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1. Purpose

The Women’s Care Foundation of Pakistan is the secretariat to a global network of
organizations promoting the right of all older people to lead dignified, healthy and
secure lives.

We are committed to ensuring that older people are protected from all forms of harm
andabuse arising from our programmers, operations and staff. All our staff are expected
to uphold the highest standards of behavior set out in our Code of Conduct and we will
takeaction against wrongdoers who use their position of trust to harm older people.

As an organization we want to protect all members of the communities where we work
from harm caused by our work, whether intentional or unintentional.

The purpose of this policy 1s therefore to protect all people from harm that may be caused
as a result of our work. All people refers to older people, at-risk adults, children and
our own staff.

This includes harm arising from:

o The conduct of staff or representatives of TWCFT’s.
o The design and implementation of TWCFT’’s programmers and activities,

includingthrough partners’.

o The operations” of The Women’s care Foundation of Pakistan that support its activities.

The policy sets out the commitments made by The Women’s care Foundation of
Pakistan to everyone who comes mto contact with its work and informs staff and

representatives3 of their responsibilities in relation to safeguarding.
This policy does not cover:

o Sexual harassment in the workplace — this 1s covered by TWCFT’s Equal
Opportunities and Dignity at work policy

o Other serious incidents in the workplace — this 1s covered by TWCFT’s Serious
mncident Reporting
policy

2.  What is safeguarding?

Safeguarding 1s the responsibility of organizations to make sure their staff,
operations,and programmers do no harm to older people, adults at-risk and children

nor expose them to abuse or exploitation. This encompasses PSEA% and child
safeguarding.
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Prevention of Sexual Exploitation and Abuse (PSEA)

In common with the humanitarian and development community we use this term to refer
to the prevention of sexual exploitation and abuse of affected populations by staff or
associated personnel. The term derives from the United Nations Secretary General’s

Bulletin on Special Measures for Protection from Sexual Exploitation and Abuse
(ST/SGB/2003/13)

1 See Appendix one for definition of a partner

2 See Appendix one for definition of operational activities
3 See Section 3 Scope or definition of representatives

“ Prevention of Sexual Exploitation and Abuse

The Women’s care Foundation of Pakistan safeguards everyone who encounters its
work, including protecting staff from harm and mappropriate behavior such as bullying

and harassment.

Further definitions relating to safeguarding are provided in the Glossary in the Appendices.

3. Scope

o All staff contracted to TWCFT’s

o Representatives of The Women’s care Foundation of Pakistan engaged with
work or visits related to The Women’s care Foundation of Pakistan
including, but not limited to the following: Board members, network
members,partners, consultants, volunteers, and incentive workers,
contractors, visitors including journalists, celebrities, donors and politicians

4.  Policy statement

The Women’s care Foundation of Pakistan believes that everyone we encounter
regardless of age, disability, sex, gender reassignment, sexual orientation, religion,

ethnic origin, marriage/civil partnership status, maternity or pregnancy> or other
characteristic has the right to be protected from all forms of harm, abuse, neglect,
discrimination and exploitation.

The Women’s care Foundation of Pakistan will not tolerate staff or representatives carrying
out any form of harm and abuse, mcluding sexual harassment, abuse, and exploitation
and will take appropriate action.

The Women’s care Foundation of Pakistan protects the rights of adults to live m safety,
free from abuse and neglect and children from abuse and maltreatment.
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The Women’s care Foundation of Pakistan practices a survivor-centered approach. This
means that the safety and wellbeingof the survivor are paramount, and although we
encourage survivors to report safeguarding concerns, no-one who has directly suffered
harm and abuse 1s obliged to make a direct report. The Women’s care Foundation of
Pakistan will always consider the wishes of the survivor, whilst recognizing that the
organization has a wider responsibility to reduce the risk of further harm to the survivor
and other people. The Women’s care Foundation of Pakistan believes the reports of
survivors and willestablish through an investigation if there is enough evidence to
support the report.

