
MODULE 1: Opening and Introductions______________
	Objective:

Time
	1. To introduce participants to each other;

2. To clearly outline training objectives;

3. To conduct an assessment test;

4. To provide a brief background on the SGB and the ECHA/ECPS Task Force;
5. To emphasize the importance of confidentiality in fulfilling the responsibilities of focal point.

1 hour (based on about 25 participants)



	Materials
	Name tags

Place cards 

Marker pens

Flipchart 

Laptop computer and screen for PowerPoint



	Handouts
	HO 0:  Daily Evaluation

HO 1.1:  Assessment Test (blank)

HO 1.2:  ECHA/ECPS Task Force Description 



	Participant Documents


	PD 1.1:  Agenda

	PowerPoint
	PP 1:  Introduction



	Tips for Facilitator
	1. Suggested session time allows for late arrivals.

2. To avoid delaying opening guest speaker, allow him/her to open the training before doing participant introductions but explain this will be done afterwards.

3. At the first break, do a quick review of the assessment tests to determine participants’ level of knowledge and any weak areas that you may need to address in the training.

4. If time permits, conduct an icebreaker. The icebreaker should be simple and short and give participants an opportunity to get to know one another better, such as having participants put one piece of something they are wearing (i.e. earring, ring, scarf) into a basket and having the participants draw an item that is not their own from the basket and find the owner. 
5. If you are running short of time, you may exclude the confidentiality exercise at the end of the session and briefly discuss in plenary the importance of confidentiality. 


	Special Note
	1. If you have high-level representatives giving an opening, an additional half hour should be added for introductions, rather than the 5 minutes allotted in Step A below.
2. The daily evaluation handout is part of this module, but should be distributed at the end of each training day. The final evaluation is included in Module 11.



Procedure___________________________________________

Step A:  Opening (5 minutes)  
Aim: To demonstrate the seriousness of the issue and the engagement and support of senior management.

1. Have PP Slide 1 on the screen. Welcome and acknowledge individuals’ commitment to attending the training. Invite participants to write the name by which they would like to be known in large letters on the place card in front of them (use the marker pens so easily readable).

2. Briefly introduce the facilitators and explain that there will be more detailed introductions after the guest speaker.

3. If there is a high-level representative(s) invited to open the training, introduce him/her/them and have him/her/them speak for a few minutes.

Step B:  Introductions (15 minutes)  

Aim: To allow participants to introduce themselves to the group.

1. Explain that each person is to introduce his/herself by answering the following questions (also on PP Slide 2 as a prompt): 

· What is your name/how would you like to be known?

· Who do you work for?

· What is your job title?

· What is one expectation you have for this training?

2. Invite the other facilitators to introduce themselves first (this models the format of the introduction) and then go to the group. As each person introduces his/herself, write his or her expectation up on flipchart paper. Finish with your own introduction. 

Step C:  Review of Agenda and Expectations (10 minutes) 

Aim: To describe the objectives and content of the training and ensure that participants’ expectations concur with the training goals.

1. Using PP Slide 3, review the overall objectives of the training (adjusted according to which modules the trainer is using). 

2. Using PP Slide 4, review the agenda for the training. Note that each of the participants has been provided with a documents folder and explain that, throughout the training, each of the documents will be referred to and their purpose explained. The first document is the agenda for the training: ask participants to remove PD 1.1 – Agenda from their folders and review it with you as you go through the PP Slide. Ask participants if they have any questions about the agenda. Be sure to note that participants will be asked to complete evaluations for each day of the training, which can be used by the facilitators to improve this and future trainings on protection from sexual exploitation and abuse (PSEA). 

3. Now return to the expectations written on the flipchart paper and, based on the agenda, identify with a check-mark those expectations that the training will attempt to meet, and put an “X” next to those that will not be met during the training.
4. Clarify the approach to the training. Explain that the training is not explicitly a “train the trainers”; however, the training will provide tools for participants to use to explain the prohibition on sexual exploitation and abuse to others and to conduct future focal point trainings. Some participants may already be familiar with some of the exercises, but re-exposure will provide participants an opportunity to observe how different facilitators use the exercises during training.

5. Finally, move to PP Slide 5 to identify where focal points might come from. Note that for purposes of this training, a focal point is any person designated or authorized to carry out functions as described in SEA-related terms of reference, mandates, etc., including for example Conduct and Discipline Teams for United Nations (UN) peacekeeping missions, PSEA Focal Points or any other title/name used by different entities.  

(Highlight that PSEA is a vast topic and they will receive a lot of information regarding several areas of responsibility and then reassure them that their own role is quite limited, i.e. the job is not as big as it might sound.  

Step D:  Ground Rules, Logistics and Housekeeping (10 minutes)

Aim: To establish an environment conducive to learning.

1. After clarifying objectives and expectations, establish ground rules for the training.  Ask participants to identify key ground rules and write them on a flipchart. Ground rules might include:

· Respect time—start on time, end on time

· Be respectful of other participants and the facilitators, including different opinions

· Talk loudly enough for all to hear

· Talk one at a time

· No side groups

· Do not judge others

· Everyone should participate!

· Ensure confidentiality

(Be sure to highlight the issue of confidentiality, such that if participants share a personal story about SEA, it will not be shared outside the workshop, and/or if participants share a story from their field setting, they will respect the confidentiality of the survivor and not give any identifying information. Note that respecting confidentiality is one of the key responsibilities of a focal point.

(Also remind participants that sexual exploitation and abuse is a very sensitive topic that evokes many thoughts and emotions. Note that people will have their own personal views with which others might agree or disagree. Ask participants to respect one another’s views, to be sensitive and not to harshly judge or criticize. Establish any other principles to ensure a safe and comfortable learning environment. If managers are present with their supervisees, discuss how issues raised during the training might affect working relationships after the training.
2. Now go over logistics: timing for break, lunch and closing, etc. In a longer training (i.e. more than half-day) and in order to assist with timekeeping (and to help the participants hold each other accountable), identify two timekeepers for Day 1 of the training. Tell the timekeepers that they should announce to the group when it is time for breaks, lunch and closing. They should also make sure that all participants are back in the meeting room at the designated time following breaks and lunch. Facilitators may wish to identify an “incentive” to make sure participants do return on time (i.e. latecomers are asked to sing a song, recite a poem, etc., in front of the entire group). Give timekeepers nametags that identify them as such.

3. After identifying timekeepers, ask for two volunteers to act as social welfare monitors. These social welfare monitors will be responsible for monitoring the overall welfare of the participants, such as whether participants are falling asleep and need an energizer, the temperature of the room, whether facilitators are speaking too quickly, etc. The social welfare monitors will also be expected to stay for 10-15 minutes after the closing session of the day to review the daily evaluations with the facilitators and prepare a report-back for the following morning. (In subsequent mornings, during housekeeping and following the presentation of the evaluations, new timekeepers and social welfare monitors can be assigned for that day.) Give social welfare monitors nametags that identify them as such.

4. Review any remaining housekeeping issues, such as: 

· location of meals and tea/coffee breaks

· location of toilets, fire exits and smoking areas

· accommodation/flight issues, etc.

5. Close by encouraging question-asking. It may be useful to have a bag of candy at the front of the room, to reward    those who ask questions and/or who volunteer for participatory exercises, such as to be timekeepers, social welfare monitors, etc. If participants have questions that cannot be addressed at a particular moment in the training, a “parking lot” of unaddressed questions can be posted on flip chart paper on the wall and can be returned to each morning during housekeeping, before introducing new content for that day.

Step E:  Assessment Test (10 minutes) 

Aim: To determine participants’ previous experience in dealing with the issue of PSEA and their current level of knowledge.

1. Using a show of hands, ask participants to respond to the following questions:

1. How many of you have read the UN Secretary-General’s Bulletin on Special Measures for Protection from Sexual Exploitation and Sexual Abuse (the SGB)?

2. How many of you have done training on SEA?

3. How many of you have done training on gender-based violence (GBV)?

4. How many of you have interviewed a survivor of violence?

5. In your entire working career (not just this job), how many of you have had a feeling that someone you work with might be sexually exploiting or abusing someone?

2. Distribute HO 1.1 – The Assessment Test. Ask participants to mark their copy with a personal symbol (not their name) that they will remember and can use later. If participants are unsure about any question, ask them to make their best guess. Collect the completed tests for review later.

(Note:  In order to save time, you may wish to distribute the assessment tests as participants enter the training room, so that they can work on them while waiting for others to arrive.
Step F:  Preliminary Background on the SGB (10 minutes) 

Aim: To share very basic background information about the development of the SGB and the training tools the participants are receiving.  

1. Using PP Slide 6 highlight that in 2002 UNHCR and Save the Children released a report on a survey they conducted in Liberia, Guinea and Sierra Leone, in which they interviewed 1500 children and adults (IDPs and refugees) to determine the scope of sexual violence and exploitation of children. During the investigation they discovered extensive exploitation and abuse:

· Sexual exploitation mainly taking the form of casual encounters between the exploiter and the survivor. 

· The prime exploiters included agency workers from local and international non-governmental organizations (NGOs) and United Nations (UN) agencies – those entrusted to protect and assist. 

· The implicated agency workers were using humanitarian assistance and services (medication, food, plastic sheeting, education, skills training, school supplies and building materials) in exchange for sex with girls under 18 and women.

· 67 individuals from a range of agencies were implicated.
The findings that UN and NGO workers had engaged in abuses shocked many agencies. They had not realized the potential of abuse in refugee locations and many began putting systems in place aimed at reducing the risks. 

2. Explain that many individual agencies developed codes of conduct or systems but also the IASC (Inter-agency Standing Committee) established a task force to look into the issue and it came up with a number of tools for protection from sexual exploitation and abuse. The IASC task force generated six core principles for inclusion in any code of conduct, which will be reviewed in the training. The principles and recommendations from the IASC provided the basis of content in the UN Secretary-General’s Bulletin (SGB), which applies to all UN employees and employees of implementing partners. 

3. Note that in 2005, the IASC Task Force transitioned oversight to the Executive Committees on Humanitarian Affairs and Peace and Security (ECHA/ECPS) UN and NGO Task Force on Protection from Sexual Exploitation and Abuse. Distribute HO 1.2 – ECHA/ECPS Task Force Description describing the work of the Task Force and highlighting the websites where training and other resource materials are available. Note that since 2005, a number of other important initiatives have been launched, such as the high-level meeting in 2006 from which was issued a “statement of commitment” by the UN and NGO community on addressing SEA (to be discussed further in Module 3) and, most recently, the UN resolution on assistance to victims of SEA, which will be discussed further in Module 8. 

4. You may wish to highlight the fact that actual statistics on SEA are very limited, not only because few systems are in place to receive complaints and record incidents, but also because under-reporting is a significant problem around the world with any type of sexual violence, including SEA. Each year, the UN Secretary-General publishes a “Special Measures” report on the number of SEA allegations, to which organizations are obliged to submit statistics.  This report therefore serves as one method for obtaining a statistical overview of the problem. The UN Office of Internal Oversight Services (OIOS) also provides information about investigations they have undertaken on SEA, available at www.un.org/depts/oios/pages/annual_reports.html. However, a 2008 report published by Save the Children UK, entitled “No One to Turn To,” documents the ongoing problem of under-reporting of child sexual exploitation and abuse. Another 2008 report, “To Complain or Not to Complain,” published by the Humanitarian Accountability Partnership, highlights the fact that beneficiaries are often reluctant to complain because systems are not in place to receive complaints and/or ensure safe and confidential reporting.

( Facilitators may wish to have several samples of these reports on a resource table for participants to review. These materials are available in the online PSEA tools repository at www.un.org/psea/taskforce, as well as in the Materials for Display folder of the CD-ROM for this Inter-Agency Training for Focal Points on Protection from Sexual Exploitation and Abuse by UN, NGO and IGO Personnel.
5. Inform participants that all materials used in the training are available online, at the sites identified in the handout, and it is therefore not necessary for them to take notes of the PowerPoints used in the training unless they wish.
Step G:  Confidentiality Exercise (5 minutes)
Aim: To highlight for participants the importance of carefully preserving confidentiality as Focal Points.
1. Let participants know that before moving on to the content of the training, you would like to take a moment to highlight one of the key issues related to being a focal point:  confidentiality. Ask participants to think of an occasion when they broke a confidence. Ask them to recall why they broke the confidence and what were the consequences. After a couple of minutes, ask two or three volunteers to share with the group why they broke the confidence and the consequences (they should not share the details of the confidence but rather just why they broke it and the consequences).

2. Now ask participants to think of an occasion when someone they trusted broke their confidence. Ask them to recall how the felt, if they understood why the confidence was broken and what where the consequences? Ask two or three volunteers to share their feelings and the consequences (or ask the group in general to call out emotions and consequences).

(Confidentiality and taking extra measures to preserve confidentiality will be a recurring theme throughout the training. The aim of this exercise is to remind us to anchor the principles that we will be discussing in real life – we follow them not just because they are part of procedures but because they have real value to each and every one of us and because there are real consequences when we fail to respect them.
MODULE 2: Understanding the Basics: Gender, GBV and Sexual Exploitation and Abuse
	Objective:

Time
	1. To explore the concepts of gender, power and vulnerability and their relationship to sexual exploitation and abuse; 
2. To examine the causes and contributing factors of sexual exploitation and abuse and the consequences for individuals and communities.
2.5 hours 


	Materials
	Laptop computer and screen for PowerPoint presentation

Flipchart 

Marker pens



	Handouts
	HO 2.1:  Individual index cards with Power Walk characters

HO 2.2:  GBV Facts, Statistics & Attitudes [and local statistics if prepared]



	Participant Documents
	PD 2.1:  UDHR

PD 2.2:  CRC

PD 2.3:  CEDAW



	PowerPoint
	PP 2:  Understanding the Basics

	Tips for Facilitator
	1. Distribute the Power Walk characters in the order written below, as even with a small group this ensures a distribution of different types of characters.

2. In addition to the handout on GBV statistics (2.2), it is useful to distribute some statistics on GBV for [country] if these have been prepared. Note that the statistics provided in this module are taken from “Broken Bodies, Broken Dreams: Violence Against Women Exposed, IRIN/OCHA, Kenya, (2006), available at www.irinnews.org.


	Special Note
	This module is designed for those who are not very familiar with the concepts of gender and GBV and/or who would benefit from a refresher. It is not necessary to cover all the basic concepts if participants are experienced in gender and GBV. However, for those with limited knowledge of gender and GBV, it is critical that the steps in this module are followed in their entirety. The facilitator should use discretion about the utility of this module for more advanced audiences.



Procedure___________________________________________

Step A:  Power Walk Exercise (30 minutes)
Aim: To allow participants to see the relationships between power and vulnerability to sexual exploitation and abuse.

1. Let participants know that in this session we will explore basic concepts related to sexual exploitation and abuse (PP Slide 1). Without further explanation, bring the participants to a large space (empty conference room or outdoor space) where they can stand side by side in a line and have room to take 25 large steps forward.

2. Give each participant an index card with one of the Power Walk characters written on it (HO 2.1 – Index Cards). Ask the participants not to let anyone else know the character that they are representing.

Possible Characters:

· District Chief

· Village Health Worker (male)
· Traditional Birth Attendant (female)

· School Teacher (female)
· Ward Agricultural Officer (male)
· Leader of a youth group (male)
· Orphaned boy, aged 13
· Orphaned girl, aged 13
· Grandmother, caretaker of orphans
· Uncle, caretaker of orphans
· Primary school boy, aged 12
· Primary school girl, aged 12
· Girl with physical disability, aged 12
· Girl in prostitution, aged 16
· Married girl, aged 16
· Woman whose husband died of AIDS, aged 30
· Unemployed boy, aged 17
· Demobilized boy soldier, aged 15
· Girl looking after her sick mother and younger siblings, aged 17
· International humanitarian worker
· Adult male soldier
· SRSG or RC/HC
· Police Officer (male)
· NGO leader (female)
· Religious leader (male)
· Community leader (female)
· UN national staff member
· Male Peacekeeper
· Village elder (male)
· Village elder (female)
· Village chairperson
· Village shopkeeper
* Other possibilities include: National Ministry Official, District Official, UN international staff member.

3. Tell participants that they will hear a series of statements. For every statement to which the character they are representing could answer “yes”, they should take one large step forward. If a statement does not apply to their character, they should just stay where they are. Sometimes they may not be sure whether a statement applies to them and should just take their best guess.


Statements:

1. I can influence decisions made at community level.

2. I get to meet visiting government officials.

3. I get new clothes on religious holidays.

4. I can read newspapers regularly.

5. I have time and access to listen to the radio.

6. I would never have to queue at the dispensary.

7. I have my own bank account.

8. I can speak in extended family meetings.

9. I can afford to boil drinking water.

10. I can buy condoms.

11. I can negotiate condom use with my partner.

12. I only have sex when I want to.

13. I went to secondary or I expect to go to secondary school.

14. I can pay for treatment at a hospital if necessary.

15. I can speak at a village meeting.

16. I eat at least two full meals a day.

17. I sometimes attend workshops and seminars.

18. I have access to plenty of information about HIV.

19. I am not afraid of walking on my own at night.

20. I can question expenditure of household funds.

21. I am not afraid of violence in my home.

22. I have never had to line up or beg for food.

(The characters and statements may be modified to reflect the regional/local context.

(At the end of the statements, the participants will be fairly spread out. They should remain in place and in character for a debriefing.
4.  Conduct a debriefing:
1. Ask everyone to stay where they are.
2. Starting in the back, ask each person to say his or her character.

(Everyone states his or her character.

3. Ask a few people at the back of the room: “How did you feel? What was it like to be at the back of the room?”
4. Ask a few people at the front: “How did you feel? What was it like to be in the front of room?
5. You may also ask a few people in the middle how they feel. 

6. Invite the rest of the group to also comment on what has happened.
7. (People may mention power or vulnerability.)

(State: “All of these statements are about power or access to power. What do we mean by POWER?”

**Elicit: Power is the ability to influence or control. It includes access to decision-making processes.

(Ask: “Those who felt strong or powerful, why did you feel powerful?”

(Ask: “Those who did not, why not. For those in the back, why do you think you were in that position?”

**Elicit what things give people power: money, position, authority, gender.

**Elicit what things contribute to abuse based on power inequalities: vulnerability, poverty, breakdown in social structures (such as during displacement), lack of legal protection, impunity for perpetrators, culture, gender beliefs.

(Sometimes, some characters end up much further in front or remain much further behind than expected for their character. Ask the person concerned or the group to comment on the position that the character reached; e.g. if the 12-year old girl with a disability is near the front, invite some discussion about this to correct any mistaken ideas that such a person ordinarily wields a lot of power and influence.

(Ask: “Is power always bad?”

**Elicit: No. Power can be used in positive ways but the potential for abuse is there. Those who have less power in relationships are always more vulnerable to abuse.

(Ask: “In [country], are these the people [indicate the people at the front] that have power? Who else has power?” Brainstorm: Government, men, adults, police, military, etc…
5. 
Finally, while participants are still standing, ask why we play that game to introduce key concepts related to SEA. Explain: The reason we start with this exercise is because, through the rest of the training, we will be talking a lot about power and about abuses of power and the link to violence – specifically violence against women and children. Violence and exploitation are almost always linked to power. Those who have more power can exploit and abuse others. Those who have the least power – and very often they are women and children, especially girls – are most likely to be exploited and abused.
(Highlight that today we are talking very specifically about abuses that happen at the hands of personnel of the UN, NGOs and inter-governmental organizations (IGOs). However, it is important to bear in mind the context in which this occurs and to realize that this is part of a much larger problem of gender-based violence.
Step B:  Overview of Key Concepts Related to Sexual Exploitation and Abuse

(60 minutes)
Aim: To give participants an understanding of the broader context of gender-based violence in which sexual exploitation and abuse occurs and its underlying causes and consequences.

1. After participants have returned to their seats, move to PP Slide 2. Suggest that these are some of the key concepts that we must understand in order to better understand the foundations of sexual exploitation and abuse. Review PP Slide 3 on the definition of “power” to reiterate anything that might have been missed during the game. Write highlights of the definition on flipchart paper and post on the wall.

2. Now ask participants to define the term “violence.” Write answers on flipchart paper. Summarize using PP Slide 4. Post flipchart on wall next to the definition of power. Highlight that we often think of violence as something physical, but it can be much broader.

3. Now ask participants to define the term “informed consent.” Write answers on flipchart paper. Summarize using PP Slide 5. Be sure that participants are aware of the two aspects of informed consent: understanding the implications of that to which you agree and ability to refuse. Post flipchart on wall next to definition of violence.

(Highlight that it is important to appreciate the meaning of informed consent because, in terms of sexual exploitation, people may “agree” to engage in transactional sex (i.e. exchanging sex for food, items, etc.), but their “agreement” may not be informed. They may not know, for example, that aid is provided freely, or that aid workers engaging in such practices are guilty of misconduct and should be reported.
(Note that children (people under the age of 18) and individuals who are mentally challenged are deemed unable to give informed consent for acts such as FGM, marriage, sexual relationships, etc.
4. Now ask participants to define “human rights.” Write answers on flipchart paper. Summarize using PP Slide 6. Post flipchart on wall next to definition of informed consent. Emphasize that UN principles are based on human rights: all UN, NGO and IGO workers are therefore duty bearers, responsible for promoting and protecting human rights. Move to PP Slide 7 to highlight some of the key human rights instruments related to GBV/SEA, and refer participants to PDs 2.1 (UDHR), 2.2 (CRC) and 2.3 (CEDAW) in their folders, which outline key elements of these instruments.  

