenving clothing and passing it
to the Police if it will aid the Police in an investigation
Police and Social Care Protection Powers fo be used as
appropriate.

Maintain contact whilst
absent.

Ring the young person’s mobile phone.
There must be 24/7 contact available so that the young
person does not feel isolated durning evenings or at
weekends.

TOOLKIT B)
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Strategic Aim

Intervention Options

Ensure the number of the Missing People Helpline and
Childline is in the young person’'s mobile phone address
book or text the numbers to them.

Compassion banking - send text messages to the young
person. Consider using text language’ that the young
person relates to, tell them you are worried and care
about their safety and encourage them to contact you or
anather adult.

MNeighbourhood Teams, border alerts (UKBALUKHTC)
and agencies in other cibes such as Social Care, Police
and specialist services.

If whereabouts are unknown consider publicity and

Enhance the return
procedure to ensure it is
8 positive experience.

ldentify an ndividual that the young person respects and
wants to talk to. This person should conduct the retum
mterview on every occasion wherever possible. This will
ensure consistency and facilitate a positive relationship
between the young person and the interviewer.
Interviews by Police Officers that are no more than an
admonishment of the young person should be avoided,
as these may exacerbate the situation. Threats to
prosecute for wasting Police time or threats fo take out an
ASBO are rarely effective at engaging young people who
regularly go missing. and are unlikely fo positrvely change
thieir behawviour.

Independent interviews should be arranged and would
preferably be conducted by Staff who have recenved
specialist training and have a good relationship with the
Yyoung person.

TOOLKIT B)
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Strategic Aim

Intervention Options

Return home intendews should be followed up by active
support of the young person to ensure the return
interview is seen as a posifive expenence.

Where child or young person is involved in petty offending
consider Restorative Jusiice Solutions as the offending
could be symptomatic of abuse; parficularly recognised in
young males.

Set dear boundaries fo

and motvate positive

Consult the young person and agree rewards and
penalties.

Consider reward schemes i.e. monetary vouchers.

Be flexible.

Adopt a behaviour management strategy.

Give the young person more independence in response
fo responsible behaviour,

Empower the parent/
carer! foster carer.

Raise the awareness of parant, carers and foster carers
of relevant policies, procedures, their responsibilities,
them.

Consider family support services.

Maintain active support of parents, carers and foster
carers.

Raise the awareness of parents and carers to help them
to identify the signs of child sexual exploitation and
encourage use of the information report forms.
Consider Parenting Crders.

Provide training in self-protecton.

Build the young person’'s

Identify and encourage positive activifies that the young

person may engage in and encourage the young persan
to make positive contributions at home, school, keisure or
work; posiive actvities should build self-esteem, not just
entertain.

TOOLKIT B)
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Intervention Options

Assist the young person fo look at the consequences of
their behawiowr.

Taks time to explain the issues and keep the young
person informed.
Involve the young person in looking at alternatives and

Raise the young person's
awareneass of the

Woaork with schools to raise awareness of risk.
Develop or identify internet sites aimed at young people
fo raise ther awareness of the dangers of going missing.
They must be young person focussed, accessible and
usar friendly fo ensure that young people will be attracted
to them and motivaied to use them Le. Think U Know'
websites.

Arrange input by professionals to groups or individuals
explaining the dangers.

Cirganise indnidual or group discussions with adults that
the young person respects.

Facilitate peer menioring (buddies) by young people who
hawve been through similar expenences and learnt how fo

cope and profect themselves from exploitation.
Arrange personal safety fraining for the young person and
family.

Caonsider the health
needs of the young

Sexual health and contracepiive advice.

Medical treatment if suffering neglect, injury or poor
health.

Therapeutic Interventions.

Invalve the young person
in diversicnary activities.

Enable the young person to parficipate in exciting posifive
activities and leisure activities such as drama or dance.

Activity weekends or team building exercises through
multi agency provision.
Arrange work experence opporunities or vocational

TOOLKIT B)
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Strategic Aim

Intervention Options

e
Use all agencies involved such as YOS5, Police, Voluniary
Sector and Social Care.

Make home a more

attractive place to live.

® = & & =

-

L

Identify pushfpull factors and deal with them.

Tackle relationshap problems.

Address domestic wiolence issues.

Tackle drug' alcohol probdems of other family members.
Consider an altemative placement that gives the young
person a feeling of more independence and responsibility.
Consider a placerment that has continuity of staff and
exira support for evening shifis.

Consider extended stay with a family member in a
different city to break the cycle.

Enforce bed times.

Enforce waking times.

Promote attendance at school.

people to eat together at meal times.

Make school a more
attractive place fo go.

- & & & ® 8 & |

Tackle bullying, truancy and peer pressure.
Prowide "Personal, Social and Health Education’.

provision.
Prowide funding for after school activities.

Provide specialist
support through other
SPENCIES.

® = & & W W

Sexual, Drug and Alcohol Counselling and other
Senvices.

Therapeutic Semnvices.

Advocacy Senvices.

Mentaring Services.

Child and Adolescent Mental Health Services (CAMHS].
Involve Education Welfare.

Involve Youth Services.

TOOLKIT B)
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Strategic Aim Intervention Options Responsible G

« Raise awareness of “drop in” support groups.

« Refer to Voluntary Sector for support.

= Pasitive activities.

= Provide self-referral systems so that young people can
refer themselves.

+ Provide parent-referral systems that deal with parent’'s
concerns that their young people will be taken into care if
they report abuse.

Plan on positive change « largets need fo be agreed with young person and

and set small fargets fo parents.

achieve monthly

Where a young person « Where the police are considering criminal action against

is refusing or reluctant to children and the final decision resis with the police, they

engage, and is involved should consult with partner agencies through the CSE

in soliciting or grooming meetings to ensure that all alternatives and i

peers, ensure all actons have been considered for that child, in lime with

engagement and ACPO guidance in relation to not criminalising young
activities people where possible.

detailed above have

been considered.

TOOLKIT B)
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MULTI AGENCY Sexual Exploitation Risk Assessment Tool

Child details

Mame Mame also
known as

Drate of birth Age

Gender Sexual

orientation
Ethnicity Religion

Address Fost code

Telephone First
number language

Child has a disability

Specify disability

Communication needs

Is the child Looked After?

Child's legal status if accommodated

Is the child subject to a child protection plan?

Is the child cumently missing/ regularly going missing?

Did the child participate in completing tool?

Date risk assessment tool completed

Professional(s) details completing the assessment

Name Telephone number

" E-miail

Placement information for Looked After Child

Placement type

FPlacement address &
details

Other Professionals
involved

TOOLKIT B)
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| MULTI AGENCY Sexual Exploitation Risk Assessment Tool |

Vulnerability Factors

additional detail/evidence regarding vulnerabilities

Live in a chactic or dysfunctional family O Early experimenting with drugs or alcohol O
History of domestic abuse within the Absent/truanting frem school O
family or own relaticnship

History of sexual abuse within the family | [ Lack of interest in education O
History of physical abuse, emotional Frequent poor behaviour O
abuse or neglect

Parents with mental health problems O Returning home late O
Parents with drugs or alcoheol abuse O Becoming estranged from family O
Bereavement or loss including loss of | Hostility towards other family members or O
sibling friends

Lack of protective factors within family O Physically aggressive to other family O
unit including love and security members

Social or learning difficulties O Mood swings O
Low self-esteem or confidence O Detached from age related activities O
Unsure of their sexual orientation O Secretive behaviour [l
Unsure of gender identity O Change in appearance O
Drugs or alcohol misuse by child O Secretive relationships O
Looked after child | Secretive about internet use O
Sexually active O

Homeless including sofa surfing | M.B. Mo child under 13 or with learning difficulties
Migrant, refugee or asylum seeker | can be categorised as low risk

Previous victim of CSE by child or a sibling | [

Under 13 years of age ) O

Significant physical health issues or O

learning disability for parent/carer

Financially unsupported O

Parent/care involved in prostitution O

Subject of bullying O

Mental health problems

Fage |3 5emsmlExploitation Risk Assessment Tood
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| MULTI AGENCY Sexual Exploitation Risk Assessment Tool |

Entering or leaving unknown vehicles
Setf—har-ming irld,p'-nr suicidality/suicide
ideation

Ower sexualised behaviour for age
Sexualised risk taking {including internet)
Gang invohement

Multiple callers to address

Unexplained physical injuries

Involvement in crime

Poor self-images
Breakdown of LAC placement due to
behaviocur

Considerable change in school performance | [ Recruiting others into exploitative situations | |
Exclusion from school due to behaviour O Meeting unknown adults O
Association with other victims of CSE O Previcus victim of CSE O
Sexually active under 13 yrs. O Chronic alcohol or drug misuse
Pregnancy, miscarriage and/or terminaticn EI Unexplained gifts: clothes, phones, money, ﬁ
including if under 13 yrs. jewellery, drugs, cigarettes
Multiple or recurring 5T1's O Ower sexualised appearance O
Missing or absent fr-nm home or care EI Being proomed to meet via the intermet ﬁ
Found in areas with no known connection O Engaging in sexual activity with adults O
Involvement in exploitative relationships O Presence or frequenting red light areas O
Association with risky adults O Visiting nightclubs with adults O
Unexplained relationships with adults O Visiting hotels with adults O
Receiving calls/texts from unknown O Transported from town to town for sexual O
pPErsons activity with adults.
Multiple boyfriends/girlfriends O Associating with known C5E perpetrators O
Clipping — offering sex for money with O Linked to hotspot CSE areas i.e. taxi ranks, O
intention to rob and run away bus stations, off licences and take-aways
Change in physical appearance — weight O Information of direct invelvement in CSE O
loss or eating disorder from reliable sources.
Forming relationships via the internet O Serious self-harming O
Dider boyfriend/girlfriend O Sexual assault disclosure then withdrawal O

O

O

O

O

O

O

O

O

O

]

Fage | 435znmlExploitation Risk Assessment Tool
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| MULTI AGENCY Sexual Exploitation Risk Assessment Tool |

Ma. of LOW
indicators:

=
m
L=
=

Professional’s analysis :

Using the guidance and considering your personal analyses in each area, give your final view
regarding risk. Please include in thizs zection any locations of concem and/or any persons of
concemn (including nicknames).

The child is assessed as LOW | MED HIGH

Professional’s
name and signature

Manager's name
and signature

Fage |5 Sexnssl Exploitstion Risk Assessment Tool
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MULTI AGENCY Sexual Exploitation Risk Assessment Tool

Manager's comments and view :

Date

For ALL agencies other than children’s social care this form does not replace a referral.

County: All agencies please send a copy of the completed form to
cse.riskassessment@nottscc.gosx.gov.uk FOR INFO

City: CHILDREN'S SOCIAL CARE ONLY please ALWAYS send a copy of the completed form to
racheal.oshorme@ nottinehamcity. gcsx.gov.uk and svelyn_hailwood®@nottinghamcity.gcsxgov.uk

F s ge | 6Semusl Exploiintion Risk Asseszment Tool
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TOOLKIT C)

FOREWORD

This toolkit aims to provide your
organization with examples of
report forms to be used in the
programs on the Prevention of
Sexual Exploitation and Abuse
(PSEA). The four documents
gathered here were developed by
different organizations and have
been selected among the Digna
database. The documents are
samples of report and referral
forms, and instructions on how to
proceed while processing a
disclosure, and might be used as
examples for each organization to
develop their own forms regarding
PSEA.

Digha deems some documents as
particularly interesting for the
development of this kind of form
within the organizations. For
example, the form produced by
the Inter-Agency Standing
Committee (IASC) - document 1 in
this toolkit - is a very complete

instrument to collect information
after an incident has taken place.
In turn, the list provided by Save
the Children - document 3 in this
toolkit - is a visually-friendly roll of
recommendations (do’s and don’ts)
to help handle a spontaneous
disclosure.

Digna is committed to provide
your organization with clear and
useful tools. We hope they will help
your work while developing PSEA
documents for processing
disclosures.

.




LIST OF DOCUMENTS

Incident Report Form / Complaints Referral Form - Inter-Agency
Standing Committee (IASC), Global Standard Operating Procedures
on Inter-Agency Cooperation in Community-Based Complaint
Mechanisms, May/2016, pp. 55-59.

Inter-Agency complaints referral form - 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. 92.

Handling_a spontaneous disclosure: Do’s and Don’ts - Save the
Children, Safeguarding in Emergencies Toolkit, 2019, p. 31.

Child SE Information Form - Cornwall and the Isles of Scilly
Safeguarding Children Board (SCB), Children Abused Through
Sexual Exploitation - Risk Assessment Toolkit, 2014, p. 28.

USEFUL:

e to develop a PSEA Policy and Code of Conduct (ANC 03-20: Breakout Session 2)
e to process a disclosure (ANC 03-20: Breakout Session 5)

ANC = Annual National Conference

TOOLKIT C) P. 2
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Sample Incident Report Form

File Mumhber:

Personal Information

Important

Gathering information at the time of reporting is a crucial element of the process. The report
should be objective and precise, forusing on the facts and relevant information that will help
when it is ime to act.

When a child discloses malreatment or abuse, make sure to ask the guestions needed to
have a clear understanding of what the child is saying and to ensure the security and welfare
of the child. O NOT SEARCH FURTHER.

Inform the person that all information given in the complaint will remain confidential.
Be receptive of the complainant and listen to what he or she has to say.

Write a clear record of what is said by the complainant in his own words. Take the time to
cross-check with the complainant that you understand everything before writing.