The Women’s care Foundation of Pakistan will also support the subject of the report
(wrongdoer) and ensure that the investigation 1s fair and objective.

This policy will address the following areas of safeguarding: child safeguarding, adult
safeguarding, and protection from sexual exploitation and abuse.

The Women’s care Foundation of Pakistan commits to addressing safeguarding
throughout 1ts work, through the three pillars of prevention, reporting and response.

Associated policies and procedures

o Anti-bribery and fraud policy
o Code of conduct
o Data protection policy

These are the protected characteristics described in the Equality Act 2010
embedded in our Equal Opportunities and Dignity at Work policy

o Equal opportunities and dignity at work policy
o Grevance and disciplinary policy

o IT services policy

o Risk management policy

e Modem slavery statement

o Partnership management policy and procedures
o Procurement policy

o Safeguarding toolkits

o Serious incidents reporting policy

o Social media use guidelines

o UK Recruitment of ex-offenders policy (drafted)
o Values
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5.  Principles

Do No Harm

The Women’s care Foundation of Pakistan applies the principle of ‘Do No Harm’ in 1ts work to
prevent and minimize the harm that may be done by staff and representatives, operations, and
programmers.

Inter-Agency Standing Commuttee (IASC) Core Principles on PSEA

The Women’s care Foundation of Pakistanis committed to the IASC® Core Principles on PSEA:

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

2. Sexual activity with children (persons under the age of 18) 1s prohibited
regardless of the age of majority or age of consent locally. Mistaken
beliefregarding the age of a child is not a defense.

3. Exchange of money, employment, goods, or services for sex, including
sexual favors or other forms of humiliating, degrading or exploitative
behavior is prohibited. This mncludes exchange of assistance that 1s due to
beneficiaries.

4. Any sexual relationship between those providing humanitarian assistance
andprotection and a person benefitting from such humanitarian assistance
and protection that mvolves improper use of rank or position is prohibited.
Such relationships undermine the credibility and integrity of humanitarian
aid work.

5. Where a humanitarian worker develops concerns or suspicions regarding
sexual abuse or exploitation by a fellow worker, whether 1n the same
agencyor not, he or she must report such concerns via established agency
reportimgmechanisms.

6. Humanitarian workers are obliged to create and maintain an environment

which prevents sexual exploitation and abuse and promotes the
Implementation of their code of conduct. Managers at all levels have

Inter-Agency Standing Committee, see Glossary in Appendices

Particular responsibilities to support and develop systems which maintain
thisenvironment.

x

E
P P R B A A R A A A A A A A A A S L L L L L L L0 LS LB LB L



O L L0 O A L O RO A L LS L L, |

Other international standards

We abide by additional international standards which have informed this policy
andour approach:

o UN Secretary General’s Bulletin on Special Measures for protection from
sexualexploitation and sexual abuse (ST/ SGB/2003/13), and other

international conventions
o The Core Humanitarian Standard (including the PSEA index)
o Fid’s Enhanced Due Diligence Checklist

o The UN Principles of Older People (1999)

o The UN Convention of the Rights of the Child (1989), and 1ts associated
regionalconventions

o The Convention for the Elimination of Discrimination Against Women (CEDAW)

o The International Covenant on Economic, Social and Cultural Rights

o The International Convention on the Elimination of all Forms of
RacialDiscrimination

o The Slavery Convention, as amended, and The Supplementary Convention on
theabolition of Slavery

o The Convention on the Status of Refugees and its additional protocol
o The Convention agamst Torture and other Cruel, Inhuman or

DegradingTreatment or Punishment
o The four Geneva Conventions of 1949, contamning humanitarian rules for
armedconflicts

6. Prevention

The Women’s care Foundation of Pakistan responsibilities

The Women'’s care Foundation of Pakistan will:

o Appoint a Safeguarding L.ead in London

o Describe the standard of behavior expected of staff and representatives,
specifically forbidding sexual exploitation and abuse in the Safeguarding policy
andCode of conduct.

