Protection from Sexual Exploitation and Abuse

Focal Point Checklist

Background

In 2005, IRC Kenya developed the first version of this self-auditing tool to prevent and respond to sexual exploitation and abuse (SEA) in the Kenya Refugee Program as a pilot exercise using a variety of checklists developed elsewhere
.  In the initial stage each agency completed the self-auditing tool to assess where it stood in relation to preventing sexual exploitation and abuse, identify gaps and provide guidance on the next steps the agency needed to take to strengthen its work.  The checklist exercise was repeated in 2006 to measure progress within individual agencies as well as across the Kenya Refugee Program.

Since then, the self-auditing tool has been distributed as a “best practice” resource via trainings to focal points and to senior managers on protection from sexual exploitation and abuse (PSEA).  For more information about these trainings and for a copy of the original self-auditing tool, please visit the PSEA Tools Repository website:  www.un.org/pseataskforce.  

Some time ago, senior managers in your duty station participated in a one-day “learning event” aimed at assisting them in understanding and meeting their responsibilities with regard to PSEA.  The adapted self-auditing tool contained herein is meant to be completed by PSEA focal points in the setting where a learning event has been held.  As such, this checklist is being used as a monitoring tool by facilitators of the learning event to measure progress made by agencies in addressing SEA and to identify on-going needs related to PSEA.  The checklist is being distributed to focal points for completion in two stages:  the first stage is a few months after the learning event, and the second stage is up to one year after the learning event. 

How to Complete the Checklist  

For the purposes of this checklist, Code of Conduct refers to the Agency’s own Code of Conduct if it incorporates the Six Core Principles that relate to sexual exploitation and abuse as listed in the Secretary General’s Bulletin (ST/SGB/2003/13) and Inter-Agency Standing Committee Task Force on Protection from Sexual Exploitation and Abuse in Humanitarian Crisis (13 June 2002).

Please complete part one of the checklist as fully as possible. Extra spaces are left at the end of each section for your agency to fill in additional checkpoints that may be relevant. For each statement, tick the box which corresponds: A = in place; B = partially done; C = not in place. By grouping the results into mostly As, Bs or Cs, this will provide an indication of your agency’s progress.  You are requested to subtotal your results at the end of each box and to provide the final totals at the end of part one.

Part two requests information on referrals/complaints received on SEA cases IN THE PREVIOUS SIX MONTHS at your duty station in order to ascertain the extent of reporting and investigations.  Note that completion of this section is voluntary and collecting the information from your agency should not in any way compromise confidentiality of reporting and investigations!

Part three offers focal points the opportunity to provide any additional information about efforts and/or challenges in addressing SEA in their duty stations.  You are invited in this section to comment on the extent to which you feel that the learning event for senior managers has contributed to better practice in addressing SEA!

All agency contributions will remain anonymous.  Once the results are centralized, the information will be shared 

(INDICATE HOW THE INFORMATION WILL BE SHARED)

Please return completed checklist to:


(INDICATE TO WHOM THE CHECKLIST SHOULD BE SENT AND BY WHAT DATE)

PART ONE
Duty Station

Name of Agency:

Completed by:

Date completed:




ENGAGEMENT WITH AND SUPPORT OF THE LOCAL COMMUNITY

	1
	COMMUNITY-BASED PROGRAMMING
	A
	B
	C


	A
	Strategies to reduce risks are integrated into regular community-based programme planning, monitoring and evaluation processes.
	
	
	

	B
	Project work plans incorporate PSEA.
	
	
	

	C
	Project implementation does not, at any time, create opportunities for the increased vulnerability of beneficiaries nor the opportunity for false allegations by beneficiaries. 
	
	
	

	D
	The agency has undertaken a gender analysis of all programs to ensure gender sensitive programming and implementation.
	
	
	

	E
	The agency ensures that basic services and goods are adequate. 
	
	
	

	F
	PSEA awareness and sensitivity is mainstreamed in all programmatic activities.
	
	
	

	G
	Budgets include PSEA funding lines for promotional materials/trainings etc.
	
	
	

	H
	The agency promotes regular interaction between beneficiaries and senior staff.
	