Allow the complainant to read what you have written. If the complainant is illiterate, read
out the text to ensure that what you hawve written is what he or she meant. Ask the person
if he or she is satisfied with what you hawe written. If they are not, correct the text with

them.

Information from the complainamnt:

Full Family Mame : Full Given Mame;
Date of complaint receipt © Telephone :
Camp/axis - O Goma aAddress :

O rsasisi Centre

O kitchanga Camp/Block
other Community :

*Complaint Category : O 5 O& O other (specify):

Complaint Categorg:

= Cab=rory 3 Complaints of violstions of the Humanitarian Code of Conduct and sesual exploitation or abuse agpinst an adult

{man or woman) {processing time from 4 wesis to 3 months)

Cabmrory 5 Complaints of violstions of the Humanitarian Code of Conduct and sswusl =sploitstion or abuse agrinst & child
(boy ar girl nder 2ge 18] {prooessing time from 4 weeks to 3 months)

P.
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36

The complaint {Use the complainant’s words verbatim and ask questions to get as much

important information as possible. At 2 minimum, the complainant should indicate whao,
what, how, where and when the complaint is about.)

Date of the Incident (When):

Full narme of the victm (Who):

Age of the victim:
Where?

How?

What?

Information about the accused: (please encrypt the name of the accused)

MName of accused:
Position held by the accused:
Cwganization for which the accused work]s):
Relationship to the victim:
Currert residence of the accused (If known):

Gender;
Phiysical description of the accused:

Complant Catagery:

= Cafepory X Complaings of viokytons of the Moeranitarian Coge of Conduct and secoal sxploitation or gbuse agairas an adult
imp or women] (processing fime froe 4 wesks to 1 months|

= iCskzpory 6: Comphints of wiolitons of the Hemanitanan Code of Conduct and sesual esploitation or abuse against a child
|boy or girl under age 18] {processing ime from 4 weeks fo 3 months)

TOOLKIT C) P. 4
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Specifically for complaints of sexual exploitation and abuse:

Has the wictim been informed of the available medical care? OYes OMNe
If yes, has the victim sought medical treatment after the incident? [ClYes [CINo
If s, wiho provided trestmeant?

I na, refer the comglainant to the nearest medical care, and follow up that he or she receives
the available services.

Has the wictim contacted the police? OYes ONo
If yes, what has been dona?

If ng, did the victim reguire the assistance of the police, and if not, why?

Has the victim contacted legal services? OvYes DKo

Full name of the PSEA Focal Paint:

OrganizationfAgency:
Gender: O Female [ Male

Complant Catagery-

= Cabegory X Complants of wiglytions of the Heranitanan Code of Conduct and sexeal egioitation ar abuse agaira® an adult
{men or wamen) (processing Hme frees d wesks B 3 months|

= iCsbepory 6 Complaints of wiobittons of the Kemanitanan Code of Conduct and sevual espioiiation or abuse against 2 child
|boy or girl under age 18] {processieg time from 4 weeks to 3 months)

TOOLKIT C) P. 5
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58

IASC Model Complaints Referral Form
(Sexual Exploitation and Abuse)

Mame of Comglainant: Evhmnic origin/Mationality:
Address/Contact details:
Age: S Identity no:

Mame of Victim (if different from Complainant):

Ethnic origin/Nationality:
Address/Contact details:

Age: Sen: Identity no:

Name(s) and address of Parents, if under 18:

Has the Victim given consent to the completion of this form? OYES O wNo

Date of Incident]s): Tirme of Incident{s): __ Location of Incident(s):

Physical & Emotional State of Victim (Describe any cuts, bruises, lacerations, behaviour, and
i)

Witnesses™ Mames and Contact Information;

Brief Description of Incidert(s} {Attach extra pages if necessary)

MName of Accused person(s): Job Title of Accused personfs):
Organisation Accused person(s) Works For:

Address of Accused person(s) {IF ko)

Age: S
Physical Description of Acoused personis):

P.
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Have the police been contacted by the victim? [0 YES DI NO  Ifyes, what hagpened?

If na, does the victim want police assistance, and if not, why?

Has the victim been informed about available medical reatment? OYES DO NO
If Yes, has the victim sought Medical Treatment for the incidert? DO YES O no
If Yes, who provided treatment? What is the diagnosis and prognosis:

What irsmediate securiby rmeaseres have been undertaken for victim?

Wha is responsible for ensuring safety plan (Name, Tithe, Organisation]:

Any other pertinent information provided in interview (including contact made with othar
Osganizationd, il ary):

Details of referrals and advice on health, psychosocial, legal needs of victim made by person
completing report:

Report compheted by:

Mame  Positon/Organisabon Date/Time/Loction

Has the Complainant been informed about the Crganisation’s procedures for dealing with
complaintsY OOYES DCONO

sagraturethumd print of Comglainant sipnaling consent for form Lo be shared with relevant mgt
structure® and SRSG/RCMHC

Camplainant's consent for data to be shared with ather entities [check any that apply):

Police [ Camp leader (name] [

Community Services agency [
Health Centre (name) O Cther (Specify) O

Date Report forwarded relevant management structune®:
Received by relevant managemant structura®;

Marne Parition Sagnature

TOOLKIT C) P. 1
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REGIDOMAL TROLEIT
fior FSEASSH and Commaunity-Based Compiaint and Refermal Mechanism in the Americas

TOOL 5

INTER-AGENCY COMPLAINTS REFERRAL FORM
(FOR SEXUAL EXPLOITATION AND ABUSE / SEXUAL HARASSMENT)

* Information contained in this form iz CONFIDEMTIAL. All Forme must be FPASSWORD PROTECTED.
v httpa:/fenketo unher.org/xw/ #pzDGE0add

Mame of Complainant: Ethnic origin/MNationality:
Address: Idemntity no:
Age: Sex:
How does complainant prefer to be contacted [give details):

Mame of survivor (if not the complainant): Ethnic origin/MNationality:

Identity no:

Mame{s} and address of parent/guardian, if under 18:
How does survivor prefer to be contacted |give details):
Has the survivor given consent to the completion of this form and referral?
[Yes [INo LI Don't know

Date of incidemt(s): Time of incident{s): Location of incident(s):

Erief description of incident{s) in the words of the survivor / complainant:

Mame of accused person(s): Position / Job title of person({s):

Service provider/agency accused personis) works for:
Address or location where accused person{s) works:

AGENCY RECEIVING COMPLAINT

MName of PSEA Focal Point: MName of person completing Position / Job title:
form:

Agency: Signature: Date completed:

REFERRAL TO AGENCY OF CONCERN PSEA FOCAL POINT

Mame of agency/name of person (PSEA Focal Point) report forwarded to:
Mame and position of person report forwarded to:
Date of refarral:

ACKNOWLEDGMENT OF RECEIPT
Position / Job title:

TOOLKIT C)
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Please do not proactively ancourage disclosure, unless you are well-trained on GEY, PSEA or Child
Safeguarding.

HANDLING A SPONTANEOUS DISCLOSURE:

v/

Allorw the surviver to approach you

OO ONNOBONOLY

QRORS

DO...

Ask how you can support with any urgent
basic needs

Asle the survivor if they are comfortable
talking te you or would prefer to talk to

someone elsa

water or a private place (e.g. no risk of
being everheard — but not out of eyesight
or hearing of anather adult if with a child)

Offer to secure an immediate place of
safety if required (especially if they have
just fled a traumatic situation and can't

Try te listen mere than you speak — it may
tale time for a surviver to share what
they need to

Treat any information shared with
confidentiality, including identity of
surviver and the subject of concern, but
do be clear on the limits of confidentiality

(for excample, you must report and act
if the person disclesing is a child or is at
immediate risk of harm)

Share culturally appropriate statements of
comifort and suppart

Share information on all services available

Share with the survivor of the process of

reporting and next steps; when they can
expect to hear more

X ) ponor...

X React in a culturally inappropriate or
averly emotional way — survivors need
you to be in control and able to listan and
effectively support — they shouldn’t have to
worry about supporting you

X Promise to keep secrets — you'll need
to tell someone who can help, or maks
example, regarding prosecution))

X Ignore someone who approaches you
and shares a safeguarding cencern ar

experience

® Pressure the surviver into sharing more
information

X Take photos or record the conversation
(taking written notes is O, but explain

H

P. 9
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CHILD SEXUAL EXPLOITATION INFORMATION FORM

NAME OF PERSON COMPLETING FORM:

DATE:

ANY INFORMATION ON YOUNG PERSON'S ie First name

ALl EGED PERPETRATORIS

SOURCE OF INFORMATION :

TOOLKIT C)
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TOOLKIT D)

FOREWORD

This toolkit aims to provide your
organization with flowcharts to
support the development of
programs on the Prevention of
Sexual Exploitation and Abuse
(PSEA). The SiX documents
gathered here were produced by
several different organizations and
have been selected among the
Digna database. The documents
are samples of visually-friendly
diagrams, and might be used as
examples for each organization to
develop their own pathways
regarding the procedures on PSEA.

The flowcharts listed here vary in
complexity. They all present good
practices, whether regarding the
actions to be taken immediately
after the receipt of a complaint or
disclosure; or, in more general
terms, the conduction of
monitoring and evaluation of the
PSEA programs.

Digha deems some documents as

particularly useful for the
development of organizations’
procedures.

For example, the pathways found
in the Inter-Agency PSEA-CBCM
Best Practice Guide - document 1
in this toolkit - comprise four
spheres of action and it is a very
complete flowchart kit example. In
turn, the cycles shown by Regional
Safe Spaces Network / UNHCR and
Save the Children - documents 5
and 6 in this toolkit - are simple
and straightforward visuals on the
processes to be followed by the
organizations for constant action
and evaluation.

Digna is committed to provide
your organization with clear and
useful tools. We hope they will help
your work while presenting
information on PSEA in an
organized and visually-friendly way.



LIST OF DOCUMENTS

Inter-agency complaint handling flowchart / Victim assistance
referral pathway / How staff can report SEA - Inter-Agency PSEA-
CBCM Best Practice Guide, 2016, Annex 4, pp. 90-93.

Feedback and complaint flow diagram - Sample provided by 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 programs. Phase one report, survey findings, 2015, p. 3.

Complaint Referral Flow Chart - 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. 22.

Regional PSEA focal points cross-border and inter-agency
complaint referral pathway - 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. 28-30.

Vision for effective complaint mechanisms - 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. 85.

The safeguarding_cycle - Save the Children, Safeguarding in
Emergencies Toolkit, 2019, p. 37.

TOOLKIT D) P. 2



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
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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)
e to conduct risk assessment (ANC 03-20: Breakout Session 4)

ANC = Annual National Conference

TOOLKIT D) P. 3
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Annen 4 — Samples and Templates

AMNNEX 4
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ANMNEX 4

funnex 4 — Samplas and Tamplazaes
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Figure 1. Generic feedback and complaint flow diagram

Perzon wishes to confronty
addrezs the agency with an issue
Mom serious issue Serious issue
Person wizhes to Person wishes to raise a serious
provide feedback concern or lodge a complaint

J )

Issue assessed by agency l

¥ b

\’ \’

The feedback iz processed and dealt The concern/complaint is processed

with by the agency or referrad and dealt with by the agency ar referred
' l l N
Referred Referred
" Person recsives a l Complainart receives a appealed
response responze and redress if

l l \ o
the initial issue and reason is Eﬁnlmaﬂ'e m‘:anfmnuiaimm
given for this response

N\ /

Agencies apply feedback, concerns
and complaints to improve

programming and practice

Be 29 me Interagency study on Child-Friendly Feedback
o and Complaint Mechanisms within NGO programmes
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REGIDOMAL INTER-ASENCY COMBMUNITY-2ASED COMPLAINT REFERRAL MECHAMNISM 1IN THE AMERICAS
For Regiceal Cross-Border and Inter-Agency referrals of SE&/SH complaints

Fig 1:Cross-border Inter-agency Gomplaint Referral Flow Ghart

COMPLAINT RECEIVED BY / REFERRED TO PSEA FOCAL POINT (FP)

Complaint implicates Complaint The agency of the
perzonnel of one’s own implicates alleged perpetratorizs)
agency in-country or in personnel from a iz unknown

a different country in different agency

Complaint
implicates a
member of the
local community

the Americasz

v

PSEA FP reports
complaint following its
own agency’s internal

PSEASSH complaint
handling procedurss

in the zame or a
different country;
or subject of
complaint iz
unknown, but the
agency iz known;
or the complainant
iz anonymous

v

PSEA FP
foreards the
complaint {using
Complaints
Referral Form)
to the PSEA FP
of the alleged
perpetrator’s
agency

v

v

PSEA FP reports complaint
following its own agency’s
internal PSEA/SH complaint
handling procedures.
And alerts the relevant
Response and Protection
Coordinator (Refuges
Response Coordinator,
Humanitarian Coordinator,
Refugees and Migrant
Response Coordinators,
Protection Coordinator,
PSEA & Safe Spaces
Metwork Coordinator] ,
to ensure an adegquate
response to potential
protection needs of the
allegedly affected personis)

v

IMMEDIATE SURVIVOR ASSISTANCE
PSEA FF refers survivors/complainants for immediate protection and medical follow-up if
necassary and survivor consents

(Referral to 5GEV and other reguired protection services according fo national SGEV S0Pz and'
SGBV referral pathways for sunvivor azsistance
Atps:/ fwoww aregis com 3pps/ MapSeres, index. 7 appid =ae 1 faa e f0od E9085ea 1 09 250 8625]

v

INVESTIGATION
Based on relevant protocols imternal to each agency [ service provider