· The UDHR establishes basic rights to which all men, women and children are entitled, without discrimination, such as the right to life, liberty and security, the right to education, to live free from torture.

· The CRC was established to ensure that under-18 year olds receive special protection. The four main principles are:  

1. Non-discrimination;

2. Best interests of the child when government decisions are made;

3. The right to life, survival and development;

4. The right for children to express their opinion and have their opinion taken seriously.

· CEDAW was developed to focus on the special issues affecting women and girls and includes themes addressing participation in public and family life, choice in marriage, sexual abuse, etc.

(Note that SEA concerns a number of basic human rights. These instruments hold governments accountable for protecting those rights and therefore for taking measures to prevent SEA (even if SEA is not specifically mentioned in the instruments). If time permits, ask participants for a few examples of the basic human rights that SEA violates.

5. Now ask participants to define “gender” and write responses on flipchart paper. Post flipchart paper next to the definition of human rights.  Summarize using PP Slide 8. If there appears to be confusion about the term, move to PP Slide 9 to identify that gender is a concept that is used to describe socially determined differences between men and women, and sex is a term used to describe physical difference between men and women. To clarify these differences, move to PP Slide 10 and ask the group to raise their hands first if they think the statement describes a sex difference, and second if they think the statement describes a gender difference. In discussion, clarify any statements as needed.  

6. Now ask participants to review all of the definitions on the flipcharts posted on the wall and try to construct a definition of “gender-based violence” (GBV). Try to encourage participants to use all the concepts to inform their understanding of what the term GBV describes. Highlight that GBV is a form of violence that can involve human rights abuse, most often resulting from an abuse of power, and that the violence is based on gender inequality. This violation of human rights disregards the basic guarantees that are bestowed upon individuals and groups. GBV violates numerous principles found in international human rights instruments. These rights include: right to life, equality and security of a person. Turn to the definition in PP Slide 11. You may wish to clarify why we use the term gender-based violence: because the term attempts to define the NATURE of the violence and suggests that, in order to address VIOLENCE, it is necessary to address issues of GENDER inequality that cause and contribute to the violence. By recognizing the centrality of gender, the language moves beyond describing simply the type of violence, into acknowledging its nature. The term recognizes that violence is an aspect of gender roles, power relationships and particularly the subordination of women and their related exploitation. In order to address violence one also needs to address issues of gender.  

( Note that this definition is taken from the IASC Gender-Based Violence Guidelines. Often there is confusion about whether or not, as it identified in the IASC definition provided in the PowerPoint and articulated in the GBV Guidelines, acts of GBV are always “against a person’s will.” It may be useful to point out that a more nuanced understanding of GBV suggests that acts may be perpetrated without a victim’s informed consent, as discussed earlier. 
( It is also useful to highlight that the while GBV has always been present in society, it is relatively recently—within the last 20 or so years—that is has been articulated as a human rights issue. The term “GBV” itself emphasizes the structural nature of violence against women and girls—in so far as violence against women and girls is a result of global discrimination against women when compared to men–and the fact that violence against them constitutes a human rights violation.  By articulating violence against women as a violation of rights, activists found a platform for holding states accountable for addressing the violence. Thus, the term GBV came into international discourse to articulate the particular nature of violence against women (that it is gender-based). This is why the term “GBV” is often used interchangeably with the term “violence against women.”

( For those for whom this information is relatively new, the facilitator may wish to highlight that there is a well-documented global phenomenon that men often have power and control over women, girls and boys, and often maintain this power through violence. This creates a cycle of oppression that causes, produces and reproduces violence against women and children. Violence and abuse perpetuate inequalities in interpersonal relationships and reinforce structures that enable violence against women and children to continue. This takes different forms across cultures but is perpetuated through structures that advantage men socially and economically compared to women and children. Women and children are disempowered through unequal access to resources and decision-making.
7. Now pause to explain that the concepts we have just covered might not be new to many participants, but we have gone over them quickly as it is important for focal points to be able to explain them to others. Highlight that:
· Sexual exploitation and abuse is a form of gender-based violence.
· Although this training is focusing on the specific topic of sexual exploitation and abuse by UN, NGO and IGO personnel, we need to be aware of the broader context of gender-based violence in which it occurs.

8. Turn to PP Slide 12 to illustrate the gender inequalities that are the basis of GBV. It is more engaging to turn the bullet points into questions (i.e., before showing the slide, ask: “What percentage of the world’s poor are women?”, etc.). After showing the slide, emphasize that this is the global environment in which GBV breeds. Distribute HO 2.2 – GBV Facts.  

(It is important to realize that gender inequality is changeable. In order to address GBV - to truly address GBV - we need to address the power imbalance between women and men. The Power Walk exercise helped demonstrate the prevalence of these power imbalances in society.

Step C:  Causes, Contributing Factors and Consequences of Sexual Exploitation and Abuse (60 minutes)
Aim: To help participants to understand consequences of sexual exploitation and abuse and the range of people affected. Whilst the victim suffers the most, the consequences can be quite far-reaching.
1. Move to PP Slide 13. Break participants into three groups. Ask each group to brainstorm for 10 minutes about one question, to write their responses on flipchart paper, and to assign someone in the group to report back. 

(Note: The facilitator may wish to focus this session exclusively on SEA, rather than on the broader category of GBV. The advantage to focusing on the broader category of GBV is that participants can understand SEA as a component of GBV and part of a larger cultural phenomenon. The advantage to focusing on SEA is that participants will have more time to consider some of the specific issues related to SEA. If the facilitator chooses to focus specifically on SEA, the PP Slides should be adjusted to reflect that focus. Otherwise, the content of the slides and the presentation below will remain generally the same.

2. Have groups responding to questions 1 and 2 report back first. Often during the report back participants will ask for clarity about the difference between “causes” of GBV (including SEA) and “contributing factors” because the answers of both groups will have significant overlap. After both groups have reported back, note that asking these questions was intentional:  it is a way to highlight the fact that people do not often differentiate between causes and contributing factors in their programming. Draw a tree on a piece of flipchart paper. At the roots, write the three following causes of GBV:


· Gender inequity

· Abuse of power

· Lack of respect for human rights
(Note that these causes are universal, and, wherever they exist, GBV will occur. These are the essential “causes” of GBV.

3. Nowreview review a few contributing factors to GBV, including:  
· Poverty

· Educational Status

· Alcohol abuse

· Age and vulnerability (Children are at greater risk for some forms of GBV)

· Emergency/Conflict situations

· Harmful traditional practices: Brideprice, polygamy, wife inheritance, widow cleansing, initiation practices, property rights, child marriage

· HIV and AIDS
Supplement this list using examples from the participants’ flipchart paper. Write some of these examples next to the trunk of the tree. Note that contributing factors to GBV can vary from setting to setting: they are not universal. In some settings, lower levels of education may be a contributing factor to GBV, but in other settings lower levels of education can be a protective factor against GBV (which may be explained by the fact that in more traditional settings, where education tends to be less accessible and where patriarchal norms are not challenged, there may be overall lower levels of GBV because males do not need to “act out” their control over females). In some settings, alcohol can increase the tendency of perpetrators to act violently, but in other settings—where alcohol is prohibited by the state, for example—rates of GBV may still be high. The point is that any sustained efforts at preventing and eliminating GBV must focus on both causes and contributing factors. Efforts that only address contributing factors will fail in the short run. In terms of SEA, this means that if programming efforts are, for example, targeted exclusively at poverty reduction as a scheme to prevent SEA, efforts will not be successful, because the “roots” of SEA are still present in the society. This understanding has implications for prevention programmes, which will be discussed in subsequent training modules.

4. Now ask the group responding to question 3 to present. After they have presented, refer back to the drawing of the tree on the flipchart paper. Tell participants that the leaves of the tree represent the different types of violence, and the fruits of the tree are the consequences of that violence. Then move to PP Slides 14 -15 to provide any additional information about the consequences of violence on the individual survivor.  

5. Next move to PP Slide 16 to highlight the effects that GBV has on communities and societies, illustrating that the costs of GBV are far-reaching. Also highlight that when considering SEA specifically, this form of GBV can have an impact on the reputation and reliability of an organization, undermining its capacity to work effectively in communities.

6. Finally, close with PP Slide 17, which brings the points discussed in this module to a conclusion.  Emphasize that humanitarian work relies on the trust of the local community. When we breach this trust, we become less effective and reduce our capacity to help others. In some instances, this can even have an impact on our security. Highlight that: 

· Beneficiary communities often come from an environment where sexual and gender-based violence is common and community structures may collude to maintain this violence.

· Where women and children are displaced, do not have options to supplement their basic requirements and are also excluded from involvement in community decision-making or education, it is very easy for situations to develop where they become extremely vulnerable to abuse and exploitation.

(Although we are aware that the majority of staff and partners are not engaged in sexual exploitation and abuse, it does affect all of us and the work that we do. For this reason, and to help the victims, we must respond and report when sexual exploitation and abuse occurs. The responsibility for maintaining proper relationships lies with those who have the power.
MODULE 3: The Secretary-General’s Bulletin: Definitions and Standards of Conduct 
	Objective:

Time
	1. To ensure that participants are fully aware of the SGB definitions and expected standards of behaviour for UN personnel and partners;
2. To provide participants with an opportunity to apply the SGB standards in practice;
3. To improve participants’ ability to explain the SGB and expected standards of behaviour to others.
2.5 hours 


	Materials
	Laptop computer and screen for PowerPoint

DVD “To Serve with Pride” 

Speakers for showing film

Flipchart and marker pens

Masking tape used to make one large “A” on the floor and one large “D” several feet away from the “A”



	Handouts
	HO 3.1:  IASC Scenarios (blank) 

HO 3.2:  IASC Scenarios (completed)



	Participant Documents
	PD 3.1:  Agree/Disagree Statements (with comments)

PD 3.2:  Guide to Facilitating the Film “To Serve with Pride”

PD 3.3:  FAQs on SEA

PD 3.4:  Secretary-General’s Bulletin on Special measures for protection from sexual exploitation and sexual abuse (ST/SGB/2003/13)

PD 3.5:  IASC’s Six Core Principles

PD 3.6:  Statement of Commitment 



	PowerPoint
	PP 3:  The SGB 


	Tips for Facilitators
	1. The timing of this session is important. The review of the film and explanation of the SGB acts as feedback and debriefing for the agree/disagree exercise, therefore they must be held consecutively on the same day. 

2. Some participants may be familiar with the “To Serve with Pride” film and the IASC Scenarios. Remind everyone that even if they are familiar with the exercise, they may wish to pay attention to a new way of presenting it to others. If the group seems very knowledgeable, time for review of the SGB can be cut short and more time allotted to sharing of personal experiences.

3. The review of the SGB is very detailed in this module because information is designed for focal points who require comprehensive knowledge of the SGB’s provisions. For a general audience, facilitators may wish to use PD 3.2 – Guide to Facilitating the Film. This Facilitation Guide and the information in PD 3.3 – FAQs on SEA should be carefully reviewed by the facilitator(s) prior to discussion of the film, as there is information in each that supplements the information provided below in the session notes.




Procedure___________________________________________

Step A:  Agree/Disagree Statements (30 minutes)

Aim: To help participants explore and discuss their own attitudes about sexual exploitation and abuse.
1. Before the session starts, use masking tape to make a large “A” on the floor of the training room where there is plenty of free space, and several feet away put a large “D”. Ask participants to stand in a circle around the “A” and the “D.” Using the Agree/Disagree Statements (PD 3.1), read each statement aloud and ask each participant to move to the “A” or the “D” based on whether they agree or disagree with the statement. This is about their own personal opinions and not their organization’s or the UN rules and regulations. It is important that people should feel comfortable revealing their true feelings about these issues, as this will form the basis for fruitful discussion. Give participants the opportunity to share their opinions, but do not spend too much time on each question. After completing the exercise, let participants know that the questions are in PD 3.1, included in their folders, and have comments to guide them if they should use this exercise in their own trainings.

(The aim of this exercise is to demonstrate that people may hold strong personal opinions on this issue that may differ from others’ opinions. It also allows participants to examine their own beliefs about behaviour that may constitute sexual exploitation and abuse. At this point in the training, do not attempt to challenge people’s personal beliefs extensively.  It is more important for participants to share their beliefs. After reviewing the film, it will be possible to return to discussion of the fact that our personal beliefs cannot stand in the way of realizing our responsibilities to prevent and report SEA.
Step B:  The Film “To Serve with Pride”: Viewing and Discussion of the SGB

(90 minutes)

Aim: To give participants thorough knowledge about the elements of the SGB and the six principles.

1. Show the 20-minute film. For those who have training experience or have addressed the issue at the field-level, let them know that this film is a training tool that can be downloaded at the online SEA tools repository (www.un.org/psea/taskforce) and they should watch the film with an eye to how useful it might be for awareness raising in their offices / duty stations. Note that the film was made in 2006 and so some of the faces that participants will see in the film are no longer in their positions – for instance, it features the previous UN Secretary-General.  Also note that a facilitation guide is available online and is also in their folders, PD 3.2 – Guide to Facilitating the Film, along with the Frequently Asked Questions document, PD 3.3 – FAQs, that can be used by trainers and distributed as part of showing the film during training exercises.

2. At the end of the film, ask some of the following questions to generate discussion:

· What do you think about the film? Is anything surprising? Confusing? Unclear? What images struck you the most? What did you get out of it? Did you learn anything new?

· Does the film raise any questions, concerns, doubts?

· What do you think is the impact of sexual exploitation and abuse committed by UN staff and related personnel on victims? On communities? On our work? On our relationship with government?

· As people working on behalf of beneficiary population, whether as peacekeepers or UN, NGO or IGO personnel, we all have an obligation to create and maintain an environment that prevents sexual exploitation and abuse. How do you think you could personally contribute to such an environment? 

· How do you think your responsibility as an SEA focal point might allow you to contribute to such an environment?

3. Ask participants to find the Secretary-General’s Bulletin on Special Measures for Protection from Sexual Exploitation and Sexual Abuse (SGB), PD 3.4, in their folders. Using PP Slide 2, note that the SGB sets out specific standards on how to avoid harming beneficiaries and other members of the local population. Also note that the SGB gives clear definitions of “sexual exploitation” and “sexual abuse.” They are the key to the SGB and to determining what behaviour constitutes sexual exploitation and abuse. 
4. For participants working in humanitarian organizations, it can be useful to know that the SGB is the UN’s fulfilment of the commitment it made to the Inter-Agency Standing Committee (IASC), which deals with humanitarian affairs, to include the definitions and standards in a code of conduct.  
(Note that the SGB points out that sexual exploitation and abuse have always been unacceptable behaviour and prohibited conduct under the Staff Regulations and Rules (Sec. 3.1).
5. Ask participants to find the definitions within the SGB and identify one participant to read the first definition, on sexual exploitation. Using PP Slide 3, review sexual exploitation thoroughly, being sure that the definition moves through each of the bulleted areas:  

· Any actual or attempted abuse 

· of a position of vulnerability, 

· differential power, 

· or trust, 

· for sexual purposes,

· including, but not limited to profiting monetarily,
· socially, 

· or politically

· from the sexual exploitation of another.

(Note that as personnel working amongst vulnerable populations, we are almost always in positions of power or trust compared to those we are there to assist. It is this position that creates the potential for abuse and requires our judgment and vigilance. Ask participants about the issue of consent: what if a prostitute is soliciting an aid worker in a setting where prostitution is legal? Even in countries where prostitution is legally or socially acceptable, it is unacceptable and prohibited conduct for UN staff and related personnel.
(Also note that even if someone is not directly involved in the sexual act (or the attempted sexual act) but profits from it in one of the 3 ways identified above, then his/her conduct also constitutes sexual exploitation.

6. Move on to a discussion of the definition of sexual abuse, using PP Slide 4. Ask a participant to read the definition from the SGB. Be sure that participants understand that sexual abuse is:

· The actual or threatened

· physical intrusion of a sexual nature, which can occur 

· by force, 

· under unequal conditions 

· or under coercive conditions.  

(Note that this means that force isn’t necessary for sexual abuse to occur. Ask participants to provide examples of what might constitute unequal conditions (i.e. child to adult) and coercive conditions (i.e. extra rations for a beneficiary in exchange for sex).  

(Note that under both definitions, sexual exploitation and sexual abuse can occur even if only an attempt is made (which means that there is some evidence that the perpetrator has taken action to initiate a violation) or threatened (which can only involve a verbal threat but not constitute any attempted action). For example, in terms of sexual abuse, simply asking for sex with a child is a prohibited act. 

(Note that under both definitions, sexual exploitation and abuse can occur between males and females, and also amongst those of the same sex. The SGB includes homosexual sexual exploitation and abuse.

(Note that “consent” is not mentioned in the definitions and is irrelevant. It does not matter if someone agrees to have sex (even if they are an adult). Even if someone agrees to have sex, it can still constitute sexual exploitation or sexual abuse if the other conditions exist. 

(The facilitator may wish to note as participants are reviewing the definitions that some language in the definitions such as “position of vulnerability” and “differential power” have been criticized as being somewhat vague and therefore difficult to apply and/or enforce. Facilitators may wish to spend some extra time in discussing how these aspects of the definitions might be interpreted.
7. Now, using PP Slides 5-7, go through the six principles highlighted in the SGB (see Sec. 3.2 of the SGB), pausing to answer any questions participants may have, particularly regarding the highlighted sections below. Note that these principles are nearly identical to the Six Core Principles produced by the IASC’s now-closed Task Force on Protection from Sexual Exploitation and Abuse in Humanitarian Crises, in PD 3.5:

(a) Sexual exploitation and sexual abuse constitute acts of serious misconduct 

and are therefore grounds for disciplinary measures, including summary dismissal; 

(b) 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 in the age 

of a child is not a defence; 

(c) 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 any exchange of assistance that is due to beneficiaries; 

(Note that this covers prostitution. Under the SGB, engaging the services of a prostitute is prohibited.  It doesn’t matter if prostitution is legal in the country where the sex takes place or is legal in the staff member’s own country, it is absolutely prohibited for UN staff, related personnel and partners to use the services of prostitutes. It is also prohibited to offer someone a job in exchange for sex, to offer someone additional assistance for sex, or to exchange any kind of money, goods or services for sex, including sexual favours or
other forms of sexually humiliating, degrading or exploitative behaviour. Asking beneficiaries for sex in exchange for the assistance that is due to them is a clear breach of this provision and is specifically mentioned as an example.  

(Note: Facilitators may wish to refer to the FAQs (PD 3.3) section on prostitution to address any additional issues with regard to this subject.
(d) Sexual relationships between staff and beneficiaries of assistance, 
since they are based on inherently unequal power dynamics, undermine 

the credibility and integrity of the work of the United Nations and are strongly 

discouraged; 

(The purpose of this provision is to highlight that sexual relationships between personnel and beneficiaries of assistance (however small or large the group) are generally based on inherently unequal power dynamics. Where there is an unequal power dynamic, there is a strong potential for abuse. The SGB is requiring UN, NGO and IGO personnel to show good judgment, to think about their actions and the consequences of their actions. Because of the unequal power dynamic in sexual relationships between UN/NGO/IGO personnel and beneficiaries of assistance, they are strongly discouraged.  

(Who is a beneficiary of assistance means different things to different agencies and departments. Generally, it includes those who are receiving assistance–such as food or housing–from or on behalf of a UN/NGO/IGO entity. Some agencies and organizations may define it narrowly, including only the persons in a particular refugee or IDP camp or the people on a certain distribution list. Others may include a large portion of the population in the country. Regardless, it is important to remember that the purpose of the SGB is to protect people from sexual exploitation and abuse, and that sexual exploitation and abuse concern the abuse of vulnerability, trust and/or differential power, whether through force, unequal conditions or coercion. If these conditions are met, all acts of sexual exploitation and abuse are prohibited, whether they are with direct beneficiaries of assistance or others living in the setting in which the UN/NGO/IGO personnel are working.  

(Note that SEA can be committed by local staff—who may also technically fit under the category of “beneficiaries of assistance.” What is important to remember is that, once a person living in the beneficiary community becomes an employee or even a volunteer in a UN agency or NGO or IGO, they are held to the standards that apply to all personnel, regardless of their former or current “beneficiary” status. 

(Note that according to the language set forth in the SGB, we often use the term “beneficiary of assistance” when discussing those whom the SGB tries to protect.  It is important for us to understand that beneficiaries are not just passive recipients of aid; they are our partners and should be treated with dignity and respect at all times.  
(e) Where a United Nations staff member develops concerns or suspicions 

regarding sexual exploitation or sexual abuse by a fellow worker, whether in the 

same agency or not and whether or not within the United Nations system, he or she 

must report such concerns via established reporting mechanisms; 

(Note that this is an obligation on all UN, NGO and IGO personnel and partners. This means the reporting obligation applies even if the alleged perpetrator is from another agency or from one of the UN’s partner organizations or is a member of uniformed personnel. 