	
	

	
	Additional Activities:
	
	
	

	
	
	
	
	

	
	SUBTOTAL:
	
	
	


	2
	COMMUNITY AWARENESS RAISING
	A
	B
	C

	A
	The agency has strengthened the mass information systems to ensure that all beneficiaries regardless of sex, age and ability, receive information in appropriate forms, that goods and services are their entitlement and do not require payment of any kind.
	
	
	

	B
	The agency has disseminated the Code of Conduct amongst the communities with which it works and community leaders can advise their communities on the Code and the reporting mechanisms. 
	
	
	

	C
	The agency ensures that translated copies of the Code of Conduct are freely available to beneficiaries
	
	
	

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

	E
	The agency ensures that field staff have the ability to promote and encourage standards of accountability and Code of Conduct to the beneficiaries in their programs.
	
	
	

	
	Additional activities:
	
	
	

	
	
	
	
	

	
	SUBTOTAL:
	
	
	


	3
	COMMUNITY-BASED REPORTING 
	A
	B
	C

	A
	The agency has established, together with community partners (beneficiaries, NGOs for children and/or women, shelters, clinics, community leaders, etc.) , a confidential and safe SEA reporting system suitable for beneficiaries. 
	
	
	

	B
	All beneficiaries know where and how they can file a complaint. 
	
	
	

	C
	A means to make anonymous SEA complaints is also available to the community, e.g. complaints box / telephone hotline. 
	
	
	

	
	Additional Activities:
	
	
	

	
	
	
	
	

	
	SUBTOTAL:
	
	
	


	4
	MONITORING AND EVALUATION
	A
	B
	C

	A
	The agency has established procedures for monitoring incidences in the community, to better identify trends and improve the assessment of program risks. 
	
	
	

	B
	Regular programmatic monitoring and evaluation incorporates PSEA as a matter of course. 
	
	
	

	C
	Supervisory staff visit sites of affected populations and report on progress made to eliminate sexual exploitation and abuse.
	
	
	

	D
	Regular evaluations of assistance (distribution of commodities, health services, education) take place with significant participation of beneficiaries. 
	
	
	

	E
	Senior managers regularly visit the field.
	
	
	

	
	Additional activities:
	
	
	

	
	
	
	
	

	
	SUBTOTAL:
	
	
	


PREVENTION

	1
	GENERAL PREVENTION
	A
	B
	C

	A
	The Agency has signed the Code of Conduct or the agency has its own Code
, which incorporates the six core principles related to sexual exploitation and abuse.
	
	
	

	B
	The Agency has an action plan in place for mainstreaming PSEA. 
	
	
	

	C
	Identification of PSEA strategies is a participatory process involving all staff as opposed to a top-down approach.
	
	
	

	
	Additional Activities:
	
	
	

	
	
	
	
	

	
	SUBTOTAL:
	
	
	


	2
	STAFF ORIENTATION
	A
	B
	C

	A
	There is a staff orientation process for all staff which includes administrative procedures and human resources as well as programmatic and operational issues. 
	
	
	

	B
	Guidance is provided to new employees on the cultural context and appropriate behaviour expected of staff. 
	
	
	

	C
	During the orientation process, the employee is rigorously taken through the Code of Conduct and the SEA complaints and investigations mechanisms. Staff are given the time to discuss and fully understand the policies and procedures. Staff formally acknowledges receipt and acceptance of the Policy and documents are kept on personnel files. 
	
	
	

	
	Additional activities
	
	
	

	
	
	
	
	

	
	SUBTOTAL:
	
	
	


	3
	STAFF AWARENESS RAISING / TRAINING
	A
	B
	C

	A
	The Code of Conduct (either the simplified or complete version) is displayed in all operational and office areas. 
	
	
	

	B
	The agency has distributed the Code of Conduct, in English or translated versions, to all staff. 
	
	
	

	C
	All existing staff have read and signed the inter-agency or agency Code of Conduct and have knowledge about the consequences of breaches. 
	