FEEDBACK / CLOSE THE LOOP
Based on relevant procedures of the agency, feedback
parties, report made to A

: given to the complainant, and other relevant
| [ PSEA networks
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REGIDOMAL INTER-AGENCY COMMUNITY-BASED COMPLAINT REFERRAL MECHAMISM 1N THE AMERICAS
Faor Regiorsl Cross-Border and Inter-Agency referrals of SE&SH complaints

[ REGIONAL PSEA FOCAL POINTS
CROSS-BORDER AND INTER-AGENCY
COMPLAINT REFERRAL PATHWAY

TELLING SOMEONE AND SEEKING HELP (DISCLOSING / SUBMITTING A COMPLAINT)

Swurvivor / Complainant Survivor / Complainant Survivor zelf- Uinspecified/generic’
tellzs personnel either in tellz someone elze (e.g. reportz to a “in-the-air” allegation
perzon (i.e. to agency family member, friend, medical / health | of SEASH (ie. where

staff or community communitymember) or caze manager | the service provider
volunteer; during and that person tells a { peychoszocial of the alleged
monitoring vieit; at hurmanitarian worker [i.e. Tentry point™ perpetrator(z] ia

registration services] or | in person; via hotline; at uncertain or unknown)
via phone or ernail registration services)

4

IMMEDIATE RESPONSE OF PERSONNEL RECEIVING COMPLAINT / REPORT/ SUSPICION /
ALLEGATION OF SEA/S

When in direct receipt of a complaint: provide a safe, caring Follow internal comiplaint
environment and reapect the confidentiality and wizhes handling procedurea

of the survivor'complainant; explain that all personnel of .
aervice providers are obliged to report to their agency and/’ m&iﬂhﬂ:ﬁ%‘hlﬂ

or investigative body when they become aware of SEAS kbt Y arud
5H by a fellow worker; reassure survivor/complainant that PASSWORD PROTECT
information will be kept private and shared strictly on a £

needs to know baziz in conzideration of the wizhesz of the ;

aurvivor; provide coungelling on the available zolutions. DO NOT h’?n?t;ﬂzﬂ'h“
whether or

allegation iz true or to
make any inveatigation
into the allegation.

Collect minimum necezzary information and complete the
Complaint Referral Form (with minimum detaile required);
PASSWORD PROTECT the form.

DO MOT try to azcertain whether or not the allegation ia true

or to make any investigation into the allegation.

REPORTING SEA/SH COMPLAINTS

Whers the complaint / report concerns your agency / service provider:

Raize the complaint confidentially with yvour agency PSEA Focal Point or Manager, or Investigative

| Body, az soon as poasible.

| *  Where the PSEA Focal Point iz the subject or involved in a complaint or allegation refer
the complaint to your Alternate PSEA Focal Point, Manager, or Investigative Body, as soon asz
poaaible.
Where both PSEA Focal Pointz are involved, raize the complaint with the senior management,
or an establizhed investigative body of your agency directly (e_g. see detailz below), as scon as
posaible.

10
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AEGIINAL PSEA FOCAL POINTS CROS5-BORDER AND INTER-AGENCY COMPLAINT REFERRAL PATHWAY

 Where the complaint | report concerns another service provider the PSEA Focal Point should:

I Y PR et e

Complete a Complaint Referral Form [password protected and mi‘rﬂdmﬂllhﬂ to the concerned
service provider PSEA Focal Point or Manager, or Investigative Body, by email or hand-posted
letter, as soon as possible.

*  Where the concerned service provider's PSEA Focal Point is the subject or involved in the
complaint or allegation, refer the complaint to their Alternate PSEA Focal Point, Manager, or
Inwestigative Body, as soon as possible,

* Where both the PSEA Focal Points are involved, raise the complaint with the senior
management of your agency or an established investigative body {e.g. see details below) as
soon as possible.

| See '‘Annex VII' for list of regional PSEA Focal Points and Alternates, and investigative Bodies™. 1

v

RESPONSE OF PSEA FOCAL POINT OF THE SERVICE PROVIDER OF CONCERN

S| ey e o
* Keep information on strict nesds to | iR pratection Coetdintr DSEA & Suls
L e | pcree ool recion i e g

sorvices. ' : '

v

INVESTIGATION INITIATED BY INVESTIGATION BODY OR SENIOR MANAGEMENT OF SERVICE PROVIDER

in Jine with agency irvestigation palicy and procedurss and tha Regional Inter-Agancy Compdaint Reflerral Mechanizm

Upon planning an investigation, agencies are encouraged to contact the Regional or National
{as appropriate) level UNHCR PSEA Focal Point on potential risks for concerned populations as
a measure to ensure adequate security and safety for survivors and witnesses throughout an

invastigation process.

THE FROTECTION NEEDS OF THE SURVIVOR, COMPLUINANT, WITHESSES, WHISTLE-BLOWERS, ALLEGED PERPETRATOR
OR SUBJECT OF THE COMPLAINT, are considered and referrals are made to the appropriate Profection Services via
the RSN service referral onling map and SGBV/CF, and other protection referal pathways.

Refar to protaction, SGBY, CP services included in the RS5N sarvice refarral anline map and the

national referral pathways for information on protection services and provide comprehensive

information on available services and support to survivors of SEA/SH / SGBY

= [f agreed and requested by survivor, obtain informed consent and make referrals to protection
services

*  When family/guardians make a decision on behalf of the child, ensure the best interest of the
child is given priority. A trusted adult should e accompanying the child. Assent will be sought
from the child to proceesd with service referrals,

* Accompany the survivor to assist hisfher in accessing services

«  For survivors of sexual violence ensure immediate (within 72 hours) access to medical cars,

v

25, The interactive PSEASSH referral pathway bs inchuded In the R55M service referral onkine miap and can be consulted in
the folowing link: htips:fwwwarcgis.comyopes Mopseriesindex him!foppid-oe 1 So02feDocd460083 20 1 0092 52862 5
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REGIAL INTER-AGENCY COMBLUIMNITF-BASED ODMPLAINT REFERRAL MECHANISM N THE AMERICAS
For Begional Cross-Border and Inter-fgency refermals of SEASSH complaints

AGENCY CARRIES OUT RELEVANT ADMINISTRATIVE AND DISCIPLINARY MEASURES FOR PERSONNEL
WHERE NECESSARY, IN LINE WITH THE POLICY AND PROCEDURES OF THE AGENCY CONCERNED

YHEN IN RECEIPT OF A REFERRAL FROM ANCTHER AGENCY, THE PSEA FOCAL POINT SHOULD
ACKNOWLEDGE RECEIPT OF THE COMPLAINT OR REPORT AND CONFIRM THAT THE MATTER WAS
ADDRESSED {considering confidentiality and best interest of the surviver)

PSEA FOCAL POINTS SHARE ANONYMIZED STATISTICAL DATA AND INFORMATION OF SEA/SH
COMPLAINTS AND REFERRALS (AS DEFINED IN THE REGIONAL MECHANISM) WITHIN THE PSEA
NETWORK, RSSN AND OTHER RELEVANT PROTECTION GROUPS

INVESTIGATIVE BODIES
UN Office of Internal Oversight Services (010S]

Report online: https:/foios.un.org/content/contact-us | Call: +1 212 963 1111 (24 hours)

UNHCR Inspector General's Office (1GO)
Report online: https:/www.unher.org/uk/making-complaint.html | Call: +41 22 7398844

Email: inspector@unhcr.org
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Can be used by as many people as possible, from as many

ACCESSIBILITY groups as possible, in all locations

Members of concerned populations know it exists, have input
TRANSPARENCY into its development, and possess enough information on how
to access it and ensure it is adhered to. Consultation with and
participation by concermned populations will help ensure that
your complaint mechanism is confidential, accessible, safe and
transparent.

An effective mechanism will deal with complaint in a timely
TIMELINESS manner. The timeline for acknowledgment and responzse should
be stated in the procedures.

The outcomes of an investigation should be reported to the
relevant parties. Learming from complaints and investigations
need to be imtegrated into adjusting programme activities,
policies and practices.

REPORTING

2. VISION FOR EFFECTIVE COMPLAINT MECHANISMS

For complaint mechanisms to be effective and to be trusted by concermed populations, and
personnel, complaints must be responded to and complainants should be kept informed of the
outcome of action taken, within an appropriate timeframe. This is known as ‘closing-the-loop” - if
feedback is not provided, then the loop is not considered “clogsed’ and the system cannot be truly
effective or accountable to all parties involved.

6. Feedback given
to complainant
and programmes
adapted by agency
where necessary

2. Complaint
acknowledged
) 1o complainant
a. Cumtl:rlalliﬂt & recorded in
resolve complaint system

N /

reviewed and . Complaint
necessary referred to

actions other agency
taken i.e. H (if necessary)

investigation
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EXITPLANNING

When Save the Children finishes cur humanitarian You will need to work with the operations team to
operdtions in a certain area, we often hand over project find @ way to continue your case managemeant of the
responsibility to partners — either institutional (e.g. safequarding/PSEA case. This might involve you or the
local government), implementing partners (local NGOs Survivor’s Advocate communicating by phone with the
or community leaders or groups.VWhere this happens, SUrvivor or setting certain times and locations to meet
itis important that you spend some time training the in future to discuss the progress of the case and any

community leader, groups or partmer on safeguarding.to  additional support needs.

Eﬂ'ﬂﬂtﬂtﬂlﬂgmnhhﬁnmﬂ'ﬂmupﬂmﬂgmu If Save the Childrens ions included medical or
wad psychosodal support to GBY survivors, and the surviver

Itis also critical to ensure that any apen safequarding has been accessing these services, it is crucial that his

cases in the area are still supportad by Save the Children.  or her access to this support (whoever is taking it over)

Responsibility for open Save the Children cases (and any continues unimterrupted. This is particularly important if

new cases) cannot be handed over to partners. the survivor is receiving HIV treatment, or psychosocial

Teatment.

THE
SAFEGUARDING
CYCLE

=

EVALUATE

% LEARN =
:'.-L“'-Ll_
PREVENT &
DISRUPT


https://resourcecentre.savethechildren.net/node/16365/pdf/safeguarding_in_emergencies_toolkit.pdf
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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 used 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

P.

2



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

TOOLKIT E) P. 3




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
=1

& 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

TOOLKIT E) P4
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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 similar) that includes
PSEA.

TOOLKIT E) P. 5
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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.
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Annexes

Annex 1. Survey questions

What mechanisms are in place for children?

[0 What mechanisms or activities cumently exist within vour
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?)

[0 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?
[ 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

[0 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)

[0 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?)

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

.


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

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?

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

What are we hearing?

O 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?

T What has been key, in your experience, 10 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
0 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

o m . and handling feedback fram children?

aii & & O 0 How do we deliver the responses to children? (ie. How do children

ceo T know thatadults have heard /read theirconcems and are responding
sBL B to them?)

ok 1 Arewe or partners able to handle the amount of feedback data that

gr "Dl L is received and deliver the responses in a timely manner?

" B = fn = memestEma T What have been the challenges in managing feedback mechanisms
Tod B"3e caen fem sen i SEn3d for children?

TOOLKIT E) P. 8
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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

TOOLKIT E) P. 9


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

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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REGID#AL INTER-&GENCY DDMBALMITE-BASED CDMPLAINT REFERRAL MECHANISM | K THE AMERICAS
For Regonal Cross-Border and Inter-Agency referrals of SEASH comphins

AGENCY FULL NAME TITLE EMAIL TELNO COUNTRY

UNHER Meglee | Foool Paimt: Margarita Azs. Flald Officar | banBa@unhor.org Moo
Bamilla
Akernate; Soffs Cardona | Ressitiement cardonai@uwnbor

UNHCR El Focal Point: Inti Alvarado  Assaciats ALVARADBuRher.arg El Sahador

Afernote; Andres dstacio | Profection astacioifunhor.omg

_I.lﬂ'lmihrilrll Fooal Poimt: Lars Zunelli | Eligibility Officer | ZUNELLI@unhcr.ong Horduras
UNHCR Costa Focal Point: Migus! Urbano mu urbana@unher.ang 22420741 | Costa Rica
[+
Rica Salticns Oficer
Aiternate; Kelieen Cornigan | Senior CORRIGAYSunhorarg B4RHE001
Protaction
| Officer
Focal Polmt: Gabrisla Country Director | gabrislanunenihss.org ArTia46E | Costa Alca
IS Nisha 40004427

Focal Polpt: Jazmin Monge  Project Offices

c.valerioficendercs.org

fidemenac M pmall.com

Glasswing rred o sequoirnd@glasswing.org | 88531808

Focal Point: Karin k Gonoral rdinacia 28871618 | Costo Ri
— " | Coormator | srgpeca -
UNHCR popay | Fosal Paimt: hza de Gracia | Program degracia@unhcr.org 66231820 | Panama

mmm onal suarermiE snhororg 4 127586

UNHCR Brazil Facal Palmt: Gabriela cortinad@unhcr.org

5 LT DT T
artuardo mescasn ] S0

grrail.oom
Cruz Roja Focal Point: Héctor Ldpez | Coordinator Ihngr.hmm-m E4£78370 | Guatamnada
Guatemaltec Afreraaie) Gladys Coafan | pladyecotemBoirrajagt | 41716008

pastoralnprrdEgmadl com
Ao ices Eyahon.com

Refugis de la Facal Point: Aosibel Najera | Mlesnager WE BEXTETOE | Gusternsis

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

Casa del Migrants | Focal Point: Astrid Coordinator astichal@dgmad com 53176004 | Guatamaia
o Alernate; Karina lopez  Social Worker | kepez2100@gmallcom | Se806008