» Review at least every two years the safeguarding policy and procedures to ensure
they are fit for purpose.

o Create an action plan that identifies gaps in implementing safeguarding
measureswhich 1s reviewed quarterly.

o Develop a safe working and operating culture where complaints are taken seriously
and acted upon.

o Ensure all staff have access to, are familiar with, and know their responsibilities
within this policy and their job description

o Recognize the rights of all staff and beneficiaries to be protected from sexual
exploitation and abuse.

A
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o Set up mechanisms like Safeguarding Commuttees in all offices with members
responsible for safeguarding measures embedded in programs design and
delivery and HR processes.

o Identify and manage the risk of harm from staff, operations and programs in the
design phase throughout the programs cycle, in consultation with communities.

o Design and undertake all its programs and activities mn a way that protects people
from any risk of harm that may arise because of encountering The Women’s care
Foundation of Pakistan staffand representatives. This includes how information
about ndividuals 1 our programs 1s gathered and communicated.

o Implement stringent safeguarding procedures when recruiting, in ducting,

managing, and deploying staff and representatives.
o Include safeguarding responsibilities in job descriptions.

o Ensure staff recerve traming on safeguarding at a level commensurate with
theirrole 1n the organization.

o All confracts with partners/suppliers/contractors include safeguarding clauses.

o Evaluate partners’ safeguarding measures in our due diligence on partners

o Capacity building for partners includes capacity to implement safeguarding
measures and ongomng monitoring of safeguarding prevention, reporting and
response.

o Complaint response mechanisms are developed intemally and extemally to receive
and respond to safeguarding concerns promptly and ensuring the safety of all
parties.

o Follow up on reports of safeguarding concerns promptly and according to our

internal process.
Take action on breaches of the Safeguarding policy and Code of conduct
o Feedback to survivors on actions taken.

Staff responsibilities
Child safeguarding

The Women’s care Foundation of Pakistan staff and associated personnel must not:

+ Engage in sexual activity with anyone under the age of 18

o Sexually abuse or exploit children

o Subject a child to physical, emotional, or psychological abuse, or neglect

« Engage m any commercially exploitative activities with children including
childlabor or trafficking

o Use photos or case studies of children to cause or expose them to harm

o Target a child for grooming purposes or engage them in a relationship online
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Adult safeguarding

The Women’s care Foundation of Pakistan staff and associated personnel must not:

o Sexually abuse or exploit at-risk adults
o Subject an adult at risk to physical, emotional, or psychological abuse, or neglect
o Use the services of a sex worker

See The Women’s care Foundation of Pakistan Equal Opportunities and Dignity at
work policy for responsibilitiesbetween staff.

Protection from sexual exploitation and abuse
The Women’s care Foundation of Pakistan’ staff and associated personnel must not:

« Exchange money, employment, goods or services for sexual activity. This
includes any exchange of assistance that is due to beneficiaries of

assistance

« Engage in any sexual relationships with beneficiaries of assistance, since they
arebased on inherently unequal power dynamic

o Additionally, The Women’s care Foundation of Pakistan staff and
representatives must:

o« Confribute to creating and maintaining an environment that prevents
safeguardingviolations and promotes the implementation of the Safeguarding
Policy and Code of conduct

Report any concerns or suspicions regarding safeguarding breaches mternally,
whether committed by The Women’s care Foundation of Pakistan staff,
representatives or implementing partners ortheir representatives.

/.  Enabling reports of safeguarding concerns

The Women’s care Foundation of Pakistan will ensure that safe, appropriate, accessible
means of reporting safeguarding concerns are made available to staff, representatives,
and the communities we work with.Implementing partners are required to design and
develop sufficiently robust complaint response mechanisms for their staff and
communities to raise safeguarding concerns.