	
	

	D
	A manager is responsible for ensuring that a training strategy is being implemented that includes staff sensitization through viewing the film “To Serve with Pride” as well as additional training as needed to raise awareness of gender, GBV, human rights, SEA prevention and response and the Code of Conduct and how to report incidences, whether substantiated or not. (This is for all staff, including consultants, contractors, security guards, etc.) 
	
	
	

	E
	Staff who have direct contact with beneficiaries receive more in depth training on causes and consequences of GBV and SEA.
	
	
	

	F
	All relevant PSEA guidelines and reference materials are available (even in remote sub offices) for staff reference.
	
	
	

	G
	Employees with prolonged and largely unsupervised time with women and children are especially targeted for PSEA support, advice and training. 
	
	
	

	
	Additional activities:
	
	
	

	
	
	
	
	

	
	SUBTOTAL:
	
	
	


RESPONSE
	1
	GENERAL RESPONSE

	A
	B
	C

	A
	The Agency promotes the development of a culture, which ensures that reported abuses are immediately reported upwards and acted upon. 
	
	
	

	B
	Responses are “survivor focused’ keeping the needs of the survivor at the forefront of any investigation process. 
	
	
	

	C
	The agency responds to reported cases according to standard guidelines outlined in the IASC Model Complaints and Investigation Procedures and Guidance Related to Sexual Abuse and Sexual Exploitation as well as the Victim Assistance Guide. 
	
	
	

	D
	The agency ensures that all confidential information is channelled correctly and handled with the utmost discretion
	
	
	

	E
	The Agency will coordinate investigations with other agencies when and if appropriate.
	
	
	

	F
	The agency has a team of staff with the skills and expertise to investigate SEA cases. 
	
	
	

	G
	Administrative, logistical and psycho-social support is available to investigators to carry out their job properly. 
	
	
	

	H
	The agency provides feedback to the complainants / survivors on progress of investigations. 
	
	
	

	I
	The agency ensures that all cases are properly tracked and followed up to ensure that the survivor receives the optimum support required. 
	
	
	

	J
	Senior managers have a clear understanding about if, and when, to report a case to the police.
	
	
	

	K
	Appropriate disciplinary action is always taken against perpetrators.
	
	
	

	L
	Employees are evaluated on their performance when dealing with a SEA report.
	
	
	

	
	Additional activities:
	
	
	

	
	
	
	
	

	
	SUBTOTAL:
	
	
	


	2
	STAFF REPORTING 
	A
	B
	C

	A
	The agency has established a confidential and safe SEA reporting system suitable for staff. 
	
	
	

	B
	All personnel members, regardless of designation and work location, know where and how they can report allegations. 
	
	
	

	C
	A means to make anonymous SEA complaints is also available to staff, e.g. complaints box / telephone hotline. 
	
	
	

	
	Additional activities:
	
	
	

	
	
	
	
	

	
	SUBTOTAL:
	
	
	


	3
	COMPLAINTS MECHANISMS
	A
	B
	C

	A
	Staff members who receive complaints/reports (whether from beneficiaries, staff, or other third parties) are trained on how to deal with complainants/reports. 
	
	
	

	B
	The IASC Model Complaints Referral form, or a similar form, is in use for receiving initial complaints/reports. 
	
	
	

	C
	The agency has a clear and documented guideline on reporting cases to management. 
	
	
	

	D
	The agency promotes a culture and environment in which children and women are listened to and respected as individuals. 
	
	
	

	E
	The actions taken by the agency when an SEA case is reported are satisfactory. 
	
	
	

	
	Additional activities:
	
	
	

	
	
	
	
	

	
	SUBTOTAL:
	
	
	


	4
	VICTIM ASSISTANCE 
	A
	B
	C

	A
	 A victim assistance mechanism is in place in the setting to meet the needs of complainants, victims, and children born as a result of sexual exploitation and abuse in accordance with the UN Victim Assistance Strategy and the ECHA/ECPS UN and NGO Task Force Victim Assistance Guide.
	
	
	

	B
	Victim support facilitators exist to assist complainants, victims, and children born as a result of sexual exploitation and abuse to access services.
	