Facal Point: Amanda Prodection salano@unhar arg Guaternals
UNHCR Guztemala | Facal P Protec:

Alfernate; Suzan Predection CHFPErHENLNRET.0ng

Carrera |ﬁ:lﬂlr‘l1‘
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AGENCY
LINHCR Mexica

FULL NAME
Focal Point: Margarits

TITLE
Ass. Fiald Officar

EMAIL
bonEadunhcr.ory

TELNO

Akernate; Soffa Cardona

Focal Point: Inti flvarado

' B-lraearr b

cardanaifiunhoromg

AMMEXES

COUNTRY
Mamcca

AL VARG DEEunhcr.org

Afternaie; Andres Astacio

astacio@unhor.ong

El Balwador

UNMOR Handuras | Foonl Point: Lers Zunelli | Eligibility Officar | ZUNELL|giunher.org Honduras
Iumm:m Focal Point: Miguel Urbano  Assaciato urbama@unhcr.ong 22420741 | Costa Rica
Rica Durable
Saolutions Officer
Akwrnate; Kelleen Carrigan | Sanlor CORRIGAK@unhcr.omg BASDEDNT
Protectioh
| Officer i
Foeal Point: Gabrisla Cauntry Diracior | gabrisianunesihess.org BIT7a466/ | Coste Rica
— Mifaz - An00d£27
RETInternacional | Fecsl Polnt: Jazmin Mongs | Profect Officer | Lmenge@therst.org 22343523/ | Cosan Rica

4KF5E913

Atternate: Rodrigo Zuniga | 40356913
CENDERDS Focal Point: Cristina Immeadizte cxaleno@cancares.arg 87102247 | Costa Rica
Valwrio Agzidtancs
Coordinakan
Consultoria Focal Point: Fidelina Mena | Director fidemenacTa@gmail.com Cota Rica

Focal Paimt: Lsrs
Bequalra

B siraiglassadnd.ong

BRSA1808

Ceitn Rles

Foeal Paolmt: Karn van Wijk cpordinackongansralid
dnicostarica.org
LINMCR ROPAN Focal Poimt: itza da Gracla degracis@unhcr.org BEZ91820 | Panarma
Adtmrnate; Warl Lorsna suarnrmifiinhor.ong 64127305
Suwarae
UNHCR Brazil Focal Paimt: Gabrisls corinai@unhcr.arg Brazil

HIAS VENEZUELA

angehca sarmmanto@aes.org

4172685115

Janay farmandezifihias org

AVEIEEET14

Laranyer adriana.arasi@nre.no 0414- Venoruelas
Afernate; Rosa Godoy Lawryer rasy.godayEnrc. no ﬁﬁm
JRSVENEIUELA | Foce) Palnt: Jusn Carlos m tec pirvenigmall com ol S

miatecsifiunher.org

negryled@urher.arg

31 3ZEEI 160

3015866114
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REGIOMAL INTER-AGENCY OOMMUNITY-BASED ODMFLAINT REFERRAL MECHANISKM IH THE AMERICAS
For Bagional Cross-Border snd Inter-fgency referrals of SEASM complains

AGENCY

Comiité
Imtemacional de
Resiate

FULL NAME

Foeal Paimt: Edith
Gusrrers

TITLE

EMAIL
adith.guarrero@irescua.arg

TELNO  COUNTRY
3127049267 | Colombia

Gendar Facal
Podni

Comité Focal Paint: Carlos Child Protection i
Inbernaclonal dg | Merancs Manager repuRolg S || IS
Restate AMerrate; Matall Dules Child Frotection | Maris. DulceyErascus. ohy F1TE0340
L Facal Poing >
Focal Paimt: Cheliss Azsanciate sarrsanEunber.ong Colornbia
UNHCR Calombia Sommar Protection
Officar CHP
Afernate: Saskiz Azsaciate loochkarFunher.arg
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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]
?

TOOLKIT E)
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GUIDING QUESTIONS RESPONSES

Questions 22 - 24 relate to awarensss raising of PSEA feedback and community-based complalnt
mechanisms with communities / concerned populations

22, Has your organization informed people’
concerned peragns of their rights regarding
protection from SEAT

If s, give details: methods, how many people
reached etc.?

. Has your organisation informed people/
concerned peraons of how they can raige 8
concern, provide feedback or make a complaint
in [sita]?

If se, give detsils: metheds, how many people
reached ete,?

24 In your area of operation does your organisation
gnsure that all concerned populations, from all
back grounds and origins, womean, girls, man
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
cormplaint?

Please give axamples of how this iz donea, what
mathods have baen used,

Questions 25 - 28 relate to organisational policies and procedures to prevent and protection personnel
from sewual 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 personnel made aware of

this pelicy 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
parsonnal?

FINAL ROUND-UP QUESTIONS

29. What key challenges doss your organization
hienve to setting up PSEASH 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

v ' httpe:/ S enketo unher org/ x/#FHIZ8 X oen

This self-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 commumnity
wiorkers.

'8 | During the recruitment / interview process, the service provider discusses policies
regarding relations between staffand concemed population and assesses intenviewsee's
| responses to Code of Conduct refated questions.

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

0 | All personnel |e.g. staff. consultants, contractors, volunteers) contracts or templates
i include the main principles of the Code of Conduct or have the Code of Conduct
attached, which should also be avzilable in the language of the relevant countny.

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

|F | Applicants mu;-;il_il;juh application forms, which require the applicant to give
information about criminal convicions, reasons for leaving previous jobs and periods
when no employer is listed.
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REGID#MAL TOOLENT
Tor FSE&/SH and Community-Eased Complaint and Refierml kMechanism in the Amerios

RECRUITMENT AND INTERVIEWS

There is an orientetionfinduction process for all personnel, including community
volunteers, confractors ete., which includes administrative procedures and human
 resources as well as programmatic and cperational issues.

B Gl.ll:hnnhmuldndhnﬂr hﬁrmnnmnmﬂml Mutquﬂqr-
principles, and appropriate h{ll'.:l.'?;lur axpected of personmel uwu?l.ll complai
investigation and_disciplinary procedures and consequences.

T | 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 questions answered.

MANAGEMENT

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

A

ﬂ-mwfulrmlmdwﬂnpld and incorporated into personnel rules and regulations
of Conduct, which includes principles related to protection from sexual
u:pﬂnimiun and ebuse and protection from sexual harasemeant, &8 well as epproprista
Investigation and disciplinary procedures when vielations of core principles occur.

Senior managers are required, and ars evaluated on their lil:llrl:l.r tix pmmntﬂ the

standards outlined in the Code of Conduct internally to the agency to personnel, with
other agencies/sarvice providers, and among concerned populations.

AWARENESS RAISING { TRAINING

The Code af Conduct including PSEA/SH principles [either a simplified or complete
‘warsion| is displayed in all oparational and office areas. -

wuﬁuhﬂwhmdﬁuﬂuﬁﬂﬂwﬂm:ﬂ?ﬁm poticias and
gultlurmu in English or transiated versions, to all

I mianager is responsible for ensuring that a training strategy is being Imp-lurmntud

to raise awaraness of gander equality, SGEV, human rights, SEA/SH prevention and
response, and the Code of Conduct among all personnel, in sddition to procedures fior
reporting incidences, whether substantiated or not (including consultants, contractors,
incentive staff, security guards, collaborators stcl.

Personnel who have direct contact with concernad populations recaive maore in depth
training on causes and consequences of SGBY and SEA on a regular basis.

5

REPORTING AND COMPLAINTS MECHANISMS

Tha agency/office has established, together with concarmed populations, a confidential
and safe EEA mmrﬂng system tuitnbl-u f-:r personnel and concerned populations.

| services, and other service providers of concem.

recaption of feedback complaints and referrals to relevant response and support

B | The agency/office has established policies, procedures and mechanisms to facilitats |
the reporting of SH by personnel, including, for exampls, a whistle blowing policy and
staff griovance procedures.
C | Mechanisms to facilitate anenymous SEA/SH complaints are available, e.g. complaints
box / telephone hotline [ email address.
O |The sgency/office raises awareness of its reporting, feedback and complaints
machanisms through public lrfu-n'nlhnn campaigns =
E |Personnel who receive cnrmhilnh are trained in how to handle complaints, Inchuding
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S0Ps for complaint mechanisms stress the importance of confidentiality and data
pﬂaﬁmﬂnhmﬂmﬂhﬂhﬁﬂpﬂmﬂrﬂ,hﬂllﬂmﬂ-}dnﬁw
G ThEl agarmy.l'uﬂica has a clear, updated and documented guideline on reporting cases
o the investigative service. |

H T|'I-E ng&m,r.l'nfﬁl& prumliu a cubture and environment i'l which wm'lm, ﬂ'ﬁ, mu1
and boys from diverse backgrounds and with unudl,lmhum-u
disabifitis, older people, LGETI and people lowe [Rberacy, are 1o and

respected 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

&6  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 channelled correctly and handled with the utmast discretion

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

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 Meberork as reguired. RegionalCountry oparation
Child Protection & SGBYV SOPs and |1ASC guidelines are also taken into account.

D | The eagancyloffice will coordinata i with other agencias when amd
appropriats, in accordance with ths agreed referral pathweys.

The agencyfoffice has / or hes access to a team of personnel (fermale and male) with
the skills and expertise to investigate SEA and SH cases. ;

The agency/office ensures that all cases are properly documentad and followed up to
ensure that the survivor recelves the optimum support required through appropriate
referral processes, this also includes availability of counselling services for personnal
im the evant of an incident of ssxusal harsssmeant.

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

PREVENTION

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

B | The agency/office has an action plen in place for mainstreaming PSEA/SH inallssctors | | |
| and programmes uaing a participatory approach. L

¢ | Clear pnllni-aﬁl'guidallma are im place for concrete measures to prevent Increased
vulnerability of concemed populations and to minimize the risk of maliciows/Talse
allegations against persennel (i.e., regulations arcund number of persannel present
|Inonespace). R N
D | Clear poiiciesfguidelines are in |:I|II}H- for gualification criteria to priortize vulnerable
IL inl.'lviﬂ.lﬂl- Inmprwiﬂm-ul' mmuhlm mlnﬂ*rm-:rﬂhmd

The ugﬂmvfuﬂim promaotes rlmuh' im_m:iun betwean concemed nu-pliaﬂnmand
senlor parsennal.

1. As per the Secretary-Gereral’s Bulletin, Special Measures for protectian fram sexual explottation and abuse which can be acoessad a
hittpef fwnarwiu nherong/805eci61 4. html

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

Gr'l'ha agnn:y'.fﬁﬂﬁ_nn a-naurann. -!-:-Jr Elnn-uumgaa-]- Iha; all p-ammna.l -wmp-latu_' an nn-lgnﬁ.t
| 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 batter identify trends and improve the assessment of programmae risks. |

B | Regular programmatic monitaring and evaluation Incorporates PSEA as a standing |
il'hrn'

Regular consultations with concemed populations on service provision and delivery
| of assistance (distribution of commaodities, health services, aducation, ete.) take placa. |

c
D | Senior managers regularly visit the fisld, project sites. I
E

| Senior managers analyse trends and ensure reporting to relevant investigative bodies |
| of SEASSH incidents. |

9 COMMUNITY AWARENESS RAISING A B C

A The agencyfoffice has strengthened the mass information systems to ensure that |
| all members of concernad populations, regardless of sex, age and diversity, receive
information in appropriste forms to inform them that goods and services are thalr |
| entithernent and do not require payment of any kind. '

. R e o o o o S e S e e s e e | e ey

B | The sgency/office hes disseminated the Code of Conduct emongst concerned
populstions, and community leaders can advise their communities on the Code [
| axpacted behaviours of personnal and the reporting mechanisma.

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 ai service deliver
and provision eites and translated into local languagss.

E | The agencyfoffice ensures that field staff have the ability to promote and encourage |
standards of accountability and their Cede of Conduct to concarnad populations im |
| their programmes. '

10 COORDINATION

A | Afocal point at a senior level, and an alternate, have been appointad within the agency
for the implementation / follow wup of PSEASSH activities. The focal point and senior |
management are committed to implementing SEA/SH inter-agency referral pathways.

8 The agancy/offics has strengthened collaboration and coordination among all sectors ‘

A

| and partners In addressing SEA/SH with an emphasks on thae neads of surdvors, e.9.
! case management, advocacy and emational support.
C | The PSEA focal point or herhis alternate attends regular coordination mastings with all
| actors to ansure a concerted effort in prevention and response to sexual sxploitation
| 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
of Conduct, which includes PSEASSH, as part of the agresment

‘B It ie written Into the contract that any violation of the Code of Conduct by uut“|'_'
| implementing partner can result in termination of the contract. |

C | All implermenting partners are aware that they sre responsible for ensuring the Code

| of Conduct is made known to concerned populations with whom they are working.

D | All community-basad organisations, partners snd government officials participats 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 commitied 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

{ )}Notin place

2. The policy addresses safeguarding children from harm through misconduct
by staff, associates and others, from poor practice, and from its operational
activites 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 available online at httos-//www keepingchildrensafe globaliyour-seif-
assessment’ and it was made imto Word/Pdf documenis by the CCIC PSEA Hub's team in April
2020.