(Note that the obligation is to report “concerns or suspicions”. It is not necessary to be sure or to have proof before reporting a concern. Like Focal Points, personnel members should not take it upon themselves to investigate allegations. However, all concerns or suspicions must be reported in good faith. Making a complaint/report that one knows to be false is itself subject to disciplinary procedures.  

(Note that it is not necessary for Focal Points or personnel members to distinguish whether a particular act constitutes sexual exploitation or sexual abuse. Many acts may constitute both. Similarly, some acts may breach more than one of the standards, such as a sexually exploitative relationship in exchange for money with someone under the age of 18. 

(Reports should be made as quickly as possible.  Ideally, persons reporting should provide all supporting information that is available to them, such as incident date, location, name of witnesses, etc. The longer it takes to file a report, and the less information available about the incident, the more difficult it will be to prove the alleged incident at the investigation stage. However, it is essential that reports are made based only on the information/evidence that is already available to the person reporting. One should not seek further information before reporting, as this could tip off the perpetrator and, in so doing, potentially leave evidence and witnesses vulnerable to manipulation and intimidation. ONLY EXPERIENCED PROFESSIONAL INVESTIGATORS HAVE THE SKILLS NECESSARY TO INVESTIGATE.

(Furthermore, the report should be made via established reporting mechanisms. Confidentiality will always be one of the key aspects to such reporting mechanisms, to protect both the alleged victim and the alleged perpetrator, who also has a right to due process. Another key aspect to receiving a complaint is to limit the number of times that the alleged victim is required to recount his/her story. Principles for reporting will be discussed further in Module 6 of the training.
(f) United Nations staff are obliged to create and maintain an environment 

that prevents sexual exploitation and sexual abuse. Managers at all levels have a 

particular responsibility to support and develop systems that maintain this 

environment. 

(This creates an obligation on all UN, NGO and IGO personnel and partners to be proactive.  Other sections in the SGB detail some of the ways in which managers must fulfil this obligation, including providing staff with copies of the SGB and informing them of its contents (s4.1), taking appropriate action when there is reason to believe that sexual exploitation and abuse has occurred (s4.2), appointing focal points and advising the local population how to contact them (s.4.3), handling reports of sexual exploitation and abuse confidentially (s4.3), and keeping the Department of Management (or responsible body within the organization) informed on actions that have been taken (s4.6). Again, this list is not exhaustive. The efforts required will depend on circumstances and on the development of further policy and practice for combating sexual exploitation and abuse. 

(Focal points may wish to facilitate the provision of training for senior managers on their PSEA-related roles and responsibilities.  A training package for a 1-day senior managers learning event is available in the PSEA tools repository (www.un.org/psea/taskforce) for this purpose. 
(The involvement of managers is extremely important to the success of addressing the problem and more work is being done on how to hold managers specifically accountable for implementing the SGB. There are already examples in peacekeeping contexts of commanders being sent home for having failed to prevent their troops from engaging in sexual exploitation and abuse when they could have taken steps to address the problem. 
(The publicly accessible OIOS website http://www.un.org/depts/oios/pages/annual_reports.html can be a useful source of information about investigations into SEA allegations. The OIOS Investigations Division brochure, available at www.un.org/depts/oios/pages/id_brochure.pdf, also contains information about OIOS hotlines and may be a useful resource for those with additional questions.
8.    Using PP Slide 8, identify to whom the SGB applies. 
· UN staff: The SGB applies to all UN staff—whether recruited internationally or locally—including staff from agencies, funds and programmes.  
· Other personnel: Initially, the SGB did not formally apply to uniformed personnel although it refers to another Bulletin prohibiting UN forces from committing acts of sexual exploitation and abuse. In April 2005, the UN Special Committee on Peacekeeping Operations agreed with the proposal in the report of the SG’s Special Adviser on Sexual Exploitation and Abuse (the “Zeid Report”) that the terms of the SGB should be binding on all UN personnel, that there should be one standard for one UN. On 22 June 2005, the GA endorsed this recommendation (see General Assembly Resolution 59/300). In addition the Memorandum of Understanding (MoU) between the UN and the troop/police contributing countries to peacekeeping operations has been revised (adopted by the GA in July 2007) to include the relevant Government responsibilities in prevention, investigation and accountability related to sexual exploitation and abuse by military and civilian peacekeepers, thus making the SGB applicable to uniformed personnel. (See: A/61/19 (Part III) Report of the Special Committee on Peacekeeping Operations and its Working Group on the 2007 resumed session, 12 June 2007.) 
· Partners and Contractors: When the UN enters into a contract with a non-UN person or entity, that person/entity must also agree to apply the SGB standards as part of the terms of the contract (s6.1). The SGB should therefore apply to all partners, including NGOs, consultants, contractors, day labourers, interns, Junior Professional Officers (JPOs), UN Volunteers (UNVs), etc. The scope of the SGB is therefore very broad and sets out a common standard for everyone working in some way with the UN.  

(Note that many NGOs develop codes of conduct that contain the same or similar standards.
(Furthermore, many humanitarian organizations are required to adhere to virtually the same standards as those contained in the SGB. They are enshrined in the IASC’s Six Core Principles as previously noted. As also briefly noted previously, dozens of humanitarian NGOs and inter-governmental organizations (IGOs) committed themselves to these principles when they endorsed what is known as the Statement of Commitment on Eliminating Sexual Exploitation and Abuse by UN and Non-UN Personnel, PD 3.6.
(Note that participants may at some point come across the term “UN staff and related personnel.” It covers staff, uniformed personnel, partners and contractors – all of the categories just discussed.  
(Note that the SGB applies to UN staff and related personnel at all times. It is a condition of employment and applies throughout the entire period that someone is under contract with the UN. This means the standards apply during and outside “office hours” and during leave or mission breaks. They apply globally and not just at a particular duty station.

9.    Now highlight some of the “grey” areas in the SGB, using PP Slide 9:

· Strongly discouraged and limited managerial discretion: Section 4.5 gives senior managers some discretion, in very limited circumstances, when applying the standard in s3.2(d) that strongly discourages relationships with beneficiaries of assistance. Remember that relationships with beneficiaries are not prohibited per se but are strongly discouraged because of the inherently unequal power dynamic and the risk for exploitation and abuse that this creates. When the standards were being drafted, there was much debate over whether all relationships with beneficiaries should be prohibited. However, we are all aware of colleagues who have formed non-exploitative and non-abusive relationships with beneficiaries in some contexts and many marriages have resulted from these relationships. A blanket prohibition was seen as casting judgment on these relationships when the aim is not to prevent relationships but to prevent sexual exploitation and abuse. S4.5 is a further acknowledgement that there may be circumstances when it is not necessary for managers to take action when a staff member engages in a sexual relationship with a beneficiary of assistance. However, the section stresses that in all such cases the beneficiary must be over 18. And clearly, the relationship cannot be sexually exploitative or sexually abusive as this remains absolutely prohibited.

· Not exhaustive: Section 3.3 notes that these standards “are not intended to be an exhaustive list”; that “other types of sexually exploitative or sexually abusive behaviour may be grounds for administrative action or disciplinary measures”. This means that we should always turn to the definitions to clarify what behaviour constitutes misconduct.

· Differentiating between sexual harassment and SEA: Some acts that constitute sexual exploitation and abuse might also constitute sexual harassment. Within the UN context, the term “harassment” is used when the alleged incident occurs between UN personnel. In the UN Secretariat, ST/SGB/2008/5 (Prohibition of discrimination, harassment, including sexual harassment, and abuse of authority) defines “sexual harassment” as any unwelcome sexual advance, request for sexual favour, verbal or physical conduct or gesture of a sexual nature, or any other behaviour of a sexual nature that might reasonably be expected or be perceived to cause offence or humiliation to another, when such conduct interferes with work, is made a condition of employment or creates an intimidating, hostile or offensive work environment.  Similar definitions exist in the UN Funds and Programmes.
Unlike sexual harassment’s connection to the workplace, sexual exploitation and abuse are not by definition linked to any particular context. Most often, SEA will occur between a member of UN/NGO/IGO personnel and an outsider (someone not working for the UN or an NGO/IGO). To determine whether something constitutes sexual exploitation or sexual abuse, one must explore whether it fits the definition, regardless of whether it takes place between colleagues or between personnel and local community members.  

For sexual harassment, there are some slightly different procedures for following up on such cases. How to respond to allegations of sexual exploitation and abuse, just like allegations of sexual harassment, is determined in the organization’s own policies and follow the investigative and disciplinary grievance mechanisms of the entity. Therefore, as Focal Points or as staff members, it is not necessary to worry about trying to determine into which category a particular act falls. Sexual exploitation, sexual abuse and sexual harassment are all wrong and should all be reported. If you mistakenly report an act of sexual harassment as an act of sexual exploitation and abuse, it is not a problem; the responsible section will sort this out and ensure the appropriate follow-up. There is only a problem if you don’t report.

( The facilitator may wish to highlight the SGB’s provisions regarding marriage. Section 4.4 creates an extremely limited exception to the prohibition on sex with children and applies when a staff member is legally married to someone under the age of 18 but over the age of consent in their country of citizenship. This section is very strictly interpreted. It does not allow sexual relationships with persons under the age of 18 with a view to marriage or when a marriage has been promised, and it cannot be used as an excuse in this way.  It should be noted however that there is not yet internal UN agreement on whether it is the legal age of consent in the staff member’s country of citizenship or the legal age of consent in the country of citizenship of the person to whom s/he is married that applies under the marriage exception.
10.
Now move to PP Slide 10-11, to recap key messages contained in the film and in the SGB. Facilitators may wish to highlight the fact that all personnel have a duty to report any breach of UN rules and regulations. Note that the obligation is to report “concerns or suspicions.” It is not necessary to have proof before reporting a concern. Even rumours should be reported as they may be a sign that there is a serious problem. Those who report in good faith are protected under the whistle-blower SGB against retaliation (ST/SGB/2005/21).  

11.   Ask participants if they have any questions about the types of relationships that are exploitative or abusive.  

(By this stage of the training, participants usually have a large number of questions regarding the SGB and its application. Consult the Frequently Asked Questions for further guidance on how to answer these. If you are not sure of an answer, state that and offer to come back with one after consulting with headquarters.

(When a number of questions have been raised, ask participants if there are any local customs that are considered acceptable or tolerable that might constitute sexual exploitation and abuse. [Seek examples.] Explain that this is not about judging the customs but being aware that UN/NGO/IGO personnel should not engage in sexually exploitative or abusive behaviour even if such behaviour is tolerated by the community. 

(Comment that sometimes people use cultural practice as an excuse for accepting or engaging in certain prohibited behaviour, often without really being aware of the culture. The power of ignorance and misunderstanding about what certain religious or ethnic groups believe can often contribute to the failure to protect women and children. As does fear of racism. Even from within a given culture there can be different opinions about what is acceptable. As UN/NGO/IGO personnel and partners, our guide must always be the SGB or other applicable codes of conduct. 

(Comment also that sometimes people behave very differently in another country than they would in their own country. They do things when they are away that they would never consider doing when they are at home – as though they have an increased sense of impunity (and where family and friends aren’t watching). When we are working with vulnerable populations, we need to hold ourselves to a higher and not a lower standard.
(  Using PP Slide 12 as a reference, many questions usually arise regarding the implementation of the SGB principles in certain scenarios. Explain that many documents, contracts and administrative procedures exist to complement the SGB. For example, the UN’s model memorandum of understanding (MOU) with police and troop-contributing countries addresses SEA. Likewise, the BSO Guidelines on receiving and investigating allegations of SEA were developed for NGOs but can also be used by the UN. 
12.   After responding to questions, conduct a quick quiz on the six principles in plenary, using PP Slides 13-16. Show the question on the slide first, elicit responses, and then fade in the correct answer. Clarify any remaining issues in the process of conducting the quiz.
Step C:  IASC Scenarios (30 minutes)
Aim: To improve participants’ ability to apply the SGB in practical contexts.
1. Divide the participants into seven small working groups and distribute the IASC Scenarios (blank) (HO 3.1). Give each group 10 minutes to review one scenario to consider and determine whether they think the scenario described constitutes misconduct and if so why.
2. When all groups are finished or time is up, ask for feedback on each scenario. For each case study, record the relevant sections of the SGB on a flipchart. After groups have presented back and the facilitator has had a chance to clarify any confusion, distribute HO 3.2 – IASC Scenarios (Completed) with the correct answers. Conclude by summarizing that each case constituted an act of sexual exploitation and abuse as defined in s1 of the SGB and therefore breached s3.2(a). Each person also failed in their obligation under s3.2(f) to create and maintain an environment that prevents sexual exploitation and abuse. You will note that although this training is only focused on sexual exploitation and abuse, the scenarios provide additional examples of misconduct that can lead to disciplinary procedures, such as misuse of UN property and having unauthorized passengers in UN vehicles.
MODULE 4: Framework for Taking Action: The Four Pillars of Community Engagement, Prevention, Response, and Management and Coordination________ 
	Objective:

Time
	1. To introduce participants to an overarching framework for addressing SEA;
2. To clarify the responsibilities of the RC/HCs and Heads of Office.

1.5 hours

	Materials
	Marker pens

Flipchart 

Laptop computer and screen for PowerPoint

Space for participants to work in small groups



	Handouts
	HO 4.1:  PopAid Case Study 

HO 4.2:  Kenya Checklist



	Participant Documents


	PD 4.1:  Head of Office / Representative Responsibilities

PD 4.2:  RC/HC Responsibilities

PD 4.3:  Generic RC Job Description



	PowerPoint
	PP 4:  Framework for Taking Action



	Tips for Facilitator
	Note that the Framework for Action presented here has not yet been formally articulated in any guidance notes, but is considered to be the “model” for addressing SEA. Facilitators may wish to review the report on the outcomes of a May 2008 global meeting of PSEA experts sponsored by the ECHA/ECPS UN and NGO Task Force for further information about the four pillars, available at www.un.org/psea/taskforce in the Meeting Records section of the tools repository.



Procedure___________________________________________

Step A:  Understanding the Four Pillars Involved in Combating SEA (30 minutes)  
Aim: To introduce participants to a comprehensive framework for addressing SEA.

1. First remind participants that focal points have very specific responsibilities: they are not responsible for all aspects of addressing SEA! Those responsibilities will be reviewed in Module 5. However, it is important for focal points to have a conceptual framework for addressing SEA, so that they know where their responsibilities fit within a larger effort to prevent and respond to SEA. Refer participants back to the Statement of Commitment on Eliminating SEA by UN and Non-UN Personnel (PD 3.6) in their folders, which has been endorsed since December 2006 by dozens of UN and non-UN entities. 

2. Moving to PP Slide 2, note that during a global meeting of PSEA experts held in May 2008 by the ECHA/ECPS UN and NGO Task Force (referred to in Module 1), participants formulated a “four pillars” model, which includes:

· Engagement with and support of local populations

· Prevention

· Response systems

· Management and coordination

Move to PP Slide 3; briefly summarize the relationship between the four pillars of PSEA using the diagram shown. Note that engagement with and support of the local population is an overarching goal, while coordination and management is the foundation. 
3. Ask participants what they think “engagement with and support of local populations” might entail. After receiving their feedback, move to PP Slide 4 and highlight anything that wasn’t mentioned. Be sure to make clear that this pillar concerns the aspects of PSEA that interface with local communities. Be sure to focus on the importance of participatory processes, which engage community members from the top down (i.e. community leaders) as well as from the bottom up (i.e. some of the most vulnerable community members). Note that any efforts to address SEA will fail if the community is not mobilized to identify and report risks as well as incidents. Also note that community engagement should be a crosscutting function of all SEA work.

4. Now ask participants what “prevention” might entail. After receiving feedback, move to PP Slide 5 and highlight prevention activities. Referring back to Module 2, in which causes and contributing factors for GBV were identified, note that prevention in general focuses on identifying and addressing causes and contributing factors to SEA. Note that prevention activities must occur internally—in the organizations—as well as externally—in the communities in which we work, through the design and implementation of programmes that reduce risk. Often efforts to address SEA in communities are taken on by a few select organizations that work specifically on SEA and/or GBV, but they should in fact be an aspect of work of all organizations. Ask for examples of what reducing risk might include within the community. Using food distribution as an example, you may wish to highlight the following preventive measures:

· The agency has reviewed the composition of food allotments and undertaken an assessment of food qualities, food accessibility, cultural food practices and additional food needs to ensure they are adequate to the needs of the beneficiaries.

· Women (beneficiaries and staff) are involved in the food distribution process.

· There are proper monitoring procedures of food distribution at, and also beyond, the distribution site.

· Food distribution takes place in an open space.

· More than one person, including a female employee, handles problems and issues arising from the distribution.

· The nutritional status of the population is monitored and assessed by gender and age to ensure adequate distributions are made to the most vulnerable.

· There is a special system in place to facilitate the distribution of food to vulnerable individuals.

· At food distribution points, clear information is provided on the timing and contents of food distributions; what to do if the ration card is lost; that no one should have to provide sex or other favours for aid.
5. Now ask participants what “response” might entail. After receiving feedback, move to PP Slide 6 and highlight response activities. Referring back to Module 2, note that response activities focus on the effects or impact of SEA on individuals, families and communities. Response also involves ensuring disciplinary actions and other sanctions against perpetrators.

6. Ask participants what the fourth pillar “management and coordination” might entail. Move to PP Slide 7 to highlight examples. After discussion, ask participants to turn to PDs 4.1 (Head of Office / Resident Representative Responsibilities) and 4.2 (RC/HC Responsibilities) in their folders. Recall that one of the six principles of the SG’s Bulletin is that “managers at all levels have particular responsibilities to support and develop systems” which maintain an environment that prevents sexual exploitation and abuse and promotes the implementation of codes of conduct. Briefly review the responsibilities for Heads of Office / Resident Representatives and for Resident / Humanitarian Coordinators (RC/HCs) with regard to PSEA. Ask participants whether these managerial responsibilities have been met in their settings. If time permits, the facilitator may wish to engage in brief discussion with participants about what could be done to further motivate managers to meet these responsibilities. 

(  Note: Facilitators should highlight here that the newly revised (2009) Generic RC Job Description (PD 4.3) now contains a provision on PSEA, which states: “the RC is responsible for ensuring that a network of focal points for the implementation of the provision contained in the SG’s “Bulletin on special measures for protection from sexual exploitation and sexual abuse” is operational and supporting the development and implementation of a country-level action plan to address the issue.” 
7. Now move to PP Slide 8. Describe to participants that focal points are meant to assist managers in meeting their    

responsibilities: they are not meant to assume those responsibilities themselves! Then use PP Slide 9 to discuss the characteristics of Minimum Operating Standards for Senior Managers, being developed by the ECHA/ECPS Task Force, to hold senior managers accountable for meeting a key set of indicators related to their organizations’ compliance with PSEA responsibilities under the four pillars. Note that these Standards have not yet been adopted and their formalization is being explored at the highest levels in the context of a broader accountability framework for PSEA.
8. Finally, move to PP Slide 10. Highlight that focal points are not the only ones responsible for working on PSEA! Many individuals and departments within a particular organization can be mobilized to address the issue.

Step B:  Applying Theory to Practice:  Case Study (40 minutes)  

Aim: To allow participants the opportunity to apply the “four pillars” model of addressing SEA to a case study.

1. Break participants up into four groups, one for each pillar. Distribute HO 4.1 – the PopAid Case Study, to participants of each group.  Inform participants that they will have 20 minutes to consider activities that should be undertaken within their particular pillar to address some of the issues articulated in the case study. Participants should identify some of the key challenges that may arise in implementing their activities and explain how they would address those challenges. Ask groups to identify a volunteer to record information on flipchart paper, and a volunteer to report back to the larger group. Report-backs should be no more than 3 minutes. 
2. During the report back, give all participants an opportunity to provide feedback at the end of the presentation. 

3. Close by emphasizing that addressing SEA requires a comprehensive action plan that includes all elements of the four pillars.  

Step C:  Organizational Assessment (20 minutes) 

Aim: To give focal points the opportunity to assess how PSEA activities have been mainstreamed into their organizations’ work.

1. Distribute HO 4.2 – the Kenya Checklist. This is a good example of a checklist, which incorporates everything discussed thus far. Note that this checklist was developed by a PSEA expert working in the Kenya refugee camps as a tool to help organizations assess how effectively they are mainstreaming PSEA activities. While the checklist does not exactly follow the structure of the “four pillars” (as it was created in 2005, prior to development of the four pillars approach), and while it is specific to a refugee context, it nevertheless includes activities that are critical to all aspects of implementing the four pillars in any setting. 
2. Ask participants to take 10 minutes to complete the checklist according to what their organization has done to address SEA. Be sure to remind them to tally their findings, as is indicated in the checklist. Note that for the sectoral component of the checklist, participants may choose the sector that most closely relates to the work of their organization. Some organizations may work in multiple sectors, so participants should complete the sector checklists for all areas of responsibility within their organization.