	
	

	C
	Staff who receive complaints are trained on how to advise on support services available. 
	
	
	

	
	Additional activities:
	
	
	

	
	
	
	
	

	
	SUBTOTAL:
	
	
	


MANAGEMENT AND COORDINATION

	1
	RECRUITMENT AND INTERVIEWS
	A
	B
	C

	A
	Training and written guidance on recruitment practices (that eliminate the rehiring of perpetrators) are provided for those responsible for recruiting and selecting staff. 
	
	
	

	B
	During the recruitment / interview process, the agency discusses the policies of staff/beneficiary relations and assesses interviewees responses to questions related to sexual relations with beneficiaries and vulnerability. 
	
	
	

	C
	References are rigorously gathered and follow a specific format / checklist. They should include questions about disciplinary actions. 
	
	
	

	D
	All agency staff contracts include the main principles of the Code of Conduct or have the Code of Conduct attached.
	
	
	

	E
	All job advertisements reaffirm the agency’s commitment to the Code of Conduct.
	
	
	

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

	
	Additional activities:
	
	
	

	
	
	
	
	

	
	SUBTOTAL:
	
	
	


	2
	HR MANAGEMENT
	A
	B
	C

	A
	The agency Code of Conduct takes into account the SGB and the 6 IASC Core principles related to sexual exploitation and abuse.
	
	
	

	B
	Job descriptions, employment contracts and performance appraisal systems etc. for managers have been revised to ensure adequate attention to their responsibility to prevent and respond to sexual exploitation and abuse. 
	
	
	

	C
	The agency considers rotation of existing field staff taking into consideration staff morale and motivation as a means to prevent long-serving field staff from abusing their positions. 
	
	
	

	D
	The agency has reviewed their policies and procedures for any weakness in managing disciplinary cases, survivor referral systems, and HR practices that may increase potential for abuses and has acted upon, or advocated for, change as necessary.
	
	
	

	E
	Managers are required (and evaluated on their ability) to promote the standards outlined in the Code of Conduct to their subordinates and amongst their project beneficiary population.
	
	
	

	F
	When references are requested by potential employers of existing or past employees, the policy is to share relevant information regarding the employee and proven SEA incidents. 
	
	
	

	
	Additional activities:
	
	
	

	
	
	
	
	

	
	SUBTOTAL:
	
	
	


	3
	EXTERNAL/IMPLEMENTING PARTNERS
	A
	B
	C

	A
	All contracts with external implementing partners or service providers (including transporters, warehouse staff, guards) incorporate the core principles of the Code of Conduct as part of the agreement. 
	
	
	

	B
	It is written into the contract that any violation of the Code of Conduct by that partner can result in termination of contract. 
	
	
	

	C
	All implementing partners are aware that they are responsible for ensuring the Code of Conduct is made known to the beneficiary community with whom they are working. 
	
	
	

	D
	All partners and relevant government officials participate in SEA trainings offered by the agency. 
	
	
	

	
	Additional activities:
	
	
	

	
	
	
	
	

	
	SUBTOTAL:
	
	
	


	4
	COORDINATION
	A
	B
	C

	A
	A focal point within the agency has been appointed for the implementation / follow up of PSEA activities. 
	
	
	

	B
	The agency has strengthened collaboration and coordination among all sectors and implementing partners in addressing SEA with emphasis on the needs of the survivors; e.g., case management, advocacy and emotional support. 
	
	
	

	C
	The PSEA focal point or her/his alternate attends regular coordination meetings with all actors to ensure a concerted effort in prevention and response to sexual exploitation and abuse.
	
	
	

	
	Additional activities:
	
	
	

	
	
	
	
	

	
	SUBTOTAL:
	
	
	


	
	TOTALS 
	A
	B
	C

	
	
	
	
	


PART TWO

If you happen to be the person receiving complaints/reports of allegations of SEA we would appreciate if you could complete the following questions. Otherwise, just jump to Part 3. As these issues are to be treated confidentially, based on a need to know basis, we want you to recognise that this evaluation form doesn’t represent a reason for breaking confidentiality in order to access the information requested. Thank you for your cooperation! 
Referrals/Complaints received and investigated on SEA IN THE PREVIOUS SIX MONTHS

	1   
	TOTAL NUMBERS OF SEA COMPLAINTS/REFERRALS
	

	A
	Total number of referrals/complaints on SEA received in the PREVIOUS SIX MONTHS as defined in SGB/IASC six core principles.
	