P.
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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 fowards
children and of children towards other children:

{ }In place

{ )} 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 safequarding:

{ )} In place

{ ) 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=ociates 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 organization 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

P.
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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 exercize):

{ )} 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

{ ) Parially done

{ }Motin place

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

{ }In place

{ ) Parially done

{ }Motin place

o. 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, recruitment,
programme cycle management, performance management, procurement, and
s0 on) to ensure safeguarding children iz a feature of all key aspects of
operations:

{ }In place

{ ) Parially done

{ )Mot in place

P.
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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

{ ) Parfially 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 cases:

{ }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. Opporiunities 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 intervale and formally
evaluated every three years:

{ }In place

{ ) Partially done

{ }Motin place

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

{ }In place

{ ) Partially done

{ }Motin place

P.
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TOOLKIT F)

FOREWORD

Thisf toolkitf aims] tof providef your
organization] withf feedbackf forms
for] thel Prevention] ofl Sexual
Exploitation] and] Abusef (PSEA)
programsJ TheJ twoJ documents
gathered) heref weref produced] by
differentf organizations] andf have
beenf selected] among] thef Digna
database]l Thel documents| are
samples| off feedbackf formsf and
mightl bef usedf asf examples| for
eachforganizationftofdevelopftheir
ownfmaterialsfregardingfPSEA.

Thel formsf listedf heref regard
differentfgroupsfoffpeople fThefone
developed]) byl Inter-Agency
Standingl Committee] (IASC)I -
documentf 1f inf this| toolkitl -f is
relatedJtolthefcommunicationfwith
thelvictimlcomplainant Jilfiwhereasf

thelonesfprovidedfbylRegionalfSafe
Spacesf Networkf JI UNHCRJ -
documentI2finlthisftoolkitf-fregard
broader] groupsf off interested
populations.

Dignaf isf committed] tof provide
your] organizationf withJ clearf and
usefulftoolsWelhopeftheylwillfhelp
yourf worklwhilel developingl PSEA
feedbackl forms] thatl takel into
consideration] bothf thel survivors
and] thel larger] groupsf involvedfin
theJorganizationsfprograms.



LISTIOFIDOCUMENTS

Feedback Form: Communicating with the Victim/Complainant -
Inter-Agencyl Standingf Committeef (IASC)J Globall Standard
OperatinglProceduresfon]inter-AgencylCooperationfinfCommunity-
BasedIComplaintIMechanisms,JMayl2016 JAnnexJ4fpp.J106-108.

Feedback forms for consultation with concerned populations in
PSEA and community-based complaint mechanismsJ-f Regional
SafefSpacesINetworkI[IUNHCR,JRegionallToolkitIforfProtectionffrom
SexuallExploitationfandf Abuse.,JSexuall Harassmentf (PSEAJPS)fand
Inter-Agencyl Community-Based] Complaintl Referralf Mechanism[in
thelAmericas,J2019,Jpp.J73-77.

USEFUL

e tofdevelopJafPSEAJPolicylandJfCodefoffConductl(ANCJ03-20:IBreakoutfSession)2)
e toJreachfpartnersfandlbeneficiaries|(ANCJ03-20:IBreakoutfSession]3)
e tofprocessfaldisclosuref(ANCJ03-20:IBreakoutfSession]5)

|
ANCJ=JAnnuallNationallConference
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Generic Feedback Form
Communicating with the Victim/Complainant

Date complaint brought to CBCM:

Date of CBCM's first contact with victim/complainant:

Services:

Victim/complainant referred for assistance sarvices? Yas / No
If Yes, which:

Security [date] __©
Medical _[date]  ;
Legal _Idatel ;
Mental Health / Psychosocial _[date]

Information communicated to victim/complainant before being referred for assistance
services:

Inforrmation given by: [name; agency] Darte:
Victim/complainant's reported satisfaction with referral and services provided: [date]
___Highly Satisfied
__ Satisfied
___Could improve
Mot satisfied___

Additional comments:

P.
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Referral to Agency:

Date CBCM referred complaint to agency:
Date CABCM notified victim/ocomplainant:

Information communicated to victim/complainant at the time of allegation referral to

imvestigating agency:

Information given by: [name; agency| Date:
Agency acknowledged receipt of allegation: _[date / agency namel
Victim/complainant notified of receipt: By Agency; By CBCM;
Date;

Agency communications with victim/complainant (if known): [may indude: When/
whether an investigation has commenced, or that the complaint was determined an

Insufficlent basis to proceed; When the Imvestigation concluded; The outcome of the
Imvestigation)

Victimfecomplainant reported satisfaction with complaint handling: [date]
—Highly Satisfied
___ Satisfied
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Follow-up:

Any follow-up communécations with the vicim/complainant: [dasel

Information ghven by: [name; agency]

Any follow-up communécations with the vicdm/complainant: [dage]

Information given by: [name; agency]

Any follow-up communécations with the vicom/complainant: [dase]

Inforrmation given by: [name; agency]

TOOLKIT F)

P.
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TOOL A: INTRODUCTORY PARAGRAPH

* General guldance that should be contextualized and adapted to Use as an introductory brieffng
for the consultation group.

My name is and this is my colleague . I work
for and sha/he works for . [Introduce your role, your ageancy
etc. if not known. Ask for names and any other basic information you would prefer].

We have invited you here today to ask for your feedback on how we can improve our services to
you. We want to improve the ways we communication on important issues with you. And how
we can set-up clear and confidential ways for you to raise any questions or concerns that you
have about our work or about the way our personnel behave in their work and when delivering
services.

There can sometimes be situations where personnel do not act in the way that is expected
of them by their agency. Humanitarian workers, personnel and service providers have strict
rules of behaviour which must be followed. [Using the LASC 6 Basic Standards for PSEA” clearly
explain what the rules of behaviour/conduct are and what is prohibited by service providers.
Explain that personnel are dismissed if they do no conduct in the right way or do wrong. This
includes: any humiliating, degrading or exploitative behaviour; any form of exploitation and
gbuse (including sexual) of a member of the concarnad population; sexual activity with children;
any exchange of money, jobs, goods or services for sex or sexual favours; sexual relationships
betwaan personnel and concerned population. Explain that personnel are obliged to report any
suspicions/incidents of wrong-doing by any personnel from any service provider. Explain rules
of confidentiality are respected at all timeas).

We want to make sure that yvou have ways of communicating with service providers, which are
best, safe and confidential for you. Your feedback is important to us, so that we sat-up ways to
communicate on these sensitive issues that will work best for you and in your situations, Our
intantion is to ensure that you can raise a concern or report incidents at any point to the most
relevant personnel, and from any service provider, and that you receive a clear response safely
and confidentially.

Your participation is completely veluntary and don't feel that you must answer questions that
you are not happy to do so. We would like to have a general discussion and we will not ask for
your specific stories or names. If at any time you would like to ask us something individually then
please see either of us the end of the meeting.

Other than our discussion and the information that we will share with you regarding the issues
we discuss, there are no other direct benefits related to this mesting.

Wae will keep this conversation confidential, and we will treat everything that you say today
with respect, and we will only share the answers you give as general responses. We ask that
you also keep everything confidential and private to this discussion in this space.

Is it ok if we take some notes to record the main points of our conversation?
We expect our discussion to last for at most an hour,

Da you have any questions before we begin?

z. httpsfinterogennmondimprommitiee. g/ prinnipals/documents-pwblicdasc-siy-core-grincipies-relmhng-zemwal-sxpiothahion-and-
abuse-J007
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REGIZLAL TOSDILENT
Tor FSE&/'SH and Comenunity-Eased Complaing and Refermi Medhwanism inthe Amerios

TOOL B: GUIDING QUESTIONS AND RESPONSE FORM
* Use form can be used to record feedback given during each consultation group.

, - Location of consultation;
Date: Facilitators nameas:

Type of group/persons (i.e. women, girls, men, boys, others, older peopls, age, |eaders,
people with diverse capacities and SOGI eic.):

Total Number of participants: women: man; girls: boys:____ others;____
Status of people (i.e, indigenous, refugees, IDF):

The following are guiding guestions and faclitators may use different words adapted to the
context and background of the population and community to dicuss the different fopics:

RESPONSES

GUIDING QUESTIONS

First ask general questions to enguire about what 5

service providersiegencies they have contact with

and what services are being provided in their area.

Ask a few ganeral guestions regarding they current |
situation to open up the conversation,

Questions 1-11 relite to how peaple rmise mcemsntmmplmms about personnel to service providers:

1. For you, what are the best |/ clearest ways that |
announcements are made, and information is
shared with you by service providers about
their work and the services? What works but
and is clear for evaryona?

Examples: posters, face to face, radio, visual
leafiats, through comversation ete.

« In what ways could communication materials :
Smethods be made better, clearer for you in
your current situation?

In terms of the provision of services:
What do you consider to be unfair/badinot |
good provision of services in your experience? |
{explore what is expected from the sarvices |
provided and of service providaers)

If you experience unfairbead/not good service
provision from a service provider, who would
you raise a concern or submit a complaint to?

(f people say that they wouldn’t raisa |
gomplaints it is important to explore a different |
weord i.e. report, denouncement atc. that they |
relata to. You can use the next step of quastions |
about how people raise issues within the |
cu-mmunlhr to facilitate a WI'I".I'EIFEHIIEIH on thrs] !
3.  How do you expect service provider
parscnnel to behawe in their work with you
and when providing services to you?
fexplore whit behaviour i expected of
perscnnel of service providers)
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GUIDING QUESTIONS

RESPONSES

if you experienced a situation where

personnel of service providers did not behave E
in this way and you experienced misconduct
from service providers, what can you do,

who would you raise a concern or submit a
complaint to?

Do you conslder these ways to submit
complaints to be confidential?

Do you prefer to submit complaimts in an
ENONYMOoUus wayT

if so, why?

How would you prefer to submit a complaint
o service providers in your area?

Examples: in writing (complaint box, letter);
face-to-face discussions; by phone; through |
another family member; through community |
gatharings; online tools; social nebeorks;
e-mail;

Cther ways, please explain

B

What would you expect to happen upon the
submission of the complaint?

What would prevent you, or other people
you knows, from submitting a complaint to a
service provider?

12,

. Are there any sefety and sacurity risks for

13

you or other members of the community wha
submit a complaint? Which ones?

How would you prefer to receive feedback
from sarvica providers about your complaini?

Examples: in writing [complaint bosx, letter);
face-lo-face discussions; by phone; through
another family member; through community |
gatharimga; online tools; social networks;
g-mall;

Crthar Ways, I:IIEElE-B B‘ZI'IZIZIIEIIIT

Who would yvou prafer to provide fesdback/
respond to you about your complaint?

-1

What wolld you change in the current way
thet complaints are submitted and responded

to by service providers? _ :
15. Are thers any types | If yes, which types of | .
of complaints complaints and why?
that you would _ff;;_ﬂml-d_n '?:u—- {
::::,:ﬁﬁ?n"""d think that should be
anybaody? changed go that this
type of complaints can
also be submitted and
responded?
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GUIDING QUESTIONS RESPONSES

15. Are there any types | How and to whom
of complaints wrould you prefer to
that you would submit this type of
mEver recommaend complaint? | i
submitting to o :
nyba How and by whom
. dy? wiould you prefer to
receive feadback to
this type of complaint? | I

16. If the person who receives the complaint is

ot able to help vou, would you Bke your
camplaint to be referred to those who can

deal with it upon your consent and with
canfidentiality?

If yaz, please axplain why?

if no, please explain why T

In your view, what would be the best way to
provide this referral?

Question 18 - 22: these an be used to facilitate discussion about how people raise issues, concems, |
complaints within their communities/groups

18. Are there certain people within your group/
carmmunity’situation that you can besat spaak
o ar report Ssues you expearience with
sarvice providers and personnel?

Who are they, what is their role?

How would they usually deal with thesa
issues/reports made to them? What would
you expect to happen?

20, How do they normally give feedback to you
about the issue or report mada?

1i.

1

18

1. Are there any barrlars faced by people to
raise issues and complaints about service
providaers within your community/group?
g0, what are they? |
{Do they feal that it Is confidential, how; do |
they feal that there would be retaliation, don't |
think anything would happen etc.)

21, Are thera ways that thess barriers could be
remaved, so that people can more easily
raise concerns or make a complaint about
service providers and personnel?

| |

EHD
* Tie-up the discussion and thank participants =
for their time. |
«  Explain again that their feedback is confidential
and axplain how you are to use the information
gliven,
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TOOL C: CONSOLIDATED FEEDBACK FORM FOR PILOT COUNTRY

* This form can be used to consolidate and summarize feedback received from all the consultations
with concerned population groups, in order to facilitate the analysis of the information gathered.

Country: Location of consultation:
Number of groups consulted: __  Number of individuals:

Total numbers: F___ M ___,Gils ___,Boys___, People with diverse SOGI
Paople with diverse capacities + Youth » Dlder people + Kay Iinformant ___

Status of concerned populations:

GUIDING QUESTIONS RESPONSES

VWhat are the common waords used for
'_m-n]:illinl:'i_* )

2. What are the common risks people face
within their groups/communitias?

4. What common issues are faced by service
providars and parsonnal?

What barriers do people face to raise issues
and what are the preferred ways to raise
issues and deal with complaints in their
communities?

What ways/machanisms are known
i people to raise a complaint about
service provision or personnel to service
prowiders?

b. What are the preferred ways to submit a
complaint to service providars?

What ara the prafarred ways to receiva
feedback from service providers about
complaints?

What are the preferred ways that referrals
could be made between service providersT

...... s

9. What ara the main risks/barriers faced by
pecple to making a complaint to sarvice
praviders?

. What are preferred communication
methods?