3. After completion, take 10 minutes to discuss the outcomes. Ask participants if they were surprised by their findings. Let them know that they will be responsible for developing action plans at the end of the training and may want to reflect on these findings when considering key areas for taking action under the four pillars of community engagement, prevention, response, and management and coordination.
MODULE 5: Responsibilities of a Focal Point and the Network within the Four Pillars 

	Objective:

Time
	1. To encourage participants to recognize the role they can play in preventing and responding to sexual exploitation and abuse;
2. To ensure participants fully understand their duties as laid out in the ECHA/ECPS Task Force TOR for Focal Points;
3. To ensure participants can confidently and proactively undertake Focal Point duties;
4. To generate understanding about the purpose and how to establish a properly functioning in-country network on sexual exploitation and abuse.
1.5 hours



	Materials
	Laptop computer and screen for PowerPoint 

Flipchart 

Markers

Candy to reward winners of speed game



	Participant Documents
	PD 5.1:  ECHA/ECPS Task Force Terms of Reference for Focal Points

PD 5.2:  ECHA/ECPS Task Force Terms of Reference for In-Country Network

PD 5.3:  Kenya Code of Conduct

PD 5.4:  Kenya Interagency Protocols



	PowerPoint
	PP 5:  Focal Point and Network Responsibilities

	Tips for Facilitators
	This module builds on information about the “”four pillars” – 1) engagement with and support of local populations, 2) prevention, 3) response, and 4) management and coordination – that were reviewed in module 4. As you move through the TORs, emphasize the conceptual framework of the four pillars. Repeatedly reassure focal points that they do not have to be responsible for doing everything themselves! Though it is their role to help ensure that everything gets done.



Procedure___________________________________________

Step A:  What are the Responsibilities of a Focal Point and the Network? (30 minutes)
Aim: To identify the main responsibilities of the Focal Points and briefly review the Terms of Reference for PSEA Focal Points and for the In-country Network. 

1. Start with a speed game for participants. Recalling the four pillars identified in the previous module, break participants up into four groups, with each group assigned one of the four pillars (engagement with and support of the local population; prevention; response; and management and coordination). Use PP Slide 2 to help each group remember their focus. Give all groups five minutes to write on flipchart paper as many responsibilities of a focal point that they can think of for their particular pillar. Be sure to keep time as this is a speed game!

2. Ask each group to report back on what they have identified. After each presentation, ask the larger group for any additional recommendations. During the presentations, be sure to note that focal points do not have to be responsible for doing everything themselves, but rather it is their role to help ensure that everything gets done. Also, explain that within each entity/office, focal point responsibilities can be divided among multiple personnel. After all groups have reported back, count the total number of “correct” activities for each group, and reward the group with the largest number with candy.
3. In order to clarify the responsibilities of the Focal Points within the four pillars, examine the Terms of Reference for Focal Points on Protection from Sexual Exploitation and Abuse, PD 5.1 in the participants’ folders that was produced by the ECHA/ECPS UN and NGO Task Force on PSEA. Move through the next series of PP Slides 3-6 to examine separately the responsibilities described in the ToR of the focal point in terms of the four pillars.

Engagement with and support of local populations
· Facilitate, in coordination with the in-country PSEA Network, awareness-raising in local communities on their rights, the fact that assistance to them is never to be conditioned on sexual favours and options for reporting incidents of SEA.

Prevention

· Ensure that the identity of the focal point is known throughout the entity and that contacts are made widely available.

· Where applicable, support staff to sign the Entity’s Code of Conduct clearly prohibiting acts of sexual exploitation and sexual abuse and obligating them to report such acts. (For the UN, the Secretary-General’s Bulletin (SGB) serves the purpose of a code of conduct, though additional ones may be adopted to reinforce the SGB’s standards). 
· Provide awareness-raising sessions on sexual exploitation and abuse for all staff and other personnel in the Entity on a regular basis, including for newcomers.  

· Make appropriate recommendations to management on enhancing prevention strategies. This could include collecting and analyzing information on actual/potential risk factors for vulnerability to sexual exploitation and abuse and elaborating measures to address them.

· Ensure that procedures to guard against hiring of persons who have a record of SEA offences are put in place and applied.

· Work with human resources personnel to include PSEA content in staff inductions, including all contractors, consultants, temporary staff and casual labour.

Response systems
· Ensure the development of internal procedures for staff and other personnel to report incidents of sexual exploitation and abuse, consistent with applicable UN/Entity rules and approved by the Entity’s headquarters Focal Point. The procedures shall cover the reporting of incidents implicating personnel of the Focal Point’s Entity, another entity, multiple entities or where the entity of the alleged perpetrator is uncertain or unknown.

· Receive complaints, reports and questions about alleged acts of sexual exploitation and abuse committed by all categories of the Entity’s personnel as well as the personnel of other entities wherever approached, including when the institutional affiliation of the alleged perpetrator(s) is unknown or uncertain.   

· Take appropriate measures to ensure safety and confidentiality for all visitors to the Focal Point.

· Once a complaint is received:

· Ensure that all materials pertaining to complaints are handled strictly in line with applicable grievance procedures. Refer complaints/reports to the appropriate unit within her/his entity for investigation;

· Immediately refer complainants to the victim assistance mechanism, where established, so that they may receive the medical, psychosocial, legal and material support they need or directly assist complainants to access immediate medical assistance and safety measures where needed. If a victim assistance mechanism is not yet in place, the Focal Point should seek to facilitate access to such support, as identified in UN General Assembly Resolution 62/214.

Management and Coordination
· Assist the Head of Office/Resident Representative to fulfil his/her responsibilities in accordance with the SGB, the Actions to be Taken by UN Senior Management at Country Level to Implement the Secretary-General’s Bulletin on Special Measures for Protection from Sexual Exploitation and Sexual Abuse (ST/SGB/2003/13): Heads of Office and Resident Representatives, the Statement of Commitment on Eliminating Sexual Exploitation and Abuse by UN and Non-UN Personnel and the Entity’s own code of conduct, where applicable.
· Support the inclusion of SGB standards in contractual arrangements with non-UN entities and individuals, per ST/SGB/2003/13 Sec. 6.1. 

· Ensure that focal points at all the Entity’s field/sub-offices, where there is significant staff presence, are designated and trained.  

· Coordinate the Entity’s adherence to relevant monitoring/compliance mechanisms, including contribution to the annual report of the Secretary-General on Special Measures for Protection from Sexual Exploitation and Sexual Abuse. 

· Ensure that the job descriptions, terms of reference and/or performance appraisal plans of staff who are also Focal Points include their PSEA responsibilities.

· Track all PSEA-related activities for the Entity and ensure that all information on PSEA-related activities is shared with relevant persons in the Entity.  

· Keep data on reported incidents for general reporting and further development of efforts to address SEA.

· Keep management up to date on PSEA measures taken and plans for future action. 

(Emphasize that on all these issues, the focal points should work closely with senior management. Using PP Slide 7, stress that the involvement of senior management is key to the success of efforts to eliminate sexual exploitation and abuse. Senior management has the main responsibility under the SGB. Your efforts are to:
· Support them in living up to their responsibility; they should encourage and support Focal Point activities, including amongst co-workers, partners and other NGOs and IGOs;

· Bring issues to their attention and help create a sense of accountability for managers (they cannot say they were not informed); 

· Make recommendations for prevention strategies; and

· Ensure additional Focal Points are appointed in field offices with a significant staff presence. 

4. Now turn to the responsibility of focal points for participating in the in-country network. First use PP Slide 8-9 to identify what an In-Country Network is. Note that the FP ToR indicates that “the Focal Point collaborates with the In-Country Network so as to promote consistency among entities and benefit from lessons learned.” Using PP Slides 10-13, provide an outline of what the ToR for the In-country Network identifies as the network and its responsibilities within the four pillars. Refer participants to PD 5.2 on the Terms of Reference for the ICN. Emphasize that many of the actions required to prevent and respond to sexual exploitation and abuse are best achieved collectively, rather than each agency developing and implementing its own policy as this can result in overlap and further confusion for the community (e.g. it is better to have a common communication campaign and a shared system for referring victims). Highlight that the ICN is responsible, at minimum, for: 

 Engagement with and Support of Local Populations

· In cooperation with the local communities, establish common complaints mechanisms in each community where the UN, NGOs and IGOs work. To be effective, such mechanisms should be safe, accessible, and confidential (i.e. on a need to know basis) and tailored to the needs of each geographical area.
· Facilitate awareness raising in local communities on their rights, the standards of conduct expected of personnel of the UN, NGOs and IGOs and the various contacts with whom they can lodge complaints/discuss incidents.
Prevention

· Ensure and, as necessary, coordinate the provision of awareness raising on SEA for all personnel in the country, including their responsibility to report all suspicions of sexual exploitation and abuse committed by colleagues (pursuant to ST/SGB/2003/13 section 3.2 (e) for UN staff and related personnel).
· Develop a system of identification of risk factors responding to the country-specific context.
· Share information about potential risk factors and areas of concern and develop strategies to minimize them.
· See to the establishment and implementation of good hiring practices including procedures to prevent hiring of persons who have committed sexual exploitation or abuse, where known.
Response systems

· Develop local mechanisms for what to do when complaints are received by an entity implicating personnel of another entity, personnel of multiple entities or personnel whose entity is uncertain or unknown.  

· If possible, harmonize procedures for personnel to report incidents of sexual exploitation and abuse and for such reports to be properly referred for investigation and assistance provided to the victims.

· When any of the Focal Points receives information of ‘in-the-air’ allegations of sexual exploitation or abuse (i.e. where the institutional affiliation of the alleged perpetrator(s) is uncertain or unknown), and upon the request of the RC/HC, develop and propose to the RC/HC (and SRSG if peacekeepers may be involved) a strategy for assessing the veracity of these allegations.

· Never share during meetings nor record in minutes the names or identifying information of alleged perpetrators, victims or witnesses. Instead, cases discussed in meetings of the Network should be referred to by a case number.  

· Establish and coordinate the implementation of a victim assistance mechanism.

Management and Coordination

· Hold regular meetings, at least every two months, and circulate the minutes to all members. Ad-hoc meetings may be called on an as needed basis. 

· The coordination of the network responsibilities may be shared between two Focal Points to ensure continuation in case of personnel rotation; it is recommended to pair up a national and international staff member of a UN and non-UN entity.

· Assess gaps in protection from SEA and develop and implement action plans to fill them.

· Coordinate trainings for all Focal Points and managers on their PSEA roles and responsibilities. 

· Share information on achievements, best practices and/or effective mechanisms in addressing SEA and make recommendations to relevant entities for action. Develop plans for monitoring implementation of recommended actions. 

· Support entities to adhere to applicable monitoring and compliance mechanisms.

· Report annually, through the RC/HC, to the Headquarters-based ECHA/ECPS UN and NGO Task Force on Protection from Sexual Exploitation and Abuse on actions taken to prevent and respond to SEA. These reports will contribute to the annual report of the Secretary-General on Special Measures for Protection from Sexual Exploitation and Sexual Abuse.

· Report annually to the RC/HC on reported incidents of SEA and the subsequent action taken. These reports can contribute to an annual report by the RC/HC on incidents of SEA in the country.
(Make sure to clarify “In the air” allegations, if participants are unsure what they constitute. “In the air” allegations are allegations where no specific perpetrator is identified or no particular agency (e.g. there are rumours that UN, NGO or IGO personnel are sometimes seen picking up young girls at a particular bar or in a particular town). These allegations must be recorded and taken as seriously as more specific complaints concerning a particular individual. This is because these kinds of rumours are often the first inkling of a more serious problem and acting on them can help prevent further harm. Because the rumours do not attach to any particular organization, it is appropriate for the network to deal with them and develop an appropriate collective response. 

5. Sound like a lot?  Know that:
· The Focal Point does not have to do everything;

· The role is to make sure that systems are in place and the activities mentioned in the ToR are implemented; this can be achieved through coordinating with or involving other colleagues, sections, agencies, partners and experts; obtaining senior management decisions to set things up or tying in to existing programmes;

· Focal Points have a role within a given structure: the structure needs to work for Focal Points to be able to fulfil their responsibilities, i.e. when complaints are received, reporting mechanisms and investigative and disciplinary procedures need to be in place and a system established for assisting victims. There are many aspects to preventing and responding to sexual exploitation and abuse and some of these systems are still being developed or improved. However, the absence of clear systems is not an excuse for Focal Points not to take the best action they can, with the resources and systems available to them, to respond to the problem of sexual exploitation and abuse and to work with their headquarters Focal Points to see that systems are changed and strengthened.

(Using PP Slide 14, Note that some activities and expectations are beyond the scope of the Focal Point’s or the Network’s duties and should never be undertaken by the Focal Point, as instinctive or tempting as it might be! 

6. Turning to PP Slide 15, note that the work of the focal points and the network should be proactive and creative. As an example of good practice, refer participants to PD 5.3 which is a sample of a Code of Conduct developed by the Kenya refugee PSEA Network, and PD 5.4 – Kenya Interagency Protocols, also developed by the same Network. Significant progress can be made! 
7. Also note that since numerous tools have already been developed in other countries, fortunately the network usually won’t need to start from scratch or reinvent the wheel. It is worthwhile communicating with other in-country networks on what they have done and also checking the tools repository at www.un.org/psea/taskforce.
8. Finally, turn to PP Slide 16 and summarize key points for focal points.  

9. The question may arise of who should be a focal point.  

· It is important for the Focal Point to be accessible.
· Typical characteristics include someone who is open, trustworthy, responsible, friendly, sensitive to culture and
genders, neutral and objective. 
· The P4 or above criteria in the ToR is useful but not a strict requirement: it is more important to have the right person doing the job, whether national or international staff. The main issue is that they have the capacity and willingness to undertake the Focal Point responsibilities and have the ear of management.
· The office should have at least two Focal Points, one of whom is a woman, but is not limited to this.  It is possible to have the two Focal Points act as the main contact persons for receiving information and complaints and also to have a team of people involved in different aspects of making sure that all systems are in place. Large field offices should also have Focal Points.
· The selection of a Focal Point should be based on the individual and not linked to any particular job (i.e. it is not automatic that the Protection Officer or the Protection Assistant or the GBV Focal Point become the Focal Point for sexual exploitation and abuse). That being said, people with particular expertise and capacity because of their experience and job may be selected in order to cover different aspects of Focal Points’ responsibilities. 
· E.g. in one office the Administration Officer and the Programme Assistant might both be appointed as Focal Points. The former would be easily able to make sure all staff and partners are made aware of the SGB, to establish procedures for staff to report incidents of SEA and to liaise with headquarters to follow up on particular allegations. The latter would be easily able to link in with the network to ensure proper community-based complaints mechanisms, beneficiary awareness-raising activities and victim assistance mechanisms are in place. In another office, the Protection Officer and the Information Assistant might be appointed Focal Points, with the former being easily able to identify and monitor areas of concern and liaise with partners to encourage reporting of abuses and the latter easily able to help develop a communication campaign to raise staff awareness and outreach to the community. In the end, however, there should be one primary PSEA focal point responsible for ensuring that their office is meeting the responsibilities in the FP ToR.
· Focal Points, when acting in this role, should not have to follow normal office hierarchy but should be able to meet directly with the Head of Office if necessary. They should also be able to have direct contact with the Focal Point at headquarters in order to share information and seek support.
Step B:  Putting Theory into Practice (60 minutes)
Aim: To give participants the opportunity to explore some of the key responsibilities of focal points working within an in-country network.

1. Split volunteers into four groups, again based on the four pillars: 1) engagement with and support of local populations; 2) prevention; 3) response systems; and 4) management and coordination. Ask each group to develop a role play of an in-country network meeting in which an issue that falls under the pillar of that group is discussed. For example, the group that is working on “engagement and support of local populations” may choose to role play developing a strategy for community awareness raising on rights and standards related to SEA; the group assigned to response may tackle the challenge of developing a victim assistance mechanism, etc. To the extent possible, the role plays should be based on real scenarios–this is an opportunity for members of each group to share with one another any actions that they have taken (and to share with the larger group through the role play) to develop activities within that pillar in their field sites. Note that the role play could also serve as an opportunity for groups to identify a problem with coordination or implementation of activities (i.e. if in their field offices they have been struggling with an obstructive person, they could role play that).  

2. Give all groups 20 minutes to develop their role plays. Every member of the group should be given a part.  Remember, the role-play can address a particular problem, or it can illustrate a particular strategy or solution, or both! The role plays should be no longer than 5 minutes each. At the end of each role play, the larger group should offer comments and feedback (limited to 5 minutes per group), focusing on:

· The dynamics of the network—were they positive and constructive? Were they creative? If so, why? If not, why?

· The issue discussed or strategy developed. What insights do the larger group have, based on their experiences with the issue or strategy?

· Any other recommendations the group might have about addressing the particular topic that was raised in the role-play.

3. Close by letting participants know that some of these issues and strategies will be elaborated in subsequent training modules. Using PP Slide 17, inform participants of the additional tools used to assist individual Focal Points. Refer participants once again to the new tools repository: www.un.org/psea/taskforce.
MODULE 6: Focus on Response: Overview of Reporting Systems, Investigations and Disciplinary Proceedings

	Objective:

Time
	To inform participants about the administrative and technical side of reporting complaints (both internal to the agency and externally by the community) and to provide a basic understanding of the investigation and disciplinary process.

1.5 hours  


	Materials
	Laptop computer and screen for PowerPoint

Flipchart

Markers

3x5 Cards

Tape



	Handouts 
	HO 6.1:  SEA Scenarios 


	Participant Documents


	PD 6.1:  BSO Guidelines on Receiving and Investigating Allegations of SEA


	PowerPoint
	PP 6:  Reporting Systems



	Tips for Facilitators
	1. It is important in this session that participants have clarity with respect to internal vs. external reporting mechanisms. In particular, it is important to explain that two types of systems for reporting allegations need to be in place: one for personnel to report and another for local communities. 

The reason for the distinction is that personnel have easier access to the UN staff who normally receive reports, understand the system better and have somewhat different needs, etc. The reporting mechanism for personnel will be internal to each agency, although common standards among agencies may be agreed. 

By contrast, the mechanism that communities use to report SEA should be common to all agencies in a given location so that communities can follow simple, consistent reporting procedures, and so that the reporting procedures do not differ depending on the agency associated with the alleged perpetrator. The external complaints mechanisms should be designed together with the relevant community so that it is effective for and accessible to them. (Note:  samples of reporting mechanisms developed at the field level are available in the PSEA tools repository at www.un.org/psea/taskforce.)

2. Note that different agencies may use the terms “complaints”, “reports”, and “allegations” to mean different things; there is no global standard of usage. As a general rule of thumb for clarity and mutual understanding during this training, the alleged victim makes a “complaint” (s/he is the “complainant”); those who are not the alleged victim make “reports” (this includes those who are making the original report and those who are responsible for forwarding reports to the appropriate person/unit in the organization); and “allegations” can refer to both complaints and/or reports.  



Procedure___________________________________________

Step A:  Introduction to Reporting Systems (75 minutes)

Aim: To encourage participants to identify the reporting system for their Organization and to think about the best methodology in their office for reporting complaints.

1. Give each participant a 3x5 card. On each card, ask participants to take three minutes to write one reason why it is important to establish and implement formal reporting mechanisms for allegations of sexual exploitation and abuse.  As per the tips for facilitators above, take a moment to describe the difference between internal and external reporting mechanisms so that, during the brainstorm, participants are considering both types of reporting mechanisms. After participants have completed their cards, post them on the wall. Have participants review what has been posted, and discuss, making sure to highlight any of the points below that are missing:

Formally established confidential reporting mechanisms within agencies and within beneficiary communities ensure that:
· A system is known to all;

· Various channels for complaining/reporting are available so that complaints/reports reach the responsible unit for investigation;

· Staff will know what to do if they observe or hear of inappropriate behaviour on the part of others. This removes the anxiety that arises in trying to decide what is best;

· Reporting mechanisms provide an array of options so that people are able to report to someone with whom they feel comfortable.  
· Beneficiaries and other members of local communities will know what to do if they observe, hear or experience inappropriate behaviour on the part of the UN/NGO/IGO community;

· Beneficiaries, particularly women and children, are protected;

· Staff and partners are protected (a clear reporting and investigative process can help protect against false allegations);

· It can help to combat the culture of impunity for SEA that exists in much of the UN/NGO/IGO community;
· The Organization’s reputation can be upheld. This will assist in the longevity of programmes and organizational funding;

· The Organization makes clear its commitment to protecting the rights of women and men, girls and boys, thereby minimizing sexual exploitation and abuse in the community.
(Note that all UN personnel and partners are required to voice their concerns regarding allegations of sexual exploitation and abuse. Therefore, all organizations must act responsibly when those concerns are received. A clear and confidential internal reporting system with various complaint/reporting channels enables staff to voice concerns at the earliest opportunity and the organization to address issues before they worsen and avert potentially larger problems in the future.  Implementing such a system can also help deter potential abusers as it eliminates the culture of complacency and impunity. 
(Note that in addition to an internal / personnel reporting system, a community mechanism should exist which enables the local community to report in ways suitable to its context (refer to Module 7 for a more detailed description).
2. Before moving to the next exercise, refer to PP Slide 2, and explain:

· The purpose of this session is more to discuss possibilities than existing reporting systems, as this is an area where more work remains to be done.

· The SGB requires all allegations to be reported via “established reporting mechanisms”.

· Each agency is responsible for establishing its own internal system for reporting allegations of sexual exploitation and abuse, however very few have specific systems in place.

· Focal Points should contact their own headquarters to determine if a specific system has been established or what channel they are expected to use when reporting allegations.