The Women’s care Foundation of Pakistan programs and humanitarian management
will ensure that all our programsand emergency response initiatives, whether delivered
directly by The Women’s care Foundation of Pakistan or through partners, have

designed and implemented an effective complamnt response mechanism’ in
consultation with community members to identify the most appropriate channels for
them to report harm and abuse by staff or partner staff. The Women’s care Foundation
of Pakistan will provide tramning tostaff and partners on effective complaint response
mechanisms, and relevant staff will ensure that these are in place.
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Details of these mechanisms will be communicated wvisually where possible,
considering the local language and literacy needs.

Where interagency mechanisms exist, The Women’s care Foundation of Pakistan will
still need its own complaint response mechanism to handle and respond to any
complaints 1t receives via that route.

In some situations, like emergency response, it may not be possible to consult with
communities on the design of the complamt response mechanism, but every effort
shouldbe made to consult with them on accessibility and any barriers to reporting at the
earliestopportunity so that changes can be made.

Our process for staff and partners to escalate concerns to the Safeguarding [L.ead in the
London office within 24 hours 1s shared with the Leadership team, programs staff and
partners. All reports are taken very seriously.

Please see Appendix 3 Reporting flowchart for further details.

The Women’s care Foundation of Pakistan trains its field staff and builds the capacity
of mmplementing partners to design and develop effective complaint response
mechanisms that handle and respond to safeguarding concerns mn the community.

Field staff and partners will actively engage community members m the design and
development of complamt response mechanisms and review existing mechanisms by
seeking feedback and making adjustments as needed. Field staff and partners will need
to consider and address the barriers to reporting safeguarding concerns, identified
through community consultation and engagement.

It 1s the responsibility of field staff to raise awareness in the community of the types of
harm and abuse that need to be reported and ensure that people know how to report a

See 20 core elements: a toolkit for strengthening safeguarding report handling (Bond, 2019)

safeguarding concern and what will happen when they do, including that reports are
notsecret and will be shared with staff who have a valid requirement for nformation
for a relevant purpose, for example for investigating the concern. The concern may be
reportedby the relevant Director to local authorities, if doing so does not present a

further risk ofharm to the survivor.

Staff and community members can make anonymous reports about harm and abuse they
have survived, seen, heard about or suspect, but this may make it difficult to investigate
or support the survivor.
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HR staff are responsible for ensuring that all staff, including volunteers and consultants,
are aware of the behaviors that are expected of our staff and representatives as outlined
in our Code of conduct and Safeguarding policy, including mandatory reporting of
suspicions and concerns. They will also make employees aware of our Equal
Opportunitiesand Dignity at work policy which addresses behaviors between staff.
Awareness will be raised through sharing policies and providing induction and
refresher training.

The Women’s care Foundation of Pakistan staff managing partnerships with other
organizations responsible for ensuring that partners complete the safeguarding aspects
of partnership assessment, capacity is built, and safeguarding measures are embedded
and monitored.

Members of the public, partners and official bodies can raise safeguarding concerns
directly to the Head of HR at concerns@TWCFT’s.org, the CEO ceo@TWCFT’s.o1g,
the Chairof the People’s Committee CPC@TWCFT s.org or the Charity Commission
in the UK www.gov.uk/complain-about-charity. These channels will be advertised on
our website.

8. How staff can report a safeguarding concern

If a staff member hears or suspects something in an informal discussion or chat that
they think 1s a safeguarding concern, they should report this via the internal reporting
channel. They do not need to know all the details, produce evidence, or know the
nameof the survivor or wrongdoer.

Staff members who have received a concern or have a concern or suspicion relating
tosafeguarding should report it immediately to their line manager or Director. The
line manager or Director must escalate to the Head of HR within 24 hours.

If the staff member does not feel comfortable reporting to their line manager or Director
(for example 1f they feel that the report will not be taken seriously, or 1f that person 1s
implicated in the concern), they may report it directly to the Head of HR or the CEO or
the Chair of the People’s Committee (sub-committee of the Board), or the Charity
Commission.

If any manager receiving a report or concern from a staff member does not wish to
escalate to the Head of HR, they can escalate directly to the CEO, or the Chair of the
People’s Committee (sub-committee of the Board), or the Charity Commission.