TOOLKIT F)
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TOOLKIT G)

FOREWORD

This toolkit aims to provide your
organization with monitoring and
evaluation tools for the
development of programs on the
Prevention of Sexual Exploitation
and Abuse (PSEA). The five
documents gathered here were
developed by different
organizations and have been
selected among the Digna
database. The documents are
samples of monitoring surveys and
evaluation tools, and might be
used as examples for each
organization to develop their own
materials regarding PSEA.

The questionnaires listed here
comprise a broad spectrum of
monitoring procedures on PSEA. In
addition, such documents present
good practices for evaluation
regarding both the organizations
themselves and the ultimate
beneficiaries of PSEA programs. In
general, the surveys selected in this
toolkit can be utilized separately or
combined, and could be extended
to reach both the organization and
their partners.

Digna deems some documents as
particularly useful for the
development of organizations’
evaluation tools. For example, the
evaluation guides developed by
the National GBV Task Force in
Liberia - document 2 in this toolkit
- exemplifies how to address both
governmental and non-
governmental agencies. In turn, the
survey developed by the
Committee for the Coordination of
Services to Displaced Persons in
Thailand (CCSDPT) - document 3 in
this toolkit - comprises questions
regarding not only knowledge on
PSEA, but also attitudes and
practices. For its part, the mapping
survey from Regional Safe Spaces
Network / UNHCR - document 5 in
this  toolkit - assesses the
organization and maps their
current measures on PSEA.

Digna is committed to provide
your organization with clear and
useful tools. We hope they will help
your work while developing PSEA
monitoring and evaluation tools.

.




LIST OF DOCUMENTS

Monitoring Survey: Questionnaire - Inter-Agency PSEA-CBCM Best

Practice Guide, 2016, Annex 4, pp. 110-112.

Evaluation Guides for Focus Group Discussion (With Community
Members), for Interviews with Government Agencies, and for
Interviews with NGOs/UN Agencies (Humanitarian Assistance
Community) - National GBV Task Force, Ministry of Gender and
Development, Evaluation: National SEA Awareness Campaign, Liberia,
2008, pp. 31-36.

Knowledge, Attitudes, and Practices (KAP)_Survey - Committee for

the Coordination of Services to Displaced Persons in Thailand (CCSDPT),
20009.

Beneficiary Based Consultation (BBC)_Discussion Guide -

Humanitarian Accountability Partnership (HAP) International, To
Complain or Not to Complain: Still the Question - Consultations with
humanitarian aid beneficiaries on their perceptions of efforts to prevent
and respond to sexual exploitation and abuse, 2008, pp. 56-57.

PSEA Mapping_Survey - 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. 102-107.

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)

e to conduct risk assessment (ANC 03-20: Breakout Session 4)

e to process a disclosure (ANC 03-20: Breakout Session 5)

ANC = Annual National Conference
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http://pseataskforce.org/uploads/tools/tocomplainornottocomplainstillthequestion_hapinternational_english.pdf
https://www.refworld.org.es/pdfid/5db1dd134.pdf
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4] Monitoring Survays

Questionnaire:

Consent: Before proceeding; randomly select gne eligible respondent from the selected

household {"HH")

“My name [s from [name of your organization]. | am collecting information
related to sexual exploitation and abuse. | would like to talk to you about this, if you are
comfortable discussing the issue. The interview will take about 10 minutes. All the information
that you provide will remain strictly confidential,

May | start?”

|if permission is given, continue)

Mame of the interviewer:

01 | Date of Intendew [DD-MM-YYYY]
02 | Time of Interdew began [HH-MM)]
II:I! Time of intendew ended [HH-MM]
0d | HH Number
05 | Geographical area
06 | Sex of the respondent Femabe_., 1
Male ......2
07 | Age of the respondent [Years]
How old are you?
08 | How long have you lived in here? Less than & months..—...- 1
= &b months, but < 1 year....... 2
= 1 year, but below 2 years_.... 3
2 years and above ... 4

P.
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IL SEA knowledge

Annex 4 — Samples and Templates

09 | Are you aware that humanitarian staff Yes.... 1
have standards of conduct ¥ Ma._. 2
| don't know...,.3

10 | Do you know what Sexual Exploitation Yes_ .. 1
and Abuse [s? Mo 2

| dor't kmnow_...3

11 | Can you tell me an examgle of SEATP Relatians with beneficlaries under
(Do not read answer choices out 1E years ald

Reladons between students and
teachers at school

Relations with humanitarian aid worker
at assistance setting

Relations for benefit af Shelter

Eulll

12 | Is this an Bsue that you are concerned
about in this campy/community?

13 | I "Yes", what types of saxual
exploliation and abuse Incldents are
you most concerned abaul in this
oommunity?

14 | Where do you think these cases of At schoal _....1
sencual exploitation and abuse can AL rmarker... 2
happen? At home.....3

At food distribution centre.....4
AL water points_..5
Ary other place_..6

15

16

What is your basic source of information

on sexual exploitation and abuse-
related issues in this camp?

Have you participated in any awareness-
ralsing ewents about SEA since you came

to the village/area camp?

Health facilities. ...1

Women's centers.....2 Mass campaign
ses5ions ....3 Electronic medias/
radios. .4 Through ewareness
creation.,,. 5

Others (specify)_...6

Yes_...1
Mo...2
I don®t know_..3
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4|. Monttoring Surveys

i SEA reporting

17 | If you suspect/witnessed fwere subjected Mothing.....1
to sexual exploitation and abuse, what | will report the case,...2
would you do? | don't know what to
{If the answer s *| don't Know"®, skip do.....3
0.18) Other [specify)..._.4

18 | Do you know where to report abuses? ¥es.....1
(If the answer is No, skip 0.19) No....2

19 | If Yes, where / to whom? Marmes of differant

arganizations._.1
Names a CBCM channel [specify)...2
Other{specify)....3

20 | Do you feel you have adequate knowledge Yes....1
of where and how to report sexual Mo.....2
exploitation and abuse in this community? | don't know.....3

W 5EA service delivery

17 | In your opinion do survivors of sexual Yes.....1
wuploitations and abuse get services/ No.....2
support from any support service-giving | don't know.....3
organization

18 | What servicas ara available for sundvors Madical,....1
of sexual exploitation and abuse? Legal....2
(Do not read answer choices out Safety/security.....3
loud; circle if they mention any of the Psychosocial,,... 4
following) Material.....5

Thank You!
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il. Evaluation Tools

(A) GUIDE FOR FOCUS GROUP DISCUSSIONS

MATIONAL SEA AWARENESSCAMPAIGHN
EVALUATION GUIDE FOR

FOCUS GROUP DISCUSSION

Target Grouwps: Community Members
Introduction:

Good morming S afternoon. My name is an evaluation consultant hired
by the GBV-Taskforce under the auspices of the UNDP. | am here to discuss about the SEA Campaign
that was launched by the Liberian Government in collaboration with the humanitarian assistance
community on December 4, 2006. These discussions are supposed to be held in six different coun-
ties in Liberia with different groups of people like you, the HGODs people, the UN Agencies and many
other people.

The purpose of our discussion is to understand whether the reasons for the campaign was lawnched
are met or not. 5o information gather from you peocple and others, will provide us the sense of what
was done better and what could have been better.

50 we need you honest and full participations not only to achieve purpose of the evaluation, but also
make the campaign a success: create a conducive environment free of SEA and enable everyone

(men, women, and children to live a dignity and freedom.

We thank for coming to talk to me. We should all observe confidentiality in whatever discussed. That
means, whatever disoussed should remain here and nothing should be personally counted against
someone. Feel free and be honest in talking with me. | will be taking down notes or recording as we
discuss; because | can't remember everything that people will say in the discussion. Do | have your
permission to do so0f OK thank!

We have a set of questions here that our discussion will base on. 5o before starting, do you need any
clarrfication on my terms of reference?

Mame of Group Discussed with: Date:
Location: Time Started: Time Ended:
Facilitated By:

TOOLKIT G) P. 6
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QUESTIONS

1. Have you heard about SEA? Yes / J MO f [

(a) If yes, what have you heard about SE&

2. Whats in youwr own mind, do you consider as acts of SEA or not?
3. Are you aware of SEA in this community? Yes f FNo 7 7§
(&) If yes, how does it happen?

(b)) Who are the mamin perpetrators?

(4.) What specific thing do they use as means of eszplotation?
5. How SEA affects:

(@) The survivor?

(b) The perpetrator; and

(c] The you community

&. if you are aware about issuwe SEA, What do you do?

7. When you sometimes you report SE&, what the reactions of the authority to your report?

8. What will you like to s2e happening to people who commit SEAT

9. Are you aware that organizations working in your community have rules and regulation governing

their activities? Yes f F Mo 7/

10. Are you aware of the SEA campaign launched by the GBY Task force: the Liberian Government in
collaboration with humanitarian assistant community in 20067 Yes f F Ho 7 /

11. Was the campaign effective or helpful in preventing SEA? Yes / / Mo /[

{a) If yes, what was most helpful about it?

(b} f no, what could have been better?

.
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(B) GUIDE FOR INTERVIEWS WITH GOVRNMENT AGENCIES

SEA CAMPAIGN EVALUATION

GUIDE FOR
INTERVIEWS

Target Groups: Government Ministries and Agencies
Introduction:

Good morming £ aftermoon. My name is an evaluation consultant Hired
by the GEV-Taskforce under auspices of the UNDE | am here to evaluate SEA Campaign that was
launched by the Liberian Government in collaboration with the humanitarian assistance communi-
ty on December 4, 2006, This interview will be held in six counties with the prominent stakehold-
ers who include: NGO staff, the UN Agency staff, local authorities, and other well-known communi-
ty members.

The purpose e of this interview = to evaluate the effectiveness and impact of the SEA campaign as
relates to its overall goal and intended objectives. Information obtains from you, will provide us the

sense of what was done better and what could have bean better

strictly confidentiality is important and therefore; will be observed in whatever discussed. Feel free
and be honest in talking with me. | will be taking down notes recording as we discuss; because | can't

remember everything that people will say in the discussion. Do | have your permission to do sof OK
thanks!

‘We have a set of guestions here that our discussion will base on. 50 before we start, do you need
any clanfication about my terms of reference?

Hame of Group Discussed with: Date:
Location: Time Started: Time Ended:
Facilitated By:

TOOLKIT G) P. 8
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Questions for Government
Ministries / Agencies

1. Are you aware of the SE& campaign launched by the GBY Task force: the Liberian Government in
collaboration with humanitarian assistant community i 20067 Yes / J Mo § F

2. |5 your ministry £ agency member of the GBV- Taskforce wn Libenma? Yes f FHo f f

3. Have you heard about SEAY Yes f F Mo /7 7

{a) i yes, what have you heard about SEA?

b. What does it mean to you?

3. Are you aware of any occurred incidence of SEA i institution? Yes f 7 Mo 7

{a) f yes, can you give examples of incidents?

{b) who are the main perpetrators?

4. |5 your organization involved in activities to prevent SEAT Yes / F Mo 77

&. What action does your agency take in respect to SEAT

&. Does your institution have specific rules or COC to prevent SEAT Yes / /Mo f f

7. Was the campaign effective or helpful in the prevention of SEA? Yes/ /Mo / f
{a) i yes what is most helpful about it?

&. What was least helpful?

{a) How could it be improved?

9. since the launching of the campaign what specific activities are you under taking to continue pul-
lic awareness on the issues of SEA in your institution of work?

TOOLKIT G) P. 9
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(C) GUIDE FOR INTERVIEWS WITH NGOS/UN AGENCIES

NATIOMAL SEA AWARENESSCAMPAIGN

EVALUATION GUIDE FOR
INTERVIEWS

Target Groups: Humanitarian Assistance Community
Introduction:

Good morning / afternoon. My name is an evaluation consultant hired
by the GBV-Taskforce under the auspices of the UMDP | am here to evaluate the Hational SEA
Campaign awareness that was launched by the Liberian Govermment in collaboration  with the
humanitarian assistance community on December 4, 2006. This interview will be held in six coun-
ties with the prominent stakeholders who include: NGO staff, the UN Agency staff, local authorities,
and other well-known community members.

The purpose of this interview 5 to evaluate the effectiveness and impact of the SEA campaign as
relates to its overall goals intended objectives. Information obtamns from you, will provide us the
sense of what was done better and what could have been done better

strictly confidentiality 1= important and therefore; will be observed in whatever discussed. Feel free
and be honest in talking with me. | will be taking down notes or recording as we disouss; because
| can't remember everything that people will say in the discussion. Do | have your permission to do
sof DK thanks!

Do you need any clarification of my terms of reference before we proceed?

Mame of Group Discussed with: Date:

Location: Time Started: Time Ended:

Facilitated By:

TOOLKIT G) P. 10
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QUESTIONS FOR NGOS

1. Is your organization involved in activities that prevent SEA?
(a) If yes, what specific activities?

2. Are you aware of the SEA campaign launched by the Government of Liberia in collaboration
with the humanitarian community in 20067

(a) If yes, what specific role did your organization play in the launching?

3. Was the campaign effective or helpful m the prevention of SEAT Yes 7 F Mo /
(a) If yes what iz most helpful about t?
(b) How could be improved?

4. What changes (positive or negative) have occurred i your dealing with the issue of SEA since the
campaign was launched?

F. How does SE& affect your organization?

6. What specific steps does your organization take against staff who commit SEAT

7. since the launching of the campaign what specific actiities are you under taking to continue rais-
g public aware on the issues of SEA in your commumnity of work?