· If nothing is in place, Focal Points might wish to work with their headquarters Focal Point to propose an appropriate system.

· Agencies should work together and with local communities to establish external complaints/reporting mechanisms common to all agencies in each given location, so that local communities know where and how to complain/report.

· This can be done by the In-Country Network.
(Note that the ECHA/ECPS Task Force is currently drafting guidelines on how to develop external complaint/reporting systems, which should be finalized in 2009 and posted to the tools repository at www.un.org/psea/taskforce. Also note that there are examples in the tools repository of reporting mechanisms developed by field agencies. 

3. Next, inform focal points that they should have some general knowledge about how reporting systems are developed. Refer them to PD 6.1 – BSO Guidelines on Receiving and Investigating Allegations of SEA. Note that these Guidelines were written for the NGO community by the International Council of Voluntary Agencies as part of the Humanitarian Accountability Partnership.  They are applicable to the UN and IGOs as well, and draw from the draft IASC Model Complaints and Investigation Procedures and Guidance Related to SEA (available in the PSEA tools repository). 
4. Break participants up into five groups and distribute HO 6.1 – Scenarios of SEA. Assign group number one to look at scenario one, group number two to look at scenario two, etc. Ask each group to take 20 minutes to consider their scenario and develop a reporting system based on that particular scenario. Advise them that they can use the BSO Guidelines as a reference, but that their system should be as specific to the scenario as possible and should consider the difference between internal reporting mechanisms and external reporting mechanisms. It should also be as specific as possible with reference to the key stakeholders and responsible agencies and individuals in that particular scenario. If participants’ organizations already have internal or external reporting procedures in place, they may reference those in developing a reporting system for the particular scenario (thus giving participants an opportunity to share with one another what is in place in their organizations and amongst their beneficiary communities). The reporting system each group develops should be written out clearly on flipchart paper.

5. Have each group present their scenario and the related reporting system they have developed. Ask for contributions/comments from the large group. After all presentations have been made, use PP Slide 3 to note who might receive reports:
· Mechanisms for internal reporting might direct personnel to report to, for instance, Focal Points, Heads of Office / Country Representatives or the chief of human resources at headquarters. They might also give them the option of reporting directly to their investigation units, to Conduct and Discipline Teams (CDTs) wherever peacekeeping missions are present or to Focal Points in other agencies. One does not need to follow their normal reporting lines, meaning that they do not need to inform their supervisor.

· The same principle applies to reporting mechanisms for local communities to report. These external reporting mechanisms may provide the same options as in the internal reporting mechanism, however they should also identify persons who work regularly with local communities. The ICN will need to engage members of local communities to identify such persons.  

6. Then use PP Slide 4 to highlight the general principles for forwarding allegations:
· Once an allegation is received, it needs to be forwarded for action.  

· The guiding principle when receiving allegations and forwarding them on for follow up is to preserve confidentiality to the extent possible. It is never possible to promise absolute confidentiality to a person who is reporting because of the requirement to report the allegation through the established channels so that it may be dealt with appropriately.

· Confidentiality is best preserved by having as few people as possible involved in dealing with the allegation. For this reason, the ideal is to channel the report to the executive office or human resources section as directly as possible. The facilitator may wish to interrupt here and ask participants what are the appropriate channels within their organizations, noting that each entity should check with headquarters as to which office/person is the appropriate recipient of complaints that have been received.
· In general, all reports of sexual exploitation and abuse, whether coming through internal reporting mechanisms or external reporting mechanisms, end up with the organization’s responsible unit (most probably the investigation section) at headquarters. Each organization has its own grievance mechanisms and follow-up procedures. If it is not possible or comfortable to channel the allegation directly to the responsible section, it can be directed to the Head of Office / Representative or where necessary to the Focal Point, either of whom should then forward it to the responsible section.  

· In all cases, the normal reporting hierarchy for an office should not apply because of the sensitive nature of the information. Focal points and others forwarding allegations do not have to first report to the person who supervises their regular duties.

(Remind participants that under the SGB, managers have a particular responsibility to support and maintain environments that prevent sexual exploitation and abuse. Creating and supporting systems that give people confidence that their reports will be taken seriously and addressed appropriately is an important element of this and managers should be reminded of this.

7. Move to the next PP Slide 5 to emphasize that the Focal Point should act as channel: 

· The Focal Point is the channel for allegations on sexual exploitation and abuse reaching the appropriate office at headquarters. The Focal Point is a channel only, not an investigator or a decision-maker regarding the allegation.

· Nor is it the role of the Focal Point to assess the veracity of any allegation. The human resources section will determine the response to all reports made in good faith, or as honest intentions. (Reports made by any staff member with intentional dishonesty or deceit may result in disciplinary consequences for that staff member.) 

· While reporting mechanisms may direct people to report to certain persons, all staff should be open to receiving complaints – from fellow staff members as well the community – and in turn forward complaints, including directly to headquarters.  
· The role of Focal Point is to increase access and the possibilities for receiving complaints, not to limit them.  If other staff members choose to report allegations directly to the appropriate section at headquarters, without first going through the field-based Focal Point, this is perfectly acceptable.

8. Turn to the next PP Slide 6 to briefly review cross-agency reporting:

· Sometimes Focal Points (or other staff members) will receive allegations regarding someone from another organization. Again, the chief principle is confidentiality (both for the sake of the person who is reporting and the alleged perpetrator) and the ideal remains to have as few people as possible involved in following up.  

· The aim is for the allegation to reach the appropriate section of the relevant organization as quickly and as confidentially as possible. In most cases, this is best achieved by directly informing your own headquarters of the received allegation and asking them to pass the information to the headquarters of the relevant organization. Alternatively, you or your head of office / country representative can pass the information to the field-based Focal Point or Head of Office of the relevant organization if appropriate.  

· Some In-Country Networks develop common protocols for how cross-agency reporting should be handled.
9. Turn to the next PP Slide 7 to consider the process if the alleged act constitutes a crime:

· In some instances, the alleged act of sexual exploitation and abuse might also constitute a crime.  In such cases, the Focal Point should ask the person who is complaining (the alleged victim) if they would like assistance in reporting the allegation to the appropriate local authorities.  

· Alleged victims who are making a complaint should not be pressured into making a report to the local authorities but assisted if they so wish.  

· The role of the Focal Point is not to represent the person who is complaining before the local authorities (even if the person who is complaining consents or requests this), but to help the person who is making a complaint access the local authorities.  

· This is very different from an official referral by the UN to the local authorities, which was discussed in the previous module. Official referrals must go through the head of office or mission or even headquarters and procedures may be agency-specific. However, the UN, NGOs and IGOs can support persons making allegations to access the authorities themselves, by letting them know their rights, letting them know where they can go and perhaps even accompanying them to the authorities if needed.
10. Turn to the next PP Slide 8 to highlight some key points regarding protecting information: 

· All information regarding allegations of sexual exploitation and abuse should be kept in a secure location, such as a locked filing cabinet, to which only the Focal Points have access.  

· It is also important for Focal Points to keep regular statistics of allegations made and follow-up being undertaken, bearing in mind that, for the UN, each agency has an obligation to share statistics annually with the SG, which are included in the SG’s annual Special Measures report. This is also an important aspect of managerial accountability.

11. Finally, turn to PP Slide 9 to consider how to initiate a process for formalizing a reporting system and forwarding complaints:

· As Focal Points, it is important to identify if your organization has established a reporting mechanism for allegations of sexual exploitation and abuse that come from either staff members or the community. If not, consider what might be an appropriate system in the circumstances of your office to receive and forward complaints. 
· If there is already a reporting mechanism for complaints from local communities, consider how you might work together with other agencies in the In-Country Network to transform the mechanism into joint complaints mechanisms for members of local communities to report.
· In terms of forwarding complaints, for example, consider in advance to whom and how you will forward allegations. Consider how information is generally transmitted in your office before establishing a reporting mechanism for allegations of sexual exploitation and abuse, as it might be necessary to circumvent normal procedures.  

· E.g. If the Personal Assistant to the Head of Office usually opens and reads all his/her mail, the Focal Point will need to make a special arrangement for sharing written reports with the Head of Office directly or agree to inform the Head of Office orally of any allegations and to send written reports only to headquarters. 

· E.g. If an office only has a shared email system which anyone can access, a different system will need to be used for sharing allegations with headquarters.  

· Once an appropriate reporting system is identified, discuss your recommendation with your Head of Office, headquarters Focal Point and human resources section. It might be helpful to write a memo about the reporting system that you wish to adopt in your office so that when you are passing on an allegation, everyone understands (and has agreed in advance) why you are not using the regular reporting channel. An appropriate reporting system should be approved by the Head of Office and/or the human resources team, and that reporting system should be shared with all staff members so that they understand the process of receiving and forwarding complaints.
· E.g. “The Focal Point will confidentially record all allegations and share them by secure email or secure fax directly with the human resources section at headquarters within 24 hours of receiving the allegation. The Focal Point is not required to share the information with the Head of Office before contacting headquarters but will notify the Head of Office as soon as possible that an allegation has been forwarded.” This will help protect the Focal Point from any pressure to share sensitive information with other people when they receive an actual allegation.

· Samples of internal reporting procedures can be found in the tools repository (www.un.org/psea/taskforce).
Step B:  Introduction to Investigations and Disciplinary Procedures (15 minutes)

Aim: To provide participants with sufficient information so that they understand the investigative process and can explain it to others, whilst highlighting that Focal Points should not undertake any investigative activities.

1. Before going into information on the next slide, explain to participants:

· This training will not go into much detail on the procedures for investigations and disciplinary action as they do not fall within the responsibility of a Focal Point.

· Focal Points, as discussed above, should not investigate allegations. Their role is to channel the information to the appropriate authority. The investigation must be conducted by those who have expertise in it, as any attempt on the part of a person to investigate may interfere or may even lead to further victimization of those who were exploited, intimidation of the witness and the destruction of evidence.
· Nevertheless, it is useful for Focal Points to have some basic information about investigative and disciplinary procedures so that they can explain to the person who is reporting the possible next steps in the process and how long these are likely to take.

· Each organization has its own system for conducting investigations and determining disciplinary consequences. Focal Points should contact their human resources section to gain an understanding of the procedures for their organization.

· Although they should not become involved in any investigations, Focal Points should remain sufficiently abreast of the investigative process to be able to inform the person who is reporting of progress and the outcome of any investigation.

· To the extent that it is within their power to do so, Focal Points should try to ensure that the person who is reporting is not repeatedly interviewed in a manner that is distressing for him/her and detrimental to any subsequent investigation. 

2. Now turn to PP Slide 10 and highlight the points below regarding investigations:

· In general, it is the decision of the appropriate section of the organization/entity (i.e. the investigation section) whether a formal investigation should be undertaken and how, depending on the nature of the case and internal policies. 

· The investigation section may:

· Instruct the Head of Office or someone else in field office to make some enquiries;

· Send a team to investigate; or 

· Decide to take no further action.

· In the UN system, some agencies, such as UNHCR, have their own Inspector-General’s office to undertake investigations.  

· For the Secretariat, the General Assembly has reaffirmed the role of the Office of Internal Oversight Services (OIOS) to investigate all allegations of serious misconduct, including allegations of sexual exploitation and abuse (A/RES/59/287 of 21 April 2005). UN agencies may also request the services of OIOS to undertake independent investigations of allegations made against their staff.  

· The Secretariat’s Office of Human Resources Management (OHRM) also plays a role in following any investigations of UN staff. 

· The office of the Ombudsmen can also act as a channel for allegations but will not become involved in the actual investigative process.  

· Because it deals with both civilian and military personnel, DPKO/DFS has different procedures for the different categories. National contingents remain under the authority of the troop/police-contributing country. 

3. Now turn to PP Slide 11 for a brief review of disciplinary procedures:

· In general, disciplinary authority often rests with the human resources section or senior management, mostly in consultation with the legal office.  

· For the UN Secretariat, disciplinary action is at the discretion of the Secretary-General. This discretion applies in each individual case which means it is not formally possible for the UN to make a blanket pronouncement that all cases of sexual exploitation and abuse will result in summary dismissal. In practice, OHRM makes recommendations to the Secretary-General regarding disciplinary action. Starting 1 July 2009 the UN will have a new professional justice system (GA resolution 62/228).
· As the Secretary-General has no disciplinary authority over uniformed personnel serving with the UN, he can only request the immediate repatriation of peacekeepers who have been found to have committed acts of sexual exploitation and abuse. There is provision for Member States to inform the UN of the disciplinary action that is taken against such personnel.

(Focal Points should keep abreast of the outcome of any decisions regarding the allegation and the alleged perpetrator and inform the victims of any disciplinary action that is taken.
(Most important is to let the persons who are reporting know that these processes take time and there is no certain outcome.
MODULE 7: Receiving and Documenting Complaints: A Survivor-centred Approach

	Objective:

Time
	1. Identify barriers to complaints for survivors;
2. Outline the principles and practice of good interviewing;
3. Identify and practice core skills used in receiving complaints.
2 hours



	Materials
	Laptop computer and screen for PowerPoint presentation

Flipchart and marker pens

Space for participants to work in pairs

Small pieces of paper (for all but one of the participants) with the words “I don’t believe you” written on them. One piece of paper with the word “I am a victim of sexual abuse”; and five pieces of paper with the words “I believe you” written on them.



	Handouts
	HO 7.1:  Assessment vs Assumption

HO 7.2:  Survivor-centred Approach

HO 7.3:  Advising vs Informing

HO 7.4:  Attending Using SOLER

HO 7.5:  Communication Dos and Don’ts

HO 7.6:  Checklist for Taking a Report from a Child

HO 7.7:  Case Study 1 – Chantalle’s Story

HO 7.8:  Case Study 2 – Mrs Kwazemara’s Story



	Participant Documents


	PD 7.1:  IASC Model Complaints Referral Form

	PowerPoint
	PP 7:  Receiving Complaints



	Tips for Facilitators 
	1. When putting participants into pairs for the case studies exercise, move them around first so that people are more likely to end up beside someone that they don’t know well or have not already worked with.
2. If there are any language difficulties, swap some of the pairs around so that participants are able to conduct the interviews in a language that is most comfortable for them.
3. The suggested time for practice interviews is 10 minutes each. Depending on time available and the ability of the group, this can be lengthened.
4. Each of the case studies may be adapted to suit the local context.
5. This module is presented in the shortest time possible. If there is additional time, participants should be given ample opportunity to practice their interviewing skills.  Facilitators may wish to refer to the IASC Caring for Survivors Training Manual, modules 4-6, as well as the IASC Guidelines on Mental Health and Psychosocial Support in Emergency Settings for more information on using survivor-centred approaches in conducting interviews with survivors/complainants.

6. Note that the information presented here refers to complaints that are received internally (within an organization) and externally (from a beneficiary).



Procedure___________________________________________

Step A:  “Barriers to Complaints” Exercise (20 minutes)

Aim: To demonstrate the obstacles and why it is very difficult for people to come forward to complain.

1. Start with a small game to emphasize several points about barriers for survivors who may wish to make complaints or seek assistance.  On one small piece of paper write: “I am a victim of sexual abuse.” On other small pieces of paper (enough so that every participant gets one) write “I don’t believe you.”  

2. Now ask for a volunteer to leave the room. When the volunteer is in the hallway, give her the piece of paper that identifies her as a victim of sexual abuse, and let her know that the people inside the room are her community, and she is seeking help from them. Tell the volunteer that when she goes back into the room, she should go up to each person in the room and read what is on her piece of paper aloud.  

3. Next, leave the volunteer outside of the room for a moment, and go inside and hand one piece of paper with “I don’t believe you” written on it to each participant. Tell the participants that whatever the volunteer says to them, they should answer with what is on their piece of paper.  

4. Have the participant come back into the room and approach each person, one-by-one. After the participant has gone around the room and has not received assistance, ask her to leave the room again. Give two or three people in the room new pieces of paper with the sentence “I believe you.” Tell everyone else to answer according to the piece of paper they were first given.  

5. Ask the volunteer to come back into the room and begin again in her efforts to seek assistance. Have the volunteer continue to try to seek assistance until she arrives at someone who responds with “I believe you.” Stop the game at this point and ask the volunteer how she felt in trying to seek assistance in a community where so few were willing/able to assist her.  

6. Facilitate a brief discussion about the myriad reasons that a survivor may not seek help. Discuss that there are many ways that a community can communicate the message “I don’t believe you.” The message may be communicated by ignoring the reality of the survivor’s victimization (i.e. by pretending it is okay for humanitarian workers to engage in transactional sex). It may be because there are no services for survivors. It may be because the attitudes that a community transmits imply that they blame the survivor, and the survivor therefore feels ashamed, embarrassed, guilty or fears retaliation for reporting. 

(Highlight that this is likely one of the reasons that various forms of GBV are among the most underreported of crimes in the world. 
(Emphasize that the point of this exercise is to illustrate that there are a number of obstacles that victims have to face even before they come forward to make a complaint; they have already gone through a lot in just making the decision to complain.  

· Many of these feelings apply even when making a simple complaint. They are magnified enormously when the complaint is regarding sexual exploitation and abuse. 

· All of these feelings and reasons can make it extremely difficult for people to come forward to complain, particularly feelings of shame and embarrassment and somehow feeling guilty or responsible. Add to this cultural norms that make it difficult to talk about sex or to complain about someone more senior or powerful than you or just to complain in general and not deal with your problems on your own, and it can become very daunting to come forward. This is even more so when the victim feels that there is probably very little that will be done and they risk being ostracized or punished for complaining.  

· Therefore, when a victim does come forward, they should immediately be made to feel comfortable, thanked and acknowledged for their courage, and told that they have done the right thing.

7. Ask what would have made it easier for the survivor to seek assistance and elicit some responses from the group about what would help someone who wishes to make a complaint of sexual exploitation and abuse to come forward in [country]. If not suggested by the group, mention some of the following as important elements for creating an accessible environment and helping people within agencies and within local communities to come forward to report:
· Having a clear complaint/reporting mechanism in place;

· Not making judgments on validity or credibility of complaint - ensuring all allegations that come forward are passed through the reporting mechanism;

· A safe and private space for individuals to make a complaint without being interrupted. This space should not, however, be solely related to receiving allegations;

· Trained staff – ensuring that staff understand their responsibilities to report;

· Raising awareness with the communities regarding appropriate and expected staff behaviour;

· Raising awareness with the communities on how to report;

· Helping staff and communities understand how reporting protects them and is positive and not negative;

· Having organizational policies that protect staff from harassment and false allegations from fellow staff members;

· Accessibility – ensuring that communities and staff have different ways to access the reporting structure at both the capital and field level, including anonymous access;

· Confidentiality – having a confidential / ”need to know” protocol in place to protect individuals who make an allegation;

· Safety – having systems in place to ensure the safety and security of persons who come forward to complain;

· Inclusiveness – involving communities in awareness-raising activities on the rights of women and children; and

· Having access points particular to the special needs of children.
(The exercise also highlights that there are steps the Organization can take (and that the Focal Point can initiate) to help overcome some of these barriers.

8. Refer back to the two types of reporting mechanisms discussed in Module 6–internal and external–so participants receive further clarification. Highlight that the exercise above may be more relevant to challenges of making complaints that beneficiaries face, though staff members making reports may also confront some of the same obstacles, so strategies for improving reporting must be developed for both internal and external reporting mechanisms.   

(It may be useful to note that different settings have established different external reporting mechanisms, including locked drop-boxes, private meeting rooms to allow reporting in confidential settings, telephone hotlines, secure e-mail addresses, the appointment of regional focal points, outreach to civil society including women’s organizations, and the use of local UN-NGO focal points networks.
Step B:  “Perceptions” Exercise (15 minutes)

Aim: To demonstrate how observations will be influenced by our own attitudes, beliefs and personal experiences and highlight the importance of being neutral and putting our own perceptions and judgments to one side.

1. Explain that participants will see a sequence of pictures from the Guardian newspaper. After showing each picture, ask participants to take note of what they see by briefly writing their reactions down on a piece of paper.

· Display PP Slide 2 (young man running along street).  

· Display PP Slide 3 (young man wrestling man in hat). 

· Display PP Slide 4 (larger view with construction load falling).  
2. Now ask participants to turn to the person next to them and exchange notes. After giving them five minutes for discussion, ask the larger group whether or not they and their partners had different opinions about what was happening in each slide. Explain:
· Personal biases can colour the way we see things.  
· The point of this exercise is demonstrate that we all carry our own perception of events and how easy it is to make judgments or jump to conclusions.  
· Our observations are influenced by our attitudes, beliefs and personal experiences. This needs to be recognized and managed to receive complaints objectively.  
· When receiving complaints, we have to be very careful to remain neutral and simply listen to and record the facts as they are presented, without making assumptions or jumping to our own conclusions.  
· When we let our own perceptions and judgments get in the way, we distort the facts and do not get the real story.
Step C:  Understanding Assessment vs. Assumption (15 minutes)

Aim: To further clarify the difference between conducting an assessment and making assumptions during the interview process.

1. In order to further clarify the points highlighted in the perception exercise, ask participants what they think is the difference between an assumption and an assessment. Use PP Slide 5 to highlight any points participants may have missed. 

