POSSIBLE ELEMENTS OF AN ACTION PLAN (for [timeframe])

Note: Actions and key components below are only examples. For more, refer to the TORs for Focal Point and In-Country Networks.
Engagement with and Support of Local Populations:

	ACTION
	KEY COMPONENTS?
	DONE BY WHOM?
	BY WHEN?
	COMMENTS
	BUDGET

	1.  Raise awareness within communities
	
	

	· educate communities about their rights, standards of conduct expected of UN/NGO /IGO personnel and how to lodge complaints
	· network with local groups

· create messages

· disseminate information

· conduct awareness raising
	
	
	
	

	2.  Establish common community-based complaints mechanisms  
	
	

	· develop safe, accessible and confidential reporting mechanisms tailored to the needs of each community
	· work with communities to establish relevant structures for reporting SEA (e.g., designated complaint recipients, boxes, hotlines)

· ensure community is informed of what and how to report
	
	
	
	


Prevention:

	ACTION
	KEY COMPONENTS?
	DONE BY WHOM?
	BY WHEN?
	COMMENTS
	BUDGET

	3.  Take prevention measures with UN/NGO/IGO personnel
	

	· provide awareness-raising on SEA for all personnel
	· provide and ensure that 100% of personnel attend awareness-raising sessions 

· integrate SEA into other trainings (ex: induction) as appropriate
	
	
	
	

	· ensure Focal Points are known throughout their respective entities
	· distribute information about identify of FPs and their roles and responsibilities
	
	
	
	

	· support staff to sign code of conduct
	· ensure distribution of code of conduct and mechanism for staff to sign
	
	
	
	


Response Systems:

	ACTION
	KEY COMPONENTS?
	DONE BY WHOM?
	BY WHEN?
	COMMENTS
	BUDGET

	4.  Develop procedures for personnel to report incidents
	

	· establish reporting mechanism


	· establish inter-agency SOP for reporting

· establish internal confidential systems for receiving, documenting and forwarding complaints to HQ / relevant agency, based on inter-agency SOP
· create environments for receiving complaints

· track and ensure follow-up to complaints
	
	
	
	

	5.  Establish and coordinate victim assistance mechanism
	

	· ensure victim assistance mechanism meets standards outlined in VA Guide
	· establish inter-agency SOP for VAM

· identify victim support facilitators
· ensure network of service providers

· establish referral system
· identify options for ensuring safety of victims and witnesses
	
	
	
	


Management and Coordination:

	ACTION
	KEY COMPONENTS?
	DONE BY WHOM?
	BY WHEN?
	COMMENTS
	BUDGET

	6.  Maintain in-country network
	
	

	
	· hold regular meetings
· assess gaps in protection from SEA and develop and implement action plans

· report annually to RC/HC
	
	
	
	

	7.  Work with management
	

	· assist HO/RR/RC/HC to fulfil his/her SEA-related responsibilities 
	· support inclusion of SGB standards in contractual arrangements with non-UN entities and individuals

· coordinate entities’ adherence to relevant monitoring /compliance mechanisms

· ensure job descriptions, terms of reference and/or performance appraisal plans of staff who are focal points include PSEA responsibilities

· keep data on reported incidents 
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