8. Are you aware of reporting mechanisms for SEAT

9. How do you monitor SE& incidence?

10. What would you recommend as successful means of preventing SEA in Liberia?

TOOLKIT G) P.
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Preventing Sexual Abuse and Exploitation

KAP Survey
Camp
Gender of
Location of interview
1. What is your age?
a. 151t l7
b. 181026
c. 271040
d. 40 to 60
e. 61+

2. When did you arrive in this camp?

a. 0to 1 year ago
b, 2-3 years ago

3. Which ethnic group do you belong to?

a. Kayah
b. Kayan
c. Kayaw
d. Karen
e. Karenni
f. Burmese
g. Shan

h. Pa-o

i. Chin

J- Mon
k. Rohingya
l. Other:

4. What is your marital status?
a. Single
b. Married, spouse living in camp

¢. Married, spouse living outside camp

d. Divorced or separated
e. Spouse died

TOOLKIT G)
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f. Boyfriend/girlfriend

5. At the moment, do you have a job in the camp?
a. Yes

b. No

6. If yes, my job is:

Please choose one answer fo the next four questions about what sexual abuse and
explottation is,

7. Sexual abuse and exploitation by humanitarian workers is:
a. A violent argument between a refugee wife and her husband
b. An NGO worker who gives rations, clothes, ration cards or other things
that refugees need in exchange for sex with a refugee

8. Sexual abuse and exploitation by humanitarian workers is:
a. When a refugee man forces another refugee to have sex.
b. When a refugee who works for a NGO uses has or her power ag an NGO
worker to force another reflugee o have sex.

9. Sexual abuse and exploitation by humanitarian workers is:
a. A neighbor who asks a refugee child to undress and abuses him or her.
b. An Or Sorr who rapes a refugee woman.

10. Sexual abuse and exploitation by humanitarian worker is:
a. A reseftlement officer who helps a refugee in the resettlement process if
that refugee agrees to have sex with that officer.
b. A male refugee who hits and beats a refugee woman

11. The people most likely to sexually abuse or exploit a refugee are:
a. Or Sors

Thai Police

Camp leadership

Outside NGO workers

Camp-based (refugee) NGO staff

Camp security

UNHCERE. staff

Teachers employed by an NGO

Other:

T EE e A

12. Who is most likely to be asked for sexual favours from aid workers?

a. Young women in the communities

.13
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b. All women living here

c. Widowed, separated or single women or mothers
d. Children

e. Men

f.  Other (please indicate)

Da you agree with the following statemenis?

13, Have you heard of humanitarian workers sexually abusing or sexually
exploiting refugees in the camp?

2. Yes
b. Mo

14. Have you heard of the PSAE project before?
a. Yes
b, Mo

15. Food, clothes, living materials, medical care, education, or any other help
provided to refugees are free. As refugees, we are able to obtain these

without sexual threats or being asked to do something sexual.
8. Yes

b. No

16. Someone | know has been asked by Or Sors, NGO workers, incentive-staffl or
other humanitarian workers, to do something sexual.
a. Yes
k. MNo

17. The NGOs who work in the camp have a policy about what their stafl can
and can not do with refugees, especially in relation to sexual relationships.

2. Yes
b. Mo
c. [don't know,

18. The Or Sors and Thai military personnel who work in the camps have a
policy about what their staff can and can not do with refugees, specifically in
relation to sexual relationships.

a Yes
b, Mo
c. ldon’t know.

19. Every person employed by an NGO must sign and follow a Code of Conduct

which says that exchanging food, clothes, medicine or any other kind of help
for sex is not acceptable.

TOOLKIT G) P. 14
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a Yes
b. No
¢. 1don’t know

20, If a humanitarian worker sexually abuses a refugee, I can report it:
a. Yes
b. Mo
¢. 1don’t know

21, I know where to report sexual abuse and exploitation of a refugee:
a. Yes
b. No
¢. 1don’t know

221. Do you think sexual abuse and exploitation is a big problem in this camp?
a. Yes
b. MNo
¢. |don’t know

Please choose one answer for the next six guestions:

23, For me the best way to report sexual abuse and exploitation by humanitarian
workers is by:

Speaking with someone from the Camp Committee

Speaking with someone from NGO where the perpetrator works

At a health center

At the GBY committee center

Writing what happened on a piece of paper and putting that picce of paper

in a complaints box at the NGO in question

[ Writing what happened on a piece of paper and putting that piece of paper
in a complaints box another NGO

g. Speaking with an UNHCR representative

h. Going to the Legal Assistance Center (LAC)

1. Other:

fAanoR

24. 1 think reporting sexual abuse and exploitation of refugees by humanitarian
staff is:

a. Easy

b, Difficult

¢. Impossible

d. Leads to problems in the camp

25. Why do you think sexual abuse and exploitation occurs?
a. Women here are atiractive

TOOLKIT G) P. 15
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. Aid workers don’t live here with their families

b

¢. Everyone who has power over someone else will exploit someone else

d. Refugees have no control over their situation and must rely on aid
agencies for everything

¢. SAE doesn’t occur here

f. Other (please indicate)

26. Giving a community member exira food, goods or any other advaniages if
he/she agrees to have sex with an aid worker is not wrong as long as both
agree to do it

a. [agree
b. Idisagree
c. ldon’t know

27. What do you think about someone who agrees to have sex with an aid worker
in exchange for food?

It"s her own fanlt

She iz a bad influence for our commumnity

She agreed to it s0 she can't blame the man

I don’t want any contact with her

I would try to console and support her

Other (please indicate)

RN

28. Is it necessary to have a project or a program to combat sexual abuse and
exploitation by humanitarian workers inside the camp?

2 Yes
b. No

19, Please make any other comments about sexual abuse and exploitation in the
CAMpS.
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56 HAP Humnaritarian Accountability Parthership

Beneficiary Based Consultation (BBC)

Discussion Guide for Groups and Individuals in
(insert country or camp name)”

]Iq‘.l'RﬂnUﬂ'I.‘Il::l_N

P is an NGO in ﬂunmnrdhhﬂhtﬂ. Thrmﬂltnmmg,ﬂ.ﬁl‘ hlhiud.:;mnn

hﬂhu?ﬁymmtﬂwmqhmﬂm&hnﬂmhf

their staff.

rH.ﬁ.Pumirp-mﬂmuﬂﬂnﬂ I:j-h' hﬂhhlﬂmmqwumhﬂmm
humanitarian crises

refugees or other populations

In other sitnations, we have heard about. .
. Anudwmhtﬂ:wﬁnngimﬂnmnhmﬁd:mgnnﬁm:hﬁﬂnmm

for extra food.
. Ammlunm:wnﬂhn:{u ﬁnfﬂ:f:huﬂrﬁwﬂ,

more than others ahead of rﬂWHMMwMﬂg=

They Miﬂiﬁnrwmﬁmurwmmmh

(imsert cosemtry or camp name). *

a ﬁ’nhﬂ:mlﬂtnmmnhmtmlnpﬁuﬁmlﬂﬁwmmfﬁm
you,

aﬁ’nmhu:mmhtmfm‘manqlﬂﬁnm

o Why do we want to krow? Your feedback will help HAP and aid agencies improve their
wﬁw“lﬂm!ﬂlhmﬂﬂ{#m:mﬂhﬂrﬂhmw

o If you choose to talk with us, our diseussion will take around an hour.

o We won't write down o use your name. Whatever you say to us is eonfidential.

o We'll repeat key points at the end of this discussion to be sure we've clearly understood
your opinions/experiences

o If you don't want to talk 10 us or become uncomfortable with this discussion, it is okay
to leave at any time.

& Are you willing to participate? May [ have your permission to begin?

*  Note; The researchers found i helpful to come up with a st of possible SEA seenarios with transiators and
h-puﬂuﬁm umm:mhh ﬂﬂ*:mm_m

1. We talked about... (offer other SEA examples) Do similar problems happen here? [s SEA

a concern for you? If so, how could/do aid workers sexually abuse benchelaries?

2. In what ways do aid agencies stop sexual exploitation and abuse by their staff and

volunteers? Do you think their prevention effores work? Why or why not?

3. Have aud organizations asked you and your community how SEA by aid workers or
volunteers should be prevented? When? How have aid organisations acted on your

suggestions?

" Dipeamber 2007 version,

TOOLKIT G)
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To comphain or mot 1o complain: still the guestion 57

4. If you were concerned about sexual abuze or exploitation by an aid worker, would you
report it? If yes, ask how would you report it? How and o whom would you report the
problem?

5. Do you know of anyone who has complained about sexual abuse or exploitation by an
aid worker? What happened? Was the person who had the problem given emergency
assistance such as medical care, counseling or moving them for their own protection?

6. Have you ever heard about any investigations into SEA related misconduct by an aid

worker?

7. What were the results of the investigation? What did you think of the results? How were
they shared with your community?

5. Has the risk/potential for sexual abuse or exploitation changed in any way since you
have been receiving assistance ? How ?

9. Do you feel sater as a result of NGO efforts to prevent and rﬁpﬂnd to SEAF How?
What has changed?

10. How should SEA preventon and response by aid agency staff of beneficiaries be
improved?

11. s there anything else you would like to add on this vopic thar I have not alveady asked
you about?

TOOLKIT G) P. 18
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TOOL 9

PSEA/SH MAPPING SURVEY

*i" https://enketo.unher.org/ s/ #sfollvau

O

NOTE

Thia survey can be used as an online survey (&.g. survay mankeay) arthrough
a gueslionnaire (ormal, depending aon how many offices, or porsannel, it
aims 2 cover. It should be complied by the mast relevant and approprists
ropresentative, manager or PSEA Focil Points of the agency in consaultation
with relevant colleagues for specific areas of enguiry.

The objective of this survey can be used to update information and map-out the current
measuras that are in operation to prevent and respond to Sexual Exploitation and Abuse (SEA)
against concerned populations, and Sexual Harassment (SH) in the workplace. The information
gathered from the results of the survey can be used to support the development of an agency’s
systems and regional, country and operational community-based complaint mechanisms, and
inter-agency and cross-border referral mechanisms in the Americas region.

Please take into consideration when completing this survey, the activities of your agency,
office and partners you work with in your area of operation and programmes.

1. Please insert the mame of the office

2. Please enter the name of staff member cempleting survey information for your office

3. Please select the coardination groups that the affice is a member of at the national level?

[ Regional Interagency Coordination Platform for Refugees and Migrants
[ PSEA Focal Paint Netwaork

] Regional Safe Spaces Network

[ Protection Working Group

[J Sexual and Gender-based viclence sub-working group
[ Child protection sub-working group

L Inter-Sector Working Group

O UNDGLAC: Gender Group

0 UNDGLAC: Protection

[J UNDGLAC: Youth

L] UNDGLAC: 5GDs

] Other, please indicate.

4. How many partners do you work with in your area of operation?
Oos DOs10 O 10+

List narme of partners

102
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* (Folfowing Points | - IV are based an the IASC PSEA Pillars and 50Ps AND the UNHCR Emergency
Handbook on PSEA)

. MANAGEMENT AND COORDINATION

Effective policy development and implementation

5. Have all staff been given a copy of the Secretary-General's Bulletin, especially new staff appointed
in emergencies?

OYES 0O NO
6. Have all staff been given a copy of the IASC Six Core Principles related to PSEA/SH?
O YES [ NOD

7. Has any communication | refresher information / reaffirmation of your agency's Code of Conduct
and PSEA [ SH commitments been given to staff within the past year

O YEs O NO
8. Have staff received any training on PSEA and SH in your office in the past year?
L ¥YES Ll NO

9. Has your agency's relevant policies i.e. Policy on Discrimination, Harassment, Sexual Harassment
and Abuse of Authority been disseminated to all staff?

OYES O NO
Cooperative Arrangements

10. Is your Code of Conduct, including PSEA [ SH, written into all implementing/cooperative partner
agreements?

O yYes [ NO
11. Are all partners made aware of your agency's commitments to PSEA/SH?
O YES 0 NO

12, When selecting suppliers/vendors does your agency ask for information on the standards of
behviour/conduct it expects from its personnel?

OYES 0O NO
13. When contracting suppliersivendors in your operation is PSEA [ SH included in contracts?
O YES 0O WO
A dedicated department/focal point is committed to PSEA among personnel
14. Does your office currently have an appointed PSEA Focal Point and Alternate?

O YES (Names, title, email address, phone number)

O nO

15. Do partners in your area of operation have PSEA Focal Points?
O YES [ NO

16. Does your office have a PSEA action plan in place?

Oyes O NO



https://www.refworld.org.es/pdfid/5db1dd134.pdf

TOOLKIT G)

REGIOSAL TOOILENT
for FSEA/5H and Community-Eased Complaint 2nd Refierml kedenism in the Amerims

17. Has the PSEA Focal Point, or an alternative staff member, conducted any PSEA / SH awareness-
raising sessions with:

O Staff
[ Parinars

[ Communities / concerned populations
[ Government counterparts
0 Mone

18. Has your office provided support to partners on establishing PSEA systems:

[ Training on PESA
[J Training on setting up community-based complaint mechanisms

[ Any other please specify

19. What specific challenges to establishing PSEA systems does your office have?

20. What specific chzllenges to establishing PSEA systems do partners have?

21. Have SEA ( SH risks been analysed in your area of operation and activities?
LJYES LI NO

Il. ENGAGEMENT WITH AND SUPPORT OF LOCAL COMMUNITY POPULATION

Effective and comprehensive communication from head office to field offices on expectations
regarding raising awareness on PSEA with concerned populations

22. Have any communication or awareness raising campaigns for concerned populations/
communities on PSEA been implemented in your area of operation (by you or partners)?