2. Distribute HO 7.1 – Assessment vs. Assumption. Give participants 5 minutes to briefly review the statements on their own, identifying whether the statements are representative of an assessment or assumption.

3. After participants have completed the exercise, read several of the statements (if time is short, it is not necessary to go through all the statements), and ask for volunteers who wrote “assessment” to explain why, and volunteers who wrote “assumption” to explain why. 

4. Explain that all of the statements are representative of assumptions because there is not enough information in any of the statements to constitute an assessment. Close by asking why understanding the difference between an assessment and an assumption is important for interviewers and how it relates to a survivor-centred attitude? Highlight that:
· Making an assumption about someone you are interviewing prevents you from maintaining a neutral stance that will support the survivor/complainant in sharing his/her story. 
· Making an assumption will likely limit the interviewer from collecting all the information necessary to make informed referrals.
· Making an assumption limits the interviewer’s ability to meet the needs of the survivor/complaint.
Step D:  Principles of Receiving Complaints:  A Survivor-Centred Approach (40 minutes)

Aim: To inform participants about the survivor-centred approach in order to enable them to sensitively, accurately and confidently receive and respond to allegations of sexual exploitation and abuse from adult and child complainants and correctly document all allegations.

1. Let participants know that the focus for the remainder of the session will be on specific interviewing skills, first covering some basic elements of principle and practice for receiving complaints and then using information learned to conduct mock interviews. Turn to PP Slide 6 to highlight some of the key responsibilities of the interviewer. Throughout the remainder of the session, emphasize that the interviewer is not a counsellor; however, interviewers can apply some professional counselling skills when conducting an interview in order to ensure that their approach is supportive.  

2. Ask participants to think for a few minutes about their own experiences with dealing with survivors of sexual violence. Ask participants to write down some of their responses and reactions as well as things they found challenging, such as: “I tried to listen”, “I didn’t know what to say, I felt uncomfortable”, “I told the person what to do”, “I wanted to help but didn’t know how”….
3. Ask participants to turn to the person next to them and share with this person some of the responses they wrote down. The ‘partner’ can ask questions to clarify the answers or to find out what was difficult or challenging. They should take no more than 5 minutes for this sharing activity.

4. Now invite participants to share some of the experiences, reactions and responses they discussed with their partner in the exercise. Elicit discussion, and make a list of responses on a flip chart, grouping them under ‘survivor-centred responses’ and ‘challenges’. In the second column (challenges) you can also include reactions and responses that participants may have labelled as helpful or positive but which do not reflect a survivor-centred attitude (e.g.: giving advice). 

(Optional: You can also ask participants what made it difficult or easy to share these experiences with a partner in this exercise. Highlight responses that show a parallel with survivor-centred skills. 
· Example: “my partner showed that he/she was listening”, “he/she asked the right questions (which questions?)” or: “it was difficult to share this with someone I don’t really know”, “I didn’t feel comfortable (why?)”… 

5. Go through the first list of responses and explain that these are ‘survivor-centred responses’ which reflect survivor-centred skills. 

· Ask participants why they think the skills are called ‘survivor-centred’? 

· Ask participants why the use of survivor-centred skills is important during an interview with complainants? 

( It may be helpful to note here that not all complainants will be survivors, but that it is nevertheless important that focal points have knowledge of survivor-centred approaches so that when the complainant is a survivor the focal point can react appropriately. Moreover, the skills and phases of the interview can be applied in any supportive interviewing process.
6. Move to PP Slide 7 and distribute HO 7.2 – Survivor-centred Approach. Ask volunteers to read aloud from the handout elements of the guiding principles for a survivor-centred approach. After each point on the handout, elaborate using the information provided below. It is important to spend as much time as is necessary on the guiding principles, as they are the foundation of focal points’ interviewing skills!


1.  Assess safety and welfare: Focal points should determine if the complainant is in any kind of danger and what can be done to help. Focal points should assist the complainant to think through their own security and who might be able to help them or what might work in the community/country context. This is difficult as sometimes there is very little that the focal point can offer to assist. However, it is extremely important to explore all possible options. Consider the following:
· How the individual may be at risk and from whom?

· Any relevant support structures that currently exist for the individual (family, friends, community leaders) that he/she feels comfortable approaching;

· Are there any community safety mechanisms that have been established that he/she can use?

· Any available accommodation away from the alleged perpetrator (family, friends located in another town or village)?

· Available transport to relocate the individual as and when necessary?

· Are there children that must be provided for? If so, what do they need and who can assist?

· Does the individual need to be relocated immediately? If so, where can he/she go?

· Should another organization (child protection/UNHCR) be involved to provide immediate safety?

· Does the survivor want police involvement?

· It is also important to ensure that any emergency health, psychosocial and legal needs are met by arranging for medical intervention, counselling or legal advice, etc., if necessary.  In general, where a victim assistance mechanism is in place in the field, there should be Victim Support Facilitators available to assist a complainant to access services. The Focal Point must therefore know how to access these victim support facilitators quickly!
(Let participants know that victim assistance, including Victim Support Facilitators, will be discussed further in Module 8 of the training.

(Note: If a witness or some person other than the alleged victim is reporting allegations, it is still important to obtain as much information as possible on the immediate needs of the alleged victim and attempt to meet them.  This can be difficult if the alleged victim is unaware that a report has been made. If appropriate, work with the reporting person to provide the alleged victim with the information that he/she needs to access assistance. Assistance and support should be provided through existing services, programmes and their networks. The alleged victim should be assisted to access these services with the help of the victim support facilitator. Remember, that the individual cannot be forced to do something in response to his/her needs. It must remain their decision whether or not they would like to take action.  

2.  Address confidentiality and anonymity: Complainants, witnesses and subjects (alleged perpetrators) of a complaint all have a right to confidentiality.  Preserving confidentiality also ensures a better investigation. Ensure that you are in a quiet, private setting to receive the complaint. Because of the reporting requirement, it is not possible to promise absolute confidentiality. Focal points should make it clear to the complainant that they need to report the complaint through established channels in order for there to be appropriate follow-up. Here the guiding principle is “informed consent”. The focal point should be prepared to explain the reporting and possible follow-up process to the complainant, let them know who will have access to the information, and ask if they agree to move ahead with the complaint.  
· E.g.:  Reassure the complainant that you take their complaint seriously and will treat it confidentially but cannot promise absolute confidentiality. Explain that you do not make the decisions regarding any follow-up and that you need to share the complaint with [whomever you need to share it with, e.g. your Head of Office, your human resources section, your headquarters senior management] so they can take a decision about next steps. Reassure the complainant that the information will only be shared on a “need to know” basis and explain that it will only be shared with these [3/4/5/X] people who will also treat the complaint seriously and confidentially. Also let the complainant know that if a decision is made to investigate the complaint, the investigators may require further information. Ask the complainant if they agree to go ahead on this basis.
(Note that everyone to whom the complainant tells his or her story should keep the complaint confidential but the complainant does not have to keep it confidential. It is their story and it might be important or therapeutic for them to discuss it (though the Focal Point could advise on any safety concerns that might arise in the particular circumstances).
Not all complainants may be willing to reveal their identity. This does not necessarily have any bearing on the truth of the complaint but may be an indication of fear of reprisal. Anonymous complaints should be treated just as seriously as complaints where the identity is known. Sometimes a person may come forward to make a complaint but does not wish their identity to be passed on any further. This wish must be respected. Because of the reporting obligation, the substance of the allegation should still be reported through the proper channels, along with the identification of the alleged perpetrator, if known. This is sometimes a difficult issue to address because of the inherent tension between confidentiality and reporting. The reporting obligation should be made clear to the complainant from the outset.  
· E.g. the focal point could explain that he/she will keep the complainant’s identity private but must report the information about the allegation (i.e. set the parameters). The focal point could discuss the request for anonymity further with the complainant and determine the barriers and see if he/she can create an environment in which the complainant feels comfortable recording his/her identity or the focal point could agree on other means for ensuring proper follow-up.  
· E.g. the focal point could explain that anonymous complaints are more difficult to investigate. You could agree to respect the complainant’s wishes for anonymity and then ask if you personally may contact the complainant again, should an investigation proceed and the investigators require additional information.  
(Note in addressing anonymity, it is extremely important not to place any pressure on the complainant so that they feel compelled to record their identity. It is a good idea to know in your mind how you would address this issue with a complainant before going into an interview.

(Note the wish for anonymity applies to the complainant and not to the subject of the complaint. The SGB is about staff behaviour and preventing sexual exploitation and abuse. If a staff person is named in the complaint, this information should always be reported.
3.  Respect the wishes, rights and dignity of the complainant: Respect is an obvious good practice but not always easy to display. We do have our own thoughts and judgments when interviewing someone, but we need to put these aside and listen to complainants with respect, being careful with our own words and body language.  Let participants know that methods for promoting respect will be discussed further in a few minutes.

4.  Ensure non-discrimination: All complainants have the right to be treated equally, regardless of their background. It is important for the person receiving the complaint to put aside their personal biases when interviewing complainants.
7. Now briefly review PP Slide 8, highlighting key qualities of an effective interviewer, many of which will have been referenced in the previous discussion on guiding principles.  

8. Now briefly review PP Slide 9, which identifies some barriers to effective interviewing. It may be helpful to ask volunteers to read from the slide, in order to enhance group participation. 

9. Distribute HO 7.3 – Advising vs. Informing to facilitate brief discussion of a common pitfall of those who are interviewing survivors:  the impulse to give advice. Using the handout, discuss why it is inappropriate to give advice in this context. Note that many traditional cultures are structured around advice-giving, so this may be a skill that focal points will have to “unlearn” in order to conduct survivor-centred interviews. Interviewers may also feel some pressure to give advice to survivors/complainants who are asking them what they should do. In order to promote the capacity of the complainant to make their own choices, it is important that the interviewer resists the urge to give advice and instead understands their role as one of “information-giver.”

10. Follow up the handout on advising vs. informing with HO 7.4 on SOLER model. Go through the key components of attending well. When discussing behavioural attending, it is useful to identify a volunteer in the room to come forward, sit in chair opposite the facilitator at the front of the room, and act as a client while the facilitator acts as an interviewer. The volunteer does not need to speak in this exercise, however! The facilitator can briefly go through the elements of SOLER by acting them out, first acting out the opposite (bad practice) of each element, and then acting out good practice. (I.e., for Square, the facilitator can face sideways from the volunteer and ask participants why this is not good practice; for Open, the facilitator can sit with his/her hands crossed in front of the chest, and then ask participants why this is not good practice, etc.)

11. Now move to PP Slide 10 on basic phases of an effective interview. Remind participants that these elements have been described in some detail in HO 7.2 – Survivor-centred Approach, distributed earlier. Go through each phase and raise the following points:  

1. Establishing rapport:

· Introduce yourself and welcome the complainant, make them feel comfortable and reassure them that they did the right thing in coming. 

· Explain the role that you are playing in taking the complaint; explain that you are not making any decisions but are simply gathering information.

· Explain the boundaries of confidentiality and obtain their consent to your sharing the information on a “need to know” basis.

2. Obtaining facts:  

· The best way to obtain the facts is to let the complainant do most of the talking. Let them tell their story in their own words, in a free narrative.  

· When necessary, ask any questions of clarification in order to make sure that you have properly understood the complainant’s story. These should not be leading questions like “did you mean X?” or “did you then do X?” but should be open: “what did you mean?” and “then what happened?”   

· It is important not to make any judgments; a good tip is to avoid “why” questions.  

· Use simple language.

· Without interrupting, demonstrate to the complainant that you are listening by concentrating on what they are saying and remaining attentive and focused. Remember silence is OK; allow the complainant time to think and choose his/her words.

3. Explaining next steps:

· This is important to reassure the complainant that their complaint is being taken seriously and to let them know what is likely to happen next and how long the whole process might take.  

· Explain that you will be in touch again and whom to contact if the complainant has questions. 

· Explain that someone else will be taking the decision about what happens next and it could be one of a number of options. Explain that it might take some time for any decision to be made or for the process to be completed. Do not guarantee any outcome.  

· Tell the complainant that you will attempt to make sure that the allegation is followed up and that you (or a victim support facilitator, where a victim assistance mechanism is in place) will let the complainant know of any outcome but cannot guarantee that you will be informed throughout the process [or whatever situation applies in your organization].  

12. If time permits, you may wish to use PP Slides 11-16 in order to detail the process of an interview using the GATHER model. Those who are new to interviewing may find this structure to be more concrete than the information provided previously on the general phases of an interview and may help them to move through the process of an interview in an organized and consistent manner. Highlight that: 

· This model was adapted for this training from a reproductive health model for HIV counselling. The adapted model provides a conceptual framework for some of the important goals that have already been discussed in interviewing survivors/complainants.  

· Using a semi-structured interview is a useful strategy for assessment because it is an organized way to collect information and at the same time also helps decrease the possibility of the survivor/complainant becoming emotionally overwhelmed because the focus of the interview is goal-oriented.

13. Next, move to PP Slides 17-18 to quickly reiterate some of the key elements of “good practice” in receiving a complaint. Distribute HO 7.5 on Communication Do’s and Don’ts. If the points below have not already been addressed, emphasize:  
· Remember you are not investigating or seeking proof. Your aim is to obtain as much information as possible in order to pass it on through the appropriate channels.
· React calmly and listen carefully to what is being said.

· Remember the unthinkable is possible. Do not discard what the complainant is saying because it seems unbelievable to you. 

· E.g. you can’t believe such a thing could happen, you can’t believe a particular person would do such a thing, etc. 

· Let the person know it is okay to say that they don’t know the answer to something or are unsure or can’t remember.

· Your role is also to protect the alleged perpetrator, remain fair and impartial whilst still showing concern for the complainant.

· Treat allegations for which the alleged perpetrator is unknown as seriously as allegations where more information is provided; bear in mind that “rumours” are not less likely to be true; rumours are often an indicator that there is a problem.

· All complainants should be treated as though they are reporting in good faith. 

(Note that for some people, one of the biggest causes of concern and anxiety about receiving a complaint is fear of not knowing how to talk to a complainant. There is a fear that the complainant might be too emotional and reactionary or too angry. Understanding how a person may respond to a stress incident and understanding how to communicate with a complainant can help decrease a focal point’s own anxiety and improve their focus on listening to and supporting the complainant. 
(Note that it is important to remember that there is a whole range of emotional and physical reactions to experiencing sexual exploitation and abuse and the complainant might display several different emotions and behaviours during the course of the interview. There is no “one” response to sexual violence and people will react quite differently from each other. Individuals who were only associated with the event but were not themselves exploited or abused might also have strong emotional reactions to what happened.  
· Some common emotional and physical reactions include crying, fidgeting or nervousness or an inability to make eye contact.  
· Sometimes a complainant might not display any emotional reaction at all but seem cold or distant. This is not a sign the allegation is false; the complainant may be numb or otherwise trying to control their emotions. 
· Feelings associated with traumatic events usually go away with time but there are other factors that determine for how long a survivor will experience stress responses. It is therefore impossible to predict how someone will be when he/she makes a complaint. The survivor may re-experience the emotions from the incident just by telling the story and the closer they are in time to the incident, the stronger these reactions are likely to be.  
14. Now move to PP Slide 19 to review some of the special considerations when working with children. Distribute HO 7.6 – Checklist for Taking a Report from a Child. Emphasize that children are a special population with special needs. In many circumstances they are neither listened to nor encouraged to speak out against elders or those in positions of power. As such special considerations need to be established to ensure that children and their families have access to the reporting structure. Discuss the following points with regard to having a caretaker present during the interview of a child:

· For the most part, children are to be interviewed in the presence of their parents/caretakers. This ensures that the children receive adequate support and that the family understands the process that will follow after the report. Additionally, children are not always considered old enough to give informed consent or to comprehend what giving the information will mean. Therefore, having parents and caretakers present is generally preferred.  

· However, not all children are supported by their families to make a complaint e.g. the family is colluding with the perpetrator and/or encouraging the relationship; the family is embarrassed and does not want to cause a problem; the guardian is not present; or the child does not have any family to support him/her (child soldier, separated child, orphan). In such instances it is better to interview the child alone or with a supportive adult who is not a parent or caretaker.  

· The Focal Point should determine whether parents, a relative or other person should be present when the child makes a complaint. If a parent comes with the child and is disruptive, this should be noted on the complaints form that is forwarded to headquarters to aid the planning of the investigative team.

15. Now move to PP Slide 20, and inform participants that complainants are most likely to first report to people with whom they feel comfortable; they might not come directly to focal points. However, focal points can receive complaints from anyone: the person who allegedly suffered the abuse, witnesses, community members, staff, peacekeepers, partners, etc. Focal points are more likely to receive complaints second- or third-hand from other colleagues and partners. Also people other than the focal point may be designated to receive complaints, as is recommended for external complaints mechanisms, as previously discussed. The role of focal point is to encourage as many avenues of access as possible and to make it as easy as possible for whoever comes forward to complain.  

16. Close by reviewing the process for documenting complaints using PP Slide 21.  Refer participants to PD 7.1 – IASC Model Complaints Form in their folders and briefly review the complaints form. Note that:    
· Allegations should be recorded in a clear and concise manner, but with as much information as possible.  Take notes during the interview and record the details on the complaints form as soon as possible afterwards.  

· To the extent possible, use the complainant’s own words when describing what happened.  Include a description of any visible signs of abuse or other injuries. Note any of your own observations. 

· It is not compulsory to complete every question in the Form. Remember that the Focal Point is not an investigator and the complainant should not be pushed to provide more information than they want to share.

· The form includes places where identifying information is requested. It is preferable, in order to ensure confidentiality, that the name of the complainant and/or alleged perpetrator are not input directly onto the form. Instead, codes can be used on the form and names can be cross-references with these codes in a separate notebook that is stored separately from the form.

Step E:  Case Studies: Interviewing Practice (30 minutes)

Aim: To develop interviewing skills and have experience conducting interviews in a secure environment.

1. In setting up the exercise, explain:
· Participants will be divided into pairs to practice interviewing. Each person will take turns to be the interviewer and to be the complainant. It doesn’t matter who plays what role first as each person will have a chance to do both.

· There are 2 different case studies. Each partner will have a different case study. This means that their partner’s story will be different to their own story and when they are playing the role of interviewer, they will have no idea what their partner is going to say (just like in real life). They should not share their case study with the other person before the interview.

· Participants should use their case study as a guide. They should pretend to be the person that is described and are free to invent their own story and add further details in keeping with their character. For example, if they are asked “what is your mother’s name?” or “how old are you?” or “where did this happen?”, they can make up an appropriate answer.

· Each person will spend 7 minutes interviewing the other person. After the first 7 minutes (when the facilitator sounds “time”), they should stop the interview and swap roles. When everyone is finished, they should return to plenary session for feedback.

2. Split the participants into pairs. [If some people would find it easier to be in same-language pairs, swap people around to achieve this.] Indicate in each pair who will play Case Study 1 and who will play Case Study 2 (HOs 7.7 – Chantalle’s Story and 7.8 – Mrs. Kwazemara’s Story). Before beginning the exercise, ask all of the participants playing Case Study 1 to move to one corner of the room and all of the participants playing Case Study 2 to move to the other. A facilitator should spend a few minutes with each group to distribute the relevant case study and quietly explain the role that is expected of them and make sure that everyone understands the exercise. Remind participants that they are free to add any details that they wish but that they must remain in character. Remind them that they should not share their story with their partner before the interviews are finished. Participants should then find their partner and begin the interviews.

(Note: Remind participants that it is okay to make mistakes. For many this is the first time interviewing someone, and the point of the exercise is to develop skills! 

3. Bring the participants back into plenary session. Before discussing the interviewing exercise, explain:
· You are about to share comments on what you learned from exercise; this might include comments on what your partner did;

· Remember this is a learning exercise. Feedback is important for learning and we learn best when criticism is constructive; and

· Sometimes it is as hard to provide feedback as it is to receive it;
· It is important to remember some basic rules when giving feedback: 
· Provide it in a manner that will help someone to learn and improve

· Be clear about what you want to say so that your message does not become confused; select priority areas

· Highlight the positive as well; where possible, preface each comment with a positive one and end the feedback on a positive note

· Make specific rather than general comments; give examples of what you saw and heard and the effect it had on you

· Own your comments by using “I think” or “in my opinion” phrases

· Offer alternatives, i.e. turn negative feedback into positive suggestions.