	2
	TYPES OF COMPLAINTS/REFERRALS ON SEA
	
	
	

	A
	No. of complaints/referrals received related to concerns on gossip, rumours and suspicions  i.e. suspicious behaviour, heresy, third party concerns.
	

	B
	No. of complaints/referrals received on suspicious behaviour, incidents and observations that are indicative of SEA with no direct referral from survivor.
	

	C
	No. of complaints/referrals received related to conduct of inappropriate staff behaviour/misconduct on SEA with evidence.
	

	D
	No. of complaints/referrals received directly from victims of SEA.
	

	E
	No. of complaints/referrals received involving children.
	


	3
	CASES LEADING TO INVESTIGATIONS AND DISCIPLINARY ACTIONS
	

	A
	No. of complaints/referrals received that were investigated and closed as the investigation resulted in exonerating the alleged offender.
	

	B
	No. of complaints/referrals received that were investigated and closed due to lack of evidence.
	

	C
	No. of complaints/referrals received leading to disciplinary actions.
	

	D
	No. of complaints/referrals received leading to prosecution of the offender.
	

	
	
	

	
	.
	


	4
	THE COMPLAINTS/REFERRALS RECEIVED CONCERNED STAFF  (put a cross in the box to indicate: M (mostly); L (least); and N (none)
	M
	L
	N

	A
	 International staff (longer term)
	
	
	

	B
	International contract staff
	
	
	

	C
	National Staff (longer term)
	
	
	

	D
	National contract staff
	
	
	

	
	
	
	
	

	
	
	
	
	


	5
	THE COMPLAINTS/REFERRALS RECEIVED ON SEA BY GENDER  (put a cross in the box to indicate: M (mostly); L (least); and N (none)
	M
	L
	N

	A
	 Referrals/complaints involved men as suspected/actual perpetrators in SEA activities.
	
	
	

	B
	Referrals/complaints involving women as suspected/actual perpetrators in SEA activities.
	
	
	

	
	
	
	
	

	
	
	
	
	


	6
	SOURCE OF COMPLAINTS/REFERRALS (put a cross in the box to indicate: M (mostly); L (least); and N (none)
	M
	L
	N

	A
	 Complaints/referrals were received from staff within own agency
	
	
	

	B
	Complaints/referrals were received from another UN agency and/or INGO.
	
	
	

	C
	Complaints/referrals were received from a NGO.
	
	
	

	D
	Complaints/referrals were received from the community. 
	
	
	

	E
	Complaints/referrals were received from  Government Departments
	
	
	

	
	
	
	
	

	
	
	
	
	


	7
	SOURCE OF COMPLAINTS/REFERRALS BY GENDER (put a cross in the box to indicate: M (mostly); L (least); and N (none)
	M
	L
	N

	A
	 The source of complaints/referrals were received from females
	
	
	

	B
	The source of complaints/referrals were received from males 
	
	
	

	C
	The source of complaints/referrals were received from girl children
	
	
	

	D
	The source of complaints/referrals were received from boy children
	
	
	

	
	
	
	
	

	
	
	
	
	


PART THREE

Please use this page to share any additional efforts or challenges to address SEA in your duty station!

_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
� Further referred as Code of Conduct
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CCSEA (March and June 2003) Human Resources Assistance Manuals, 1 and 11 
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IASC (June 2002 ) Plan of Action


IASC (June 2005) Guidelines for Gender-based violence Interventions in Humanitarian Settings Focusing on Prevention and Response to Sexual Violence in Emergencies – Draft for Peer Review.


IRC (July 2004) Action Plan and Report


IRC (date unknown) Checklist for Country Directors
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UNHCR (2003) Prevention & Response to Gender – Based Violence Global Technical Support; Checklist for action, UNHCR
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