O YES (please provide details)
O MO

Effective community-based complaint mechanisms

23. Are complaint mechanisms available to concerned populations and communities in your
operations | programmes?

OYES 0O NO [ Tosome degree
24, Are these mechanisms functioning systematically?
OYES 0O NO 0O Tosome degres

25, What key challenges are faced in your operations to setting-up community -based complaint
mechanisms?
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24, Are the complaint mechanisms coordinated between your agency and other service providers,
partners in your programme and operational arma?

O YES (please provide details)

[ NO (please give reasons why)

27. Are the complaint-mechanisms developed and implemented in consultation with concerned
populations and communitios?

O YES O NO

28 ‘?Ihl-:lt of the complaint mechanisms below are operational In your programme and operational
area

) Programmatic/operational complaint mechanism
[ SEA & misconduct complaint mechanism
O Integrated SEA/programmatic/operation related complaint mechanism

O Other, pleass specify

29. In which offices (haad, fizld, sub offices) do you implement complaint mechanisms to receive
programmatic/operational complaints?

30. Which of the below tools do you vse to receive programmaticloperational complaints?

[J Complaint box
O Hotline

O E-mail

O Community Volunteers/Focal Points

[ Community Gatherings/Meetings with the community
[J Protection monitoring

) Qutreach

L] Other, please specify

31. How do you provide feedback to concemed populations / communities on programmatic/
operational complaints?

a. After processing the complaint in accordance to internal procedures:
[l By phone
L] By e-mail
O Individual counselling
[J Through Community Volunteers/Focal Points
[ Through Community Gatherings/meetings with the community
L] During protection monitoring
OO During ocutreach

[] Othar, please specify
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b. On the spot:
[0 By phona
[1 By e-mail
[] Individual counselling
[0 Threugh Community Volunteers/Focal Points
O Through Community Gatherings/meetings with the community
[] During protection monitoring
[] During outraach
[0 Other, please specify

32 In which field offices do you Implement complaint mechanisms to receive SEA/miscond uct?

33. Which of the below tools are used to receive SEA/misconduct complaints?

[J Complaint box

CJ Hotline

[ E-mail

] Community Volunteers/Focal Points

[J Community Gatherings/Mestings with the community
[J Protection monitoring

[ Qutreach

] Other, please specify

34. How do you provide feedback to contemed populations/communities on programmatic/
aperational complainis?

a. After processing the complaint in accordance to internal proceduras:
[] By phone
L] By e-mail
O Individual counselling
[] Through Community Volunteers/Focal Points
[J Through Cammunity Gatherings/meetings with the community
L] During protection monitoring
O During outreach

[0 Othar, please specify

b. On the spot:
OO0 By phone
[] By e-mail
[l Individual counselling
[0 Through Cammunity Valunteers/Focal Points
O Through Community Gatherings/meetings with the community
[] During protection monitoring
[J During outreach
L1 Other, please specify
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35. Which methods are most used by concerned populations/communities to make programmatic/
operational complaints?

36. Which methods are most used by concerned populations/communities to make SEA/misconduct
complaints?

[1l. PREVENTION

Effective recruitment and performance management

37. Does your agency and office have appropriate recruitment and performance management
systems in place to prevent SEA/SH?

L1 YES L] NO

38. Does your agency have a Whistle Blowing policy, Sexual Harassment Policy and Grievance
procedures in place?

0 YES
[] NO, descibe gaps

Internal complaints and investigation procedures are in place

39. Are all staff in your officeloperation clear on mandatory reporting requirements, how to report
incidents and what to expect?

1 YES
[ NO, please explain what is reguired?

40. Are staff informed about how they can address grievances within the agency?
[JYES O NO

41. Are there inter-agency complaint referral mechanisms being implemented for SEA/misconduct
complaints?

L YES [ NOD
42 Do partners have programmatic/operational complaint-referrals investigation mechanisms?
[l YES [(please give examples)

] NO
43. Do partners have SEA/misconduct complaint-referrals investigation mechanisms?
L] YES (please give examples)

[ NO
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FOREWORD

Thisf toolkitl aimsf tol providel your
organization] withf examplesf off visualsf to
helplthefdevelopmentfoffprogramsfonfthe
Preventionf off Sexualf Exploitationf and
Abusel (PSEA)J Thel fourl documents
gatheredlherefwereldevelopedlbyldifferent
organizations] and] haveJ been| selected
amongl thel Dignal databasel The
documents] aref samplesf off visual
informationfmaterials JandImightfbefused
asf examples| forf each|] organization] to
developl their] own] visually-friendly
documentsfregardingfPSEA.

Dignal deems] somel documentsf as
particularlyfusefulfforftheldevelopmentfof
organizations’J visualsJ Forf exampleJ the
poster] produced] byl Concernf Worldwide
Rwandaf -J document] 1f inf this] toolkitf -
shows] howfl al summarized] setf of
informationfcanfoeleasilyflandlcollectively
producedf alongsidef interested] groupsf of
peoplef

Inf turnJ thel materialsf producedf by
RegionalfSafefSpacesfNetworkIITUNHCR,J-
document3finfthisftoolkitl-lexemplifyfhow
tof mergel organizations’] procedures] in
printable] documentsf tof bef readily
available.

Dignal isf committed] tof providel your
organizationf withJ clearf andJ usefulf tools.
Wel hopel theyl willl helpl yourl workf while
developingl visually-friendlyl information
materialsfonPSEA.

.



LISTIOFIDOCUMENTS

Program Participant Protection Policy: Poster[-JConcernfWorldwide
Rwanda,J2000.

Booklet to raise awareness about Program Participants Protection
Policy (P4) -IConcernfWorldwidefEthiopia.,JBookletlaimedfatlexplaining
thel organizationall ProgramJ Participantsf] Protectionf Policyl to
communityfmembers,J2000.

Visual information materials on PSEA reportingJ -J Regionalf Safe
SpacesfNetworkI[TUNHCR,JRegionallToolkitIforfProtectionffromJSexual
ExploitationfandfAbuse JSexualfHarassmentl(PSEAIPS)landfinter-Agency
Community-Based] Complaint] Referrall Mechanism/J in] thef] Americas,
2019 Ipp.J93-94.

Suggestions for communicating_safeguarding_messages -fSavelthe
Children, JSafeguardingfinfEmergencies|Toolkit,J2019,Jp.J35.

USEFUL:

e tofdevelopfafPSEAJPolicyfandlCodefoffConductl(ANCJ03-20:IBreakoutfSession)2)
e tofreachfpartnersfandfbeneficiaries](ANCJ03-20:IBreakoutfSession)3)

I

ANCJ=JAnnuallNationallConference
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Scanned copy of Concern Worldwide Ethiopia’s booklet aimed at explaining the organisational Programme Participants
Protection Policy to community members — translation from Amharic to English is shown below each scanned page.

al
PIAC

i

LICIeP tm

Concern Ethiopia
: Program Participant Protection Policy
! A booklet prepared to raise the awareness of beneficiaries about the P4

June 2000 /Ethiopian Calendar
| ..I!-dﬂ R T AFALLE &&T Prhibh FY T~ =@ F rPTE e
MY TE=TF e T PmemL TE- w rEew
Asmid EFCEe Faews-d FAA. ASTeELhE- \
‘ : i TEEr sty e & BTCY8™ sl T oL @afa L
B ) w AR R0
FA A AP ABLATE & ATE TEFE wEY =il

& WA e e A F B 80 BT TIT-RE sl ATae
: FTEYErT A LT EaWWh AL TISie- TWWDY
1 Y Feaidan PNATY RECF e Al ¢ TT AL
kel st AW AVAYL ReTiATe T BAAT iﬂ'-ﬂ A
AR LA F A™ELY Vo LB .

1 AP P R AR

AE¥ FAR FAT Aeedase AR FAEcRd FOLETY ahAAT
Rl T4 et d A LB FFemAlt TIPS ™ TAANG e dv s svdpdf
8 AR A4 IAE-F AEANF BCLEY JFCE MMPLY Randirhi)

MFTAC e oA TR #PTIVE
AT TR ECRE A+ TE 0
e R L TN B T

CETHER

Bemgl ToENLE AFCE PUATC TELFEN AFCE AL LT TAS
TMEETAE s rd s=TIHE B HLA

e ah .t B

What is this booklet?
This booklet i= an edixcalional malenal designed lo make concern development program beneficiaries aware about the program profection policy of the
organization

Why the policy?

Concern's Programme Parficipan Profection Policy has bean developed lo ensure the maximum prodection of programme participants from exploiiation
and fo clarify the responsibilitias of Concern stalf and the standards of behaviour expected of them.

Who is the policy applicable on?

This policy is appiicable principaily on Concern employees, visitors, pariner organizations and their employees, leachers and olhers who are involved in
Concern's developmeant and reief work.

mm“ the principal conducts the policy categorires as inappropriate befaviour?
are

Sexual relationship with program beneficianes

Discrimination

Soliciting personal gifts

Sexual relationships with chiddren (a person under the age of 18)

What is expected of the reader?

Any one who has read (this document and witnessad & violation of the codes of conducts discussed in the booklet and depicted in the drawings has a
responsibilily of reporting the violation using the addresses indicated af the back of this booklet

Reports of violalions supportad by evidence will be handied confidentially and profection fo the witness will be axfandad

Enyoy reading!
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=0 [hEFY AT AGA AL 1@ paLTAD Fiah HARED
AAANNAT Aha e=amd ATAHE Crhaha -

NECES: Mh-d P LAl "I5To-7 RARNT OAETNN-7
N*Y@Frds TAS DUy en378 A hddn LA

Awarding goods that are due to programme participants for other parties in
order to obtain payments for personal benefit is highly prohibited.

Goods from the organisation must be distributed in public by holding
discussions with program participants.

"‘ BAFF AL P"LAM [ P"LLEF ARAT 104 LT

Pd-hAhA dYa-::

N

Any threatened or actual act of physical harassment against women is
highly prohibited.

Women have the right to be equally treated, contribute lo and benefit from
the oraanisation’s programs.

BE2EF) AL PTLLEF PYTAA +TC PHHARA Yarei

PRINET DA TF ANL AP AR NIhAhLs Ak
A #09, Far L7104 :: 1

Any act of discrimination against the elderly is prohibited.

Concern’s employees must demonstrate and extend special care and
respect for the elderlv.
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.“ aan ._.,.,.:,- e

2 ATC767 +P =LY “¥TAA P+hARA o1y

ANA TAFTTF AL T PUNLPNN REA ARl
PTEV69" 024 Paoll? asfld hATar:: o

Hampering the participation of the disabled in programs is prohibited.

Disabled people have the right to become equal program participants like
anv other member of the society.

AN
". BAMIY AATHA Aemmty™ AAFT AL F=LL8Y @AAT TN
DEJACT PA2-TIC =C0 AYWr AET FHhAhA i

L A,
PEINCD 4718 et TF AV5F a9 -8 WtF1 ATA
NS P T s ELLLF AECID- APON ABINF: i

Abusing position of responsibility to engage in sexual harassment against
women contravenes Concern’s Code of Conduct.

Concern employees should not, under any circumstances, accept sexual
favours victimizing women as negotiating ground for obtaining personal
benefits.

"_‘ huis'+

& 2T PoLLEF® F® TIT4 LAV PHhARA Youu

F LA AEAPS WAL hFE
¥+ Y

Sexual activity between a Concern staff member and a chiid is prohibited.

Teachers are responsible for nurturing children with full care without
discrimination.
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If you seek additional infarmation on the P4 and other related lssues please
canfact

Mrs Hiwol Emishaw ,
Addig Ababa Head Office
Telephome: 0116 611730 /extension 243/

Wolalta Sodo office
Zelalem Mengistu
Telaphone 046 5512427

Wallo Kombolcha office

Miss rehara Sald

Telaphone 033 8510298/ 033 5511906
Or wiile to

Concern Ethiopia

P.O.Bok. 2434

Addis Ababa

Your can alga vigit the Cancern office near you,

.
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TOOL 6

VISUAL INFORMATION MATERIALS
ON PSEA/SH REPORTING IN THE AMERICAS

Leaflet for
concerned
populations
and
communities
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https://www.refworld.org.es/pdfid/5db1dd134.pdf
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8. Think aeatively! Here are some suggestions for communicating Safequarding messages:

On existing planned information & education _ : :
m '-TE:] matarials for other P mmm OR
:lnli:n I:mnlr:. th.l-inln.u

DIRECT CONVERSATIONS WITH COMMUNITY LEADERS LOCAL PRESS — ARTICLES, ADVERTS

=\= i MEGAPHONES AT =
!.j‘.. \ COMIC-B00K FORN ol ,‘Q

'..ﬂltll'l'ﬂl'lil'lﬁﬂﬂ.l:h.l-'l
BQF G i
or in places that women and children

Working with religious leaders to include often use {CF5, mother and baby

C5G messages in their speeches/sermons centre, health centre, market place)
 COMMUNITY MEETINGS CDJ
(ENSURE YDU INVITE Q&A)
L _ Nustrations In programme sites such
DISCUSSION GROUPS, WITH “*“‘”‘Mﬁ"&l‘"’“
TRAINED CSB/PSEA STAFF

EDUCATIONAL
GAMES OR SONGS

STORY-TELLING IN GROUPS

s

W

INTEGRATED INTO LESSON
PLANS AT SCHOOLS

THEATRE PERFORMANCES

TRAINING SESSIONS FOR KEY ADULT TARGET GROUPS
kLY
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WALLET-SIZED CARDS WITH FEEDBACK AND
REPORTING MECHANISM ON

PUPPET SHOWS m 'l “ “ t

FOCUS GROUP MEETINGS