4. Encourage discussion by asking some of the following:
· Was something missing?
· Did you feel the right environment was created?
· Were you made to feel welcome and comfortable?
· Was rapport established?
· Did you understand the confidentiality issue?
· Did you feel pressured/led/judged?
· Did you feel like the interviewer was listening?
· Do you feel like you were understood?
· Do you feel like there will be follow-up?
(Note: In comments during the debriefing the facilitator may wish to remind participants: 
· Interviewing is challenging, it takes practice
· Beware of perceptions and judgments

· Keep in mind the principles and practice for interviewing [if necessary, recap some of these points and the dos and don’ts]

· The motivation of the complainant for coming forward is irrelevant (e.g. it doesn’t matter if he/she comes forward because they thought they would get money)

· Children remember as well as adults and should be taken as seriously as adults

(Congratulate participants on their efforts. Remind them it was a short period of time to do an interview with a lot to keep in mind. Normally they would have as much time as they needed.
MODULE 8: Assisting Victims: Establishing an SEA Victim Assistance Mechanism

	Objective:

Time
	1. To introduce SEA victim assistance mechanisms; 

2. To provide guidance on how a victim assistance mechanism can be established in country.

1.5 hours 


	Materials
	Laptop computer and screen for PowerPoint presentation

Space for participants to work in small groups

Candy for reward

Nametags for volunteers in experiential exercises (see Step C below) prepared in advance

Ball of string



	Handouts
	HO 8.1:  Service Provision Matrix 


	Participant Documents
	PD 8.1:  United Nations Comprehensive Strategy on Assistance and Support to Victims of Sexual Exploitation and Abuse by UN Staff and Related Personnel

PD 8.2:  Victim Assistance Guide



	PowerPoint
	PP 8:  Victim Assistance Mechanism 

	Tips for Facilitators
	If the training is regional, there may be not be a significant number of people from each country to complete the service provision matrix. If this is the case, hand out the service provision matrix and ask participants to complete it when they return to their home country as part of initiating a referral network.



Procedure___________________________________________

Step A:  Introducing the Victim Assistance Strategy (30 minutes)

Aim: To outline how to provide assistance to victims of SEA by UN/NGO/IGO personnel.  
1. Using PP Slide 2, introduce the UN’s victim assistance strategy, referring participants to the copy in their folders 
       (PD 8.1 – United Nations Comprehensive Strategy on Assistance and Support to Victims of Sexual   

       Exploitation and Abuse by UN Staff and Related Personnel). Supplement with additional background information 
       on the strategy:
· The General Assembly adopted the United Nations Comprehensive Strategy on Assistance and Support to Victims of Sexual Exploitation and Abuse by United Nations Staff and Related Personnel in December 2007.
· The strategy gives the UN an initial two-year mandate to help victims to access services they need as a result of sexual exploitation and abuse.
· A Guide has been developed by the ECHA/ECPS UN and NGO Task Force to explain how to implement the strategy (PD 8.2 – Victim Assistance Guide).
(Note that the main purpose of the Strategy (and the associated Victim Assistance Guide) is to outline a comprehensive and consistent response to victims of sexual exploitation and abuse by all UN personnel, including staff, peacekeepers, civilian police, consultants, etc. The ECHA/ECPS UN and NGO Task Force envisages inclusion of NGOs and IGOs in this common approach and so victims of NGO and IGOs can also be helped in implementation of the strategy. Also the Statement of Commitment requires signatories to provide emergency assistance.
(This is important for assisting victims and for restoring the credibility of the UN, NGOs and IGOs. The UN/NGO/IGO community has no legal responsibility to provide assistance to victims but all agree that it has a moral imperative to respond. The strategy represents a formal commitment to assist and support victims of sexual exploitation and abuse by UN/NGO/IGO personnel. Responding adequately to the needs of victims is also a means of prevention.

( Note that the strategy acknowledges that the perpetrators of acts of sexual exploitation and abuse hold responsibility for those acts and makes clear that the provision of assistance by the UN and NGOs should not in any way diminish or replace that individual responsibility.
( Under the strategy direct compensation in the form of money to complainants, victims or children born as a result of sexual exploitation or abuse is not provided. Victim assistance does not include compensation-based programmes. 

2. Now tell participants that they are going to become more familiar with the strategy and guide by completing a short quiz. Without asking them to move from their seats, break participants into groups of three and ask the groups to complete the quiz as quickly as possible. The first group to complete the quiz correctly gets candy. After they have been informed of procedure, show the quiz on PP Slide 3.  

3. After the groups have completed the exercise, go to the first group to complete it first and ask for their responses. If they do not have a correct response to any question, then move to the group that completed the quiz second, and so on until one group who has answered all the questions correctly is identified. Once you have received the correct answers to each question, move through the subsequent PP Slides to clarify or expand on the questions. First, move to PP Slide 4 to review to whom victim assistance mechanisms (SEA/VAMs) apply. Supplement with information below:
· “Complainants” are persons who allege or are alleged to have been sexually exploited or abused by UN/NGO/IGO staff or related personnel before such allegations have been substantiated or dismissed through a UN/NGO/IGO administrative process or a governmental judicial process. To receive assistance as a “complainant,” the allegation should be officially registered in accordance with established procedures of the relevant entity. This should be done either prior to entering the SEA Victim Assistance Mechanism (SEA/VAM) or within a reasonable time period once entered. However, the complainant does not need to identify the perpetrator if s/he is unable to do so, nor does s/he need to agree to cooperate with investigative processes in order to receive assistance. Making the complaint is sufficient. Of necessity, certain types of assistance, such as urgent medical care, will need to be provided before a complaint can be fully processed. Those who prefer not to have their allegations officially registered should receive emergency assistance in the same manner that other survivors of violence, particularly gender-based violence (GBV), receive.
· “Victims” are persons whose claims that they have been sexually exploited or abused by UN/NGO/IGO staff or related personnel have been substantiated through a UN/NGO/IGO administrative process or a governmental judicial process. These include all such persons, whether male or female, whether above or below the age of 18.

· “Children born as a result of sexual exploitation and abuse” are children who are found by a court of law in any country with jurisdiction – be this the host country, the country of origin of the staff or related personnel or otherwise – to have been born as a result of sexual exploitation or abuse by staff or related personnel. 
(Note that there is no precondition for receipt of basic assistance other than making a complaint. When providing assistance to the victim, neither the focal point nor the service providers should seek to verify a claim. 
(Note that the provision of assistance to complainants (i.e. alleged victims) might cause some people to falsely claim that they have been sexually exploited or abused by UN, NGO and IGO staff or related personnel. The risk exists but it is likely very small. It is a brave act and an extremely difficult decision to come forward and make an allegation of sexual exploitation or abuse. It is not something that people do lightly, as such allegations sometimes lead to societal stigmatization. Furthermore, the assistance offered is extremely basic and would only be provided to someone actually in need. People are not likely to seek, for instance, medical attention for the consequences of sexual abuse or rape counselling if they have not actually been hurt or raped.  It is possible that someone who has been sexually exploited or abused by non-UN/NGO/IGO personnel might come forward and falsely claim that the perpetrator was of the UN, an NGO or IGO. Assisting such a person in the context of this guide is a “risk” the UN/NGO/IGO community should be prepared to take, as the only way to avoid this risk would be to do nothing.

4. Moving to PP Slide 5, review the nature of the assistance provided, noting that the kind of assistance provided under the strategy depends on the category to which a person belongs, their needs and the circumstances of the case.

· For complainants, basic assistance and support should be provided. Basic assistance is that which cannot await the substantiation of claims. For example, in many cases complainants will need to be helped to access medical treatment to meet urgent needs resulting from the sexual exploitation or abuse. This includes, where locally available, HIV/AIDS PEP kits, for example. Medical care may also be needed to address injuries sustained from the abuse suffered.  

· In addition, complainants should be helped to access psychological counselling where needed to 
    

                     address, for instance, trauma suffered as a result of sexual exploitation or abuse. Complainants should be 
                     helped to find shelter, clothing or food where the sexual exploitation or sexual abuse
impedes them         

                     from using their own. They should be provided with protection if their security is at risk. Complainants   

                     should also be assisted to understand how to pursue claims, both administrative and legal, against the  

                     alleged perpetrators and be referred if desired for assistance to pursue these claims.
· Once a person’s claim has been substantiated – i.e. a victim – s/he can receive not only the basic assistance but also additional help known as expanded assistance and support. For example, a girl who was forced to drop out of school upon becoming pregnant as a result of sexual exploitation or abuse could be given access to further education or a programme that teaches income-generating skills so that she can support herself and her child.

· Children born as a result of sexual exploitation and abuse should be entitled under a Victim Assistance Mechanism to receive medical, legal and psychosocial care to meet their needs directly arising from the sexual exploitation or abuse. The UN, NGOs and IGOs should also facilitate pursuit of paternity and child support claims, which might involve obtaining blood or DNA samples to share with the appropriate authorities. This should be undertaken in conjunction with the relevant national governments.
5. Now move to PP Slide 6 to review how assistance and support should be provided. Note that the strategy and the associated guide set out three important guidelines for implementation:
· Implementation through a country-wide, survivor-centred approach – there is one victim assistance mechanism in each country serving all survivors of SEA by staff and related personnel:
· The strategy and guide set out what the UN, NGOs and IGOs will do to assist victims of sexual exploitation and abuse by UN/NGO/IGO staff or related personnel. This ensures that the victim assistance mechanism is truly comprehensive, by requiring a coordinated response on behalf of the entire system to all victims of sexual exploitation and abuse by UN, NGO staff or related personnel. This system-wide programming is rooted in a victim-centred approach, as victims are usually less concerned with the distinctions between different parts of the UN or different NGOs and IGOs than they are with accessing services through clear and simple procedures in a fair manner.

· While an SOP for victim assistance mechanisms may be developed at country level, implementation will need to be undertaken locally – for instance, UN/NGO/IGO actors in each locale will know best which services are available to survivors and can develop the appropriate referral lists for victims in their geographical area. 
· Integration into existing programmes for survivors of gender-based violence:

· The strategy and guide note that sexual exploitation and abuse by UN or NGO/IGO personnel occurs in a broader context of gender-based violence. There is a need to assist victims of sexual exploitation and abuse by UN/NGO/IGO personnel as well as to avoid discriminating between them and other victims of gender-based violence. This is best achieved by providing assistance through existing service providers that already have programmes for victims of sexual violence. Such an approach helps preserve the confidentiality of the victim and helps strengthen the services for others.
· Local infrastructure for such assistance varies greatly around the world. In some countries, state-of-the-art hospital emergency rooms, rape counselors, legal aid and emergency shelters are well established. In other locations, appropriate medical care is too distant to access; psychosocial support for victims of sexual exploitation or abuse does not exist; free legal assistance is not offered; and shelter is already in too short supply to provide more to victims of sexual exploitation and abuse. As such, victim assistance mechanisms provide assistance and support to victims by using local capacities insofar as they exist. The VAM can also, but is not required to bridge existing service gaps by supporting the establishment of new services. This can be done through financial contribution and/or advocacy for such services.
· Implementation through victim support facilitators:
· The strategy outlines a system of victim support facilitators. The victim support facilitators essentially act as caseworkers, whose responsibilities include referring the victim to those organizations that can provide assistance, accompanying the victim if necessary, and acting as a liaison with the UN/NGOs/IGOs for any administrative processes. Additionally, the victim support facilitator explains the services and processes to the victim to ensure proper understanding and advocacy. Arrangements would be made with a network of service providers in advance so that victims can be referred to them confidentially and in safety. There should be multiple victim support facilitators in a given geographic area to ensure easy access. The guide contains terms of reference for victim support facilitators.
6. Now move to PP Slide 7 on who is responsible for implementing the victim support mechanisms: 
· The strategy calls upon relevant organizations of the UN system to implement victim support and to do so in a coordinated manner. It invites specialized agencies to participate. If implementation is to extend to victims of NGO and IGO personnel, then they too would likely share responsibility for implementation.
· The guide on the implementation of the strategy notes that the SEA/VAM should be operated under the auspices of the Resident Coordinator (RC), with support from the United Nations Country Team and, where applicable, from the United Nations Mission and Humanitarian Country Team. Furthermore, the guide recommends that the UN Resident Coordinator designate an existing staff member or agency to coordinate and oversee the establishment and operation of the Victim Assistance Mechanism. This should be someone who is engaged in other aspects of work on protection from sexual exploitation and abuse, such as a PSEA Coordination Officer working under the Resident Coordinator or a PSEA Focal Point, so as to facilitate the linkage between the VAM and other PSEA mechanisms. Note that a Victim Assistance Mechanism will connect with other aspects of PSEA in a number of ways and therefore needs to be integrated into the other aspects of work on protection from sexual exploitation and abuse. 
· Establishing, implementing and monitoring the Victim Assistance Mechanism should fall within the work of an inter-agency PSEA network.

7. Now move to PP Slides 8-9 to review the key principles that are supported through the strategy and guide. Ask participants to read them one by one, and after each principle ask whether there are any questions.

Step B:  Implementing a Victim Assistance Mechanism: What to Establish in Practice (15 minutes) 
Aim: To explore the modalities and principles for providing assistance and support for victims of sexual exploitation and abuse.

1. Begin by explaining that the strategy aims high and sets the parameters for what the UN and NGOs/IGOs should achieve in assisting victims. Implementation depends on the context and the level of assistance provided will therefore vary from country to country and possibly within countries (e.g. because of the services available in the capital versus remote areas). It is necessary to establish a victim assistance mechanism that is appropriate to the context, practical and efficient, and protects the confidentiality of the victim. An important part of this involves identifying a referral system for services.

2. Establishing a referral system is a job that will fall within the responsibilities of the focal point network. It is therefore very important that focal points have a conceptual sense of what comprehensive GBV programming involves, as well as the process for creating a referral system.

3. Moving to PP Slide 10, provide participants with an overview of the multi-sectoral framework, which is considered a “best practice” model for addressing GBV. A basic premise of the multi-sectoral approach is that GBV cannot be satisfactorily addressed through the provision of services within a single sector. The multi-sectoral model calls for holistic inter-organizational and inter-agency efforts, across the health, social services, legal and security sectors. These efforts must promote participation of the constituent community, interdisciplinary and inter-organizational cooperation, and collaboration and coordination among sectors.

4. Ask participants what makes up a sector. Emphasize that sectors include institutions, individuals and resources that are oriented to the provision of a particular service. Relevant actors from each of the sectors may include: 

· Health sector: health facility administrators, doctors, nurses, midwives, traditional birth attendants, community health workers, traditional healers and health ministry officials.  

· Psychosocial sector: Social workers, counselors, teachers and representatives of the ministry responsible for social welfare. 

· Legal/justice sector: Judges, legislators, lawyers, NGO and legal aid/advocacy groups, as well as representatives of the Ministry of Justice. 

· Security sector: Police, international and national military and representatives of the Ministry of Interior.  

5. Note that the multi-sectoral model explicitly highlights responsibilities unique to each sector. Ideally, the various sectors should be able to engage in the activities detailed below in order to fully address the needs of people affected by gender-based violence, including sexual exploitation and abuse. 

· The health sector should actively screen clients for gender-based violence; ensure access to same sex interviewers for individuals who have been exposed to gender-based violence; respond to the immediate health and psychological needs of the woman or girl who has been exposed; institute protocols for treatment, referral and documentation that guarantee confidentiality; provide gender-based violence -related services free of cost; and be prepared to provide forensic evidence and testimony in court when authorized by the individual. 

· The psychosocial sector should be able to provide ongoing psychological assistance, which requires the training and ongoing supervision of social workers and community services workers; confidentially gather and document client data; and facilitate referrals for other services. Education and income-generation projects are also considered under the umbrella of psychosocial programming within this multi-sectoral model. Education systems should ensure curricula on “safe touch,” healthy relationships and basic human rights; institute codes of conduct for all teachers as well as training on identifying risk signs among children; and provide school-based services for children who have been exposed to gender-based violence. Income-generating projects should not only promote women’s economic self-sufficiency, but also monitor for domestic violence risks and integrate human rights education into project activities.  

· The legal/justice sector should be able to provide free or low-cost legal counselling, representation and other court support to women and girls who have been exposed to gender-based violence; review and revise laws that reinforce gender-based violence, and monitor court cases and judicial processes.  

· Within the security sector police, military and peacekeeping personnel should be educated about gender-based violence; held to zero-tolerance codes of conduct; and be trained on how to appropriately intervene in cases of gender-based violence. Police should have private rooms for meetings with individuals who have been exposed to gender-based violence; ensure access to same sex interviewers; institute protocols for referrals to other sectors; collect standardized and disaggregated data on incidents; and create specialized units to address gender-based violence. 

(Note that some of the crosscutting functions of the health, psychosocial, legal/justice and security sectors include engagement and education of the community, data collection, and monitoring and evaluation. Another critical component is inter- and intra-sectoral coordination, including the creation and monitoring of reporting and referral networks, information sharing, and participation in regular meetings with representatives from the various sectors..
(A key principle underlying the multi-sectoral approach is that the rights and needs of a woman or girl who has survived gender-based violence are preeminent, in terms of access to respectful and supportive services, guarantees of confidentiality and safety, and the ability to determine the course of action for addressing the gender-based violence incident. Efforts should be made to reduce potential stigma to women and girls through broad-based community education as well as through the provision of confidential services. The women and girls who have been exposed to gender-based violence should be informed of their options at every step of case management. They should be able to exercise a right to choose the course of medical and psychosocial treatment, police intervention and legal assistance. This orientation to the rights of the women and girls who experience gender-based violence cuts across all sectors and is the foundation of ethical service.  

(Another essential element of the multi-sectoral approach is close cooperation with local women’s groups and, if relevant, representatives from the ministry responsible for women’s and girls’ affairs. Women and girls must be included from the beginning of gender-based violence programme design and maintain an active role throughout programme monitoring, evaluation and ongoing programme development. It is critical that their involvement in these activities not be perfunctory, but rather that they play major roles in decision-making and leadership.

6. Note that it is important for focal points to understand this model because it will form the basis of creating a referral network. Move to PP Slide 11 and briefly cover the points of establishing a referral network, supplementing with information below: 
· The UN or an implementing partner identified by the Focal Points Network may conduct an assessment of available services and identify gaps in services. 

· Based on the outcome of the assessment, a representative of the Victim Assistance Mechanism, perhaps a victim support facilitator, would make arrangements in advance with the service providers, such as local clinics, counselling services, legal aid services, whereby the VAM can easily refer or accompany victims to those services when necessary without further questions being asked (i.e. those service providers would automatically accept all victims referred to them under the Victim Assistance Mechanism according to the agreed arrangements). 

· Complainants should also be provided with full information and advice on existing legal means of redress, including contact addresses where claims may be filed and any networks helping complainants to file claims or which provide other types of support.  

· Some individuals may not be emotionally ready to accept immediate services and may refuse anything that is offered to them until another time. If possible and appropriate, complainants should be provided with simple written information on possible services if they need time to consider what they want to do.

7. Highlight that is very important that referral guidelines are developed that promote and ensure standards of confidentiality and victim care, which includes: 

· Respecting the right of the complainant to make his/her own decisions regarding care;

· Respecting his/her wishes to withdraw from any form of service provision;

· Not making assistance contingent on helping with an investigation; and

· Only forwarding any information to outside parties on a “need-to-know” basis and obtaining the complainant’s consent before doing so.

(Note that it is especially important to ensure that victim support facilitators understand confidentiality and how this will be preserved, in their own recordkeeping and in dealing with the service providers to whom they refer complainants.  Some NGOs/IGOs have strict confidentiality requirements when dealing with survivors of GBV. They might not be able to maintain their usual level of confidentiality for allegations of sexual exploitation and abuse by UN/NGO/IGO personnel or partners because of the reporting obligation and this will need to be carefully discussed and agreed upon with them in advance.
8. Now move to PP Slide 12 to review key information that should be included in referral guidelines.  
(Remember:  It is a management responsibility to ensure that a clear and accessible system is established in each setting so that all members of the community (particularly women and children) know where to go to make a complaint and receive assistance.  Senior management should be called on to ensure that the necessary referral system is properly established and supported. 

9. Now move to PP Slide 13 to briefly review how a victim might enter into a victim assistance mechanism. Note that the point of the victim assistance mechanism and associated referral network is to make it as easy as possible for a victim to receive services! 

Step C:  Understanding the Importance of a Coordinated Referral Process (30 minutes)

Aim: To use an experiential exercise to help participants understand the importance of having a well-coordinated referral process.

1.  
Ask participants to stand in a circle. Identify one participant to be a child victim of sexual exploitation and abuse, and one participant to be the child’s mother. Ask these volunteers to stand in the centre of the circle. To the other participants, give volunteers nametags on large pieces of paper with the following job titles (you may wish to adjust the job titles to fit actual titles used in the setting):

· Women’s Leader

· Traditional Healer

· Grievance Committee

· Legal Advisor

· Nurse 

· Police Officer

· Doctor

· Local Security

· Social Worker

· UNHCR Protection Officer

· SEA Focal Point

· Victim Support Facilitator

2. After giving the nametags out to participants around the circle (being sure to have mixed them up before distributing them so as to ensure that they are not in the order presented above), give the ball of string to the mother. Tell the mother that you are going to read out a scenario, and she is supposed to act out what is identified in the scenario.  Each time she goes to someone, she should give him/her a piece of string she is holding so that as she moves from person to person the string creates a visual record of where she has been.

3. Now, adjusting to create a story, read the following scenario:
Explain that the client is a seven year-old girl living in a small conflict-affected community and that her mother suspects that a neighbour who is a member of a humanitarian organization working in the community has raped her daughter. Explain that the mother doesn’t know what to do, so she takes her daughter to the local ‘Women’s Leader’ for advice. Tell the mother to walk her daughter over to the person holding the ‘Women’s Leader’ label and to give her the end of the string to hold onto while the mother keeps hold of the rest of the ball. Explain that the mother tells the ‘Women’s Leader’ the story and ‘Women’s Leader’ sends the mother and daughter to the ‘Traditional Healer’. Tell the mother and daughter to walk over to the ‘Traditional Healer’ unrolling the ball of string. When they reach the ‘Traditional Healer’ the mother hands the string to that person to hold, but keeps the ball. Explain the ‘Traditional Healer’ listens to the story, examines the daughter, says she thinks the girl has been abused, gives some medicine and advises the mother to go to the ‘Grievance Committee’. Tell the mother and daughter to carry the ball of string to the ‘Grievance Committee’ and give it to that person to hold onto, while keeping the ball. Explain that the mother tells the ‘Grievance Committee’ the story and is told that rape is a crime under national law and that the mother must go and get legal advice. Tell the mother and daughter to walk over to the ‘Legal Advisor’ and give this person some string to hold onto. Explain that the mother tells the story to this person who advises her to take her daughter to the clinic for an examination. Tell the mother and daughter to walk over to the ‘Nurse’ and give this person some string to hold onto. Explain that the mother tells the story to the ‘Nurse’ who does a physical examination and tells the mother to go to the police. Tell the mother and daughter to walk over to the ‘Police Officer’ and give this person some string to hold onto. Explain that the mother tells the story to the ‘Police Officer’ who interviews the daughter and says he will investigate, but explains he needs a medical certificate from a doctor. Tell the mother and daughter to walk over to the ‘Doctor’ and give this person some string to hold onto. Explain that the mother tells the ‘Doctor’ the story and this person performs another physical evaluation and gives the mother a medical certificate to give to the police. Tell the mother and daughter to walk over to the ‘Police Officer’ and give this person some string to hold onto. Explain that a few days pass and the neighbour has come over and threatened the mother because he’s heard she’s been talking about him in public. Tell the mother and daughter to walk over to the ‘Local Security’ and give this person some string to hold onto. Explain that the mother tells this person the story and expresses that she is scared. This person advises the mother to go to the Police and to the UNHCR Protection Officer. Tell the mother and daughter to walk firstly over to the ‘Police Officer’ who says he/she hasn’t been able to investigate because there is no transport. Then tell the mother and daughter to walk over to the ‘UNHCR Protection Officer’ and give this person some string to hold onto. Explain that the mother tells the story to the Protection Officer who says UNHCR will help with safety, but advises the mother to go to the UN SEA Focal Point who can also help. Tell the mother and daughter to walk over to the ‘Focal Point’ and give this person some string to hold onto. Explain that the mother tells the story to the ‘Focal Point’ who takes down the information, informs the mother of the process for addressing this kind of complaint, interviews the child, and refers the mother and daughter to the ‘Victim Support Facilitator’ for medical, psychosocial, legal and immediate material assistance.
4. Stop and debrief the participants. By this time the client and mother are in the middle of a tangle of string with all the different actors holding a piece of the tangle. Ask the group what they can see. After facilitating a discussion, review how many times the client and mother had to tell the story, how many examinations were undertaken, how much time and energy and, possibly, resources the client and mother had to use. Emphasize the importance of coordination and having a good system in place to help clients, and ensuring that all actors in the system are aware of it, and that members of the community are also aware of the system.

Step D:  Providing Assistance and Support to Victims (15 minutes)

Aim: To identify potential resources for assisting and supporting victims in [country].

1. Explain to participants they are going to do a short exercise to identify potential services in [country] for assisting and supporting victims.  
· Divide the participants into groups of 5/6. Ensure that people with relevant backgrounds for the exercise are relatively evenly spread across the groups, e.g. before dividing participants into groups, ask all the people dealing with health issues to raise their hands and divide them across the appropriate number of groups. Do the same for people dealing with psychosocial issues, legal or protection issues, safety and security, and then divide the rest evenly. 

· Distribute the Service Provision Matrix (HO 8.1). 
· Allow the groups 10 minutes to complete the matrix. In doing so, participants should be as creative as possible as sometimes the expected service provider may not be readily available and alternative sources must be identified (e.g. community health workers, faith based/spiritual alternatives to meet emotional needs, and other appropriate figures in the cultural context). They should bring the completed forms to the Plan of Action session at the end.

2. Debrief the participants quickly by asking if they believe there are sufficient resources in [country] to create a referral network for assisting and supporting victims of sexual exploitation and abuse? If not, ask participants to identify the gaps and consider ways to address these when developing the Plan of Action.

MODULE 9: Focus on Prevention: The Focal Point as Messenger

	Objective:

Time
	1. To highlight the role of Focal Point as messenger;

2. To understand key aspects of strategic communication;

3. To increase participants’ ability to create clear, concise and appropriate messages about sexual exploitation and abuse; 
4. To highlight the range of possibilities for awareness-raising campaigns.
2 hours 



	Materials
	Flipcharts, marker pens, crayons, coloured pens

Laptop computer and screen for DVD

Index cards and pens

Space for participants to work in small groups



	Participant Documents
	PD 9.1:  IASC Model Information Sheet for Communities

	PowerPoint
	PP 9:  Focal Point as Messenger

	Tips for Facilitators
	The communications campaign exercise is based on 4 groups but can be adjusted for fewer or more groups by adjusting the medium and target audiences. 

If only 2 groups, ensure that at least one does a poster and one a radio spot and have different audiences for each. If more than 4 groups, ask additional groups to prepare a poster for national NGO partners or for a refugee/IDP camp (as opposed to the community at large). It is possible to choose very specific target audiences for the exercise, e.g.:
· A community group where literacy is very low and most individuals can neither read nor write;

· A large group of separated children in an interim care centre;

· A closed community group where things of a sexual or personal nature are never discussed in public;

· A community group that has already undergone a poorly conducted investigation into an allegation of sexual exploitation and abuse that left the community very angry with international groups.

Alternatively, groups might wish to choose a medium other than posters or radio, e.g. a story, a play, a song or running a group discussion with community leaders.



Procedure___________________________________________

Step A:  The “Messenger” Role of the Focal Point (10 minutes)
Aim: To recap the role of focal point as messenger.

1. Begin by explaining to participants that as focal points, one of the key roles is to be a messenger and raise awareness of the standards expected of staff and partners and how to respond when exploitation and abuse occur, in particular the importance of reporting. This can sometimes be challenging. Using PP Slide 2, emphasize that it is important to bear in mind and explain to others:

· The Focal Point is the messenger on the SEA-related standards and reporting systems; 

· This means your role is to raise awareness.  

2. Using PP Slide 3, identify some of the challenges that focal points may face in meeting their responsibilities. Ask participants to identify any additional challenges that they may face in their settings. Encourage discussion of cultural norms that may make professional colleagues and community members feel that SEA is acceptable, and the challenges to promoting support of the SGB amongst staff and in the community. Facilitators may wish to encourage discussion on this issue by referencing the following anecdotal report from a UN colleague working on SEA in Haiti:

“In our work in the field, we encounter attitudinal challenges in implementing the Organization's policy on SEA often linked to the 'cultural' factor. For example, while touring the north of Haiti a couple of days ago, I was in the process of getting feedback on the training that had been done for the staff there. I was told that the local staff present during the training said that the message of 'no money or things in exchange for sex' did not gain buy-in from them. Why? Because, they said that it was 'normal' that something should be given to the woman in return for the favours, as it was a cultural norm. This remark deepened scepticism among others present during the training, which can, in turn, weaken the message we are trying to send and strengthen. If we want to increase the effectiveness of our message and achieve our goal, we must address these cultural and attitudinal issues that can have a huge impact on the effectiveness of the policy. Whether we like it or not, that is the reality on the ground to which we need to respond. Strongly held opinions, contrary to the Organization's policy, which may not be expressed in public, are a challenge we need to confront.”
3. Suggest that one way in which to deal with the challenge of being a messenger is to hone communication skills.  Moving to PP Slides 4-5, describe key elements of strategic communication:  inform, persuade, motivate, and move to action. Also explain that strategic communication begins by understanding your audience well and seeing an issue from their perspective. The focal point must think about what will motivate a target audience to support efforts to address SEA. Point out that conducting an analysis of key stakeholders may help focal points anticipate the factors that will motivate their audience (whether in the work environment or in the community), and can also help them to identify their allies.  
Step B:  Hot Debate: Is Addressing SEA Important? (45 minutes)

Aim: To practice advocating for addressing SEA.

1. On a flipchart, write the following statement: “Exchanging sex for money or other resources is not a bad thing, in fact it’s normal in our culture and is seen as a way of showing women respect and appreciation. The UN’s mandate to report on SEA goes against our way of engaging with the opposite sex, so we can’t accept it.”

2. Explain to participants that in order to practice their skills as strategic communicators, they are going to be asked to participate in a debate. Explain how the debate will be conducted:

· The facilitator will divide the participants into two groups. 

· One group will make a case for the statement and one will make a case against it.

· Each group must give clear reasons for what they believe and cite sources they are invoking.

· Each group will have 15 minutes to prepare their argument, and a volunteer from each group should be nominated to present the cases.

· Each group will have a maximum of 7 minutes to present their case, after which each group will have 3 minutes to present a rebuttal. 

3. Now divide the participants into two groups. Call time after 15 minutes. Before conducting the debate, inform participants that the opposing group must listen carefully and cannot interrupt.  However, they can take notes and prepare a short (maximum 3 minutes) rebuttal to the argument after both presentations have been made.  Emphasize that the rebuttal is their response to the arguments presented by their opponents, and, as such, they need to refer to what was said by the other group.

4. After completing the debate, take five minutes for discussion. First ask participants to identify the winning team (by showing a raise of hands) and then identify what some of the persuasive techniques were. Remind participants that learning how to be a strategic communicator takes time and practice!
Step C:  Implementing a Communications Plan on Sexual Exploitation and Abuse by Staff and Partners (35 minutes)

Aim: To have participants prepare an information campaign (poster or radio spot) to highlight the importance of clear and consistent messaging.

1. Remind participants that focal points have the responsibility for developing communication messages for the community as well as for staff. Inform them that the purpose of the next exercise is to prepare one element of an information campaign on sexual exploitation and abuse. Let participants know they will be divided into 4 groups:  2 groups will prepare a poster campaign; 2 groups will prepare a radio spot. One each of the posters and radio spots will target staff members; the other two will target the local community. Each group should think carefully about the key messages that they want to deliver and how best to reach their particular target audience. Remind participants that the overall goal is:
· To stop sexual exploitation and abuse; 
· To get people to report;

· To ensure that people who want and need it receive assistance.
(Note that if we want people to report, we need to tell them how to do so (and make sure a system is actually in place). Encouraging communities to report will generally only be successful if community members understand that it is for their benefit and that the community will be better protected as a result. We also want to encourage communities to support and not re-victimize or ostracize the victim.
2. Divide participants into groups of 5/6 people. (If this produces more or less than 4 groups, see above Tips for Facilitators.)

3. Advise the poster groups that they have flip charts, crayons and coloured pens at their disposal. Advise the radio groups that they can choose how long they would like their spot to be: 15 seconds, 30 seconds, one minute, two minutes, etc. Remind them that two minutes is a long time in radio.  

4. Let all participants know that they have 20 minutes to complete their projects and are otherwise only limited by their imaginations.

5. When time is up, call participants back to present their work to the group. [Don’t let the poster groups explain what they were trying to achieve; they should simply present their work.  If it is hard to see, they can describe what is written but not explain it. Have the radio groups “act out” their radio presentation.] After each presentation, thank the group and ask the rest of the participants:  
· Is the message clear?

· Explain that posters and radios spots should be clear and concise:  less is more. There is usually only room for one or two messages. Both the context and the message should be clear. Too much information can drown the message; sometimes the context can be understood from the message and doesn’t need elaborate explanation (e.g. keep your children safe, drink clean water).

· Does it apply the principles of strategic communication? 

· Is anything confusing or ambiguous?
· Is there an attempt to relay too many messages or too much information?  
· Do you think it is appropriate for the target audience? If not, how could it be changed? Is it more appropriate for a different audience? (e.g. staff as opposed to community or vice versa)
· Is the message understandable for the target audience (including persons who cannot read)? What are the possible responses to the message? 
· Explain the importance of considering all the possible consequences of the message (e.g. people misunderstand it and everyone comes to make a report because they think they will automatically get assistance). 
· Do you have other comments/suggestions?

(When moderating this session, to the extent possible, invite the presenting group to respond to comments received from the rest but deflect any unconstructive criticism.
6. Remind participants that everyone only had a very short and pressured time to prepare their campaign. Normally, you would take much more time and care to develop an information campaign and might use a combination of posters and radio spots as part of an overall package, with each one delivering a specific message. You might use other forms of information appropriate to the context, such as songs, stories, plays, awareness-raising sessions, etc. 
(Note that to ensure that the correct message is being received at the community level, it is a good idea for all messages to be sampled by focus groups, or designed by the women or community leaders themselves. For staff, ask participants to consider how information is generally shared with staff and what other avenues could be adopted to ensure better staff understanding of how to prevent sexual exploitation and abuse?  

7. Finally, refer participants to the IASC Model Information Sheet for Local Communities (PD 9.1) in their folders. This sheet is probably a bit dense for communities and might be more appropriate for staff members in certain aspects but it gives some idea of possible messaging.

· Remind participants that developing an information campaign is not always as simple as it first seems; it takes time and careful thought.  

· Because we want the UN system and its partners to send clear and consistent messages to the community, developing an information campaign is an important task for the in-country network.  

· The network should consider what expertise they require to develop the most appropriate campaign and should involve the community in the process.
Step D:  Devil’s Advocate Exercise (30 minutes)

Aim: To give participants the experience of having to field questions as focal points.

1. Explain to participants that this final exercise will give them an additional opportunity to struggle with how to address challenging issues related to the standards of the SGB.  

2. Put participants into small working groups of 4/5 people. 
3. Ask each group to take five minutes to think of one or two difficult questions that a Focal Point might be asked when explaining the UN standards to a group and to write the question on an index card. The questions should be challenging but not too obscure, i.e. they should be questions that staff or community members are likely to ask. 

4. Collect the cards and share them with the other groups, making sure that a group does not receive its own question.  Ask each group to take 10 minutes to develop answers to the questions that they have been given.

5. Collect the cards and, as facilitator, play the role of participant and ask the questions on the cards. As groups answer the question they worked on, if desired, ask follow-up questions or elaborate the circumstances to continue challenging the group to come up with an appropriate response.  

6. After each response, ask the other groups if they would have added anything or answered differently.

MODULE 10: Developing an Action Plan: Objectives, Activities, Actors  

	Objective:

Time
	1. To apply learning to the situation in [country];
2. To develop a Plan of Action for [country].
2.5 hours


	Materials
	Flipcharts and marker pens

Space for participants to work in small groups



	Handouts
	HO 10.1:  Possible Elements of a Plan of Action

HO 10.2:  Action Plan Format



	Tips for Facilitators 
	1. If the Service Provision Matrix exercise was not used earlier, the handout (HO 8.1) can be distributed with the Possible Elements of a Plan of Action (HO 10.1) as an additional resource.

2. How working groups are organized for this session will depend on the composition of the group. If the training is regional, then working groups should be organized according to their countries, and within each country the groups should work to develop an action plan according to the four pillars. If the training is in-country, then groups can be organized according to the four pillars. 

3. Once work begins, it is helpful to leave the room for a short period so that the group finds their own rhythm. Return periodically or work quietly in the background to be available as a resource person.  

4. Give 5 and 10-minute reminders when the session is about to finish so that the group can wind the work up and plan how to complete it at a later stage.

5. Representatives of NGOs with expertise in preventing and responding to sexual exploitation and abuse in general could also be invited to assist with this session.



Procedure___________________________________________

Step A:  Developing a Plan of Action (1.5 hours)

Aim: To have participants work together to begin to develop a plan of action for [country].

1. Explain that the training element of the workshop is now finished and the rest of the session will be devoted to brainstorming on key elements of an action plan for your country(ies).  

(If the group represents one country, inform participants that they will be split into four groups, with each group developing an action plan related to one of the four pillars: engagement with and support of the community; prevention; response; and management and coordination. Each group should identify a facilitator and the trainers will be available as resource people.  

(  If the training is regional and multiple countries are present, participants should be divided into working groups according to their country, and each working group should consider actions for all of the four pillars. Each group should identify a facilitator.

2. Distribute the handout on Possible Elements of a Plan of Action (HO 10.1) and briefly outline the different sections.  Explain that the sections follow the four pillars that have been discussed during the training. The facilitators and participants should use the handout as a general guide but are free to develop their own matrix, using HO 10.2 – Action Plan Format. They should consider whether there are additional activities that should be included and also what additional resources they might need in each case. 

· Remind participants of the exercise completing the Service Provision Matrix (HO 8.1); they can incorporate this in the Plan of Action.

· Remind participants that this is not an exercise. This is a process for developing the actual plan of action to be used in [country]. They will probably not have sufficient time to complete the plan in detail in this session so their discussion should include how it will be finalized. They should also consider sharing the plan with senior management once finalized.

3. Inform participants that they have 1.5 hours to develop their plan. Afterwards they will be asked to report back in plenary.

Step B:  Report-back on Plan of Action (1 hour)

1. Have each group report back in plenary on their action plans. After each presentation, ask the larger group for 
comments.

2. If time allows, make photocopies of the action plans to include in the final report of the training. Facilitators may 
wish to develop a plan for monitoring implementation of the action plans by, for example, making arrangements 
to contact participants in 3-6 months for updates on activities undertaken.

MODULE 11: Closing: Assessment and Final Evaluation 

	Objective:

Time
	1. To bring a conclusion to the training and thank participants;

2. To assess what participants have learned; 

3. To obtain evaluations of the training.
30 minutes


	Materials
	Flip chart (with the address for the website for the PSEA tools repository noted: www.un.org/psea/taskforce)

Contact details sheet



	Handouts
	HO 1.1:  Assessment Test (blank)

HO 11.1:  Assessment Test Answer Key



	Participant Documents


	PD 11.1:  Evaluation Form

	Tips for Facilitator
	1. Throughout the training, keep a list of points that you might want to highlight at the end.

2. The Evaluation Forms can be distributed at the same time as the Assessment Tests; earlier finishers will start on the evaluation. Ask everyone to complete the Assessment Test first.

3. Ask someone from the hosting organization to arrange for the contact sheet to be distributed and completed (this can be done at any time during the training) and to prepare and distribute the final participants list.
4. You may wish to distribute certificates for participants. You may also wish to distribute a CD of training resources with all the modules on the CD, and any other relevant materials from the PSEA website.



Procedure___________________________________________

Step A:  Summing Up (5 minutes)

Aim: To provide final information and cover any remaining questions.

1. Congratulate participants on completing the training.  
2. Comment that they have received an enormous amount of information during the training. They should not feel 
overwhelmed. Emphasize:
· Being a Focal Point is an important role but you do not have to shoulder the burden alone.  

· Enlist the help of your colleagues, other members of the network and other actors to see that what needs to be done gets done.  

· Consider the additional resources that might be needed and ask for these.

· Share the finalized plan of action with senior management and gain their commitment and support to seeing it fulfilled.  

3. Now reiterate the availability of resources:
· You have a number of resources and references in your folders. The ECHA/ECPS Task Force maintains a website with a PSEA tools repository that contains all the documentation relevant to dealing with sexual exploitation and abuse, including the SGB, ECHA/ECPS Task Force tools and reports, General Assembly resolutions, materials developed by in-country networks such as codes of conduct, reporting protocols, posters, etc. (www.un.org/psea/taskforce). Official UN documents are in all 6 UN languages.  .
· Before developing your own materials to address SEA, check out the tools repository to see if something similar has been done before. You shouldn’t have to re-invent the wheel!

· The Task Force will also post newly developed materials. So if you develop any of the materials discussed throughout this training – perhaps complaints mechanisms, radio messages, etc. – or translate any PSEA materials into additional languages, please share that with the Task Force so that it can be included on the website and save others from having to repeat the process (email seatf@un.org). 

4. Remind participants to make contact with their own headquarters Focal Point for support and guidance and updates on policy development. Share the finalized Plan of Action with them and keep them posted on progress.

(Add any additional points.
5. Ask if there are any final questions.  Note:
· All of us have an obligation under the SGB to prevent and respond to sexual exploitation and abuse.  
· We all need to address the culture of complacency and impunity. 
· Your role as Focal Point is to initiate action; to be the champion of change.
Step B:  Assessment Test (10 minutes)
Aim: To measure how much participants have learned during the training.

1. Distribute the Assessment Test (HO 1.1). Ask participants to mark their copy with the personal symbol that they used on the previous test.  Participants should complete the test. Once again, if they are unsure about any question, they should make their best guess.

2. When everyone has finished, collect the completed tests. After they have been collected, read out each question and ask the group to call out the answers. If there is a mixed response, ask the people calling out the wrong answer to justify their response, e.g. “For those who say ‘False’, why is it ‘False’?” Explore and correct the answer [people might self-correct; the rest of the group might also participate in this]. If necessary, use the Assessment Test Answer Key (HO 11.1) to assist in identifying the correct responses. 

Step C:  Evaluation (10 minutes)
Aim: To gain participants’ views on the training programme.

1. Ask participants to assist you in improving the training by completing the Evaluation Form (PD 11.1) in their folders. Collect forms when completed.

Step D:  Thank You and Closing (5 minutes)
1. Congratulate and thank everyone for participating. Ask people to make sure that they have included their contact details on an attendance sheet so that a participants list can be created and shared with everyone.

2. Close the training. If appropriate, hand out certificates and a CD of resources.
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