Staff can report anonymously but this may make 1t difficult to nvestigate or support
thesurvivor.

Contacts for staff to escalate safeguarding reports/concerns:
= Head of HR concerns@TWCFT s.org

= CEO ceo@TWCFT’s.org
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= Charr of the People’s Committee CPC@TWCFT ’s.org

= Charity Commission www.gov.uk/complain-about-charity

How to report if you have suffered harm or abuse yourself

Staff who are the survivors of a safeguarding incident at The Women’s care
Foundation of Pakistan can report in the sameway or via the Grievance policy.

Survivors can report at any time but are encouraged to report as soon as possible
sothat we can prevent or stop the harm and abuse and ensure survivors are safe
and supported.

If you have suffered harm and abuse that does not relate to the work of TWCFT’s,
its representatives or associates including partners, we will talk to you about any
supportyou need from external agencies.

Reporting directly to the Charity Commission

A staff member will be protected against any negative repercussion because of
escalating or reporting externally to the Charity Commuission, if due process is
followedand if the report is not malicious or false. See The Women’s care
Foundation of Pakistan Serious Incident Reporting policy.

0. Response

Supporting survivors of harm and abuse

The safety and welfare of survivors 1s our priority. All field, HR, management, and
investigators will be tramed in the principles of psychological first aid to enable them
to respond to the immediate needs of identified survivors as well as complainants if they
aredifferent people.

Every Safeguarding Commuittee 1s responsible for keeping and maintaining a log of
survivor support services accessible in their office location for staff and 1n the field for
community members.

HR staff maintamn and hold the survivor support map for the office. Any staff who
havesurvived harm and abuse or have made a complaint can choose whether to be
referredto those services.

Programs management maintamns the survivor support maps for every programs
location and 1s responsible for ensuring that all field staff have a copy of a current
survivorsupport map of services available for community members to be referred to.
Communitysurvivors and complainants can choose whether to be referred to these
services.
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Wider community abuse

If a safeguarding concern 1s recerved about abuse 1 the wider community which 1s
notalleged to have been committed by The Women’s care Foundation of Pakistan or
their representatives or partners, this should be logged by field staff, and
signposting support offered. We will not investigate.

Handling safeguarding reports

This section refers to procedures for dealing with reports of a breach of
theSafeguarding Policy and Code of Conduct where

o The survivors are community members in locations where we are working,
orstaff
o Alleged wrongdoers are staff, representatives, or partners

Process for responding to safeguarding complaints

If a safeguarding concern 1s disclosed directly to a member of staff, the person
recervingthe report should follow this process:

o Ensure the safety and welfare of the survivor and complamant (if different
people) and their dependents, mmcluding medical assistance, moving to a

securelocation
o Check if they need a translator
o Check if they need to report to a different staff member eg person of the

samegender

o Lookand listen

o Explain that you will need to report any serious issues internally; what they
tellyou will need to be shared with someone responsible for dealing with

safeguarding concerns.

o Explain The Women’s care Foundation of Pakistan will take their
wishes into consideration but may need toinvestigate further to stop
harm or prevent further harm and abuse

« Explain that you need to write information down for internal reporting

o Empathies with the person; do not talk about yourself

o Believe what you are being told; do not judge

o Ask the survivor what they would like to happen

o Ask who, when, where, what but not why

o Repeat/check your understanding of the situation

o Do not mvestigate

o Refer to other agencies for support, as needed, referring to the survivor
supportmap eg psychosocial care or counselling.

o Document the information using an incident report form -see Appendix
twoReporting form
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o Tell the survivor/complainant what will happen next

o In the field, update the log of complants immediately

o Send the report form to the Head of HR in London within 24 hours

» Do not report to the local authorities; the Head of HR and the
Regional/CountryDirector will make that decision prioritizing the safety of
people involved

Documenting the report

The person receiving the report should document as much information as possible
usingan incident report form and ensure that the data 1s kept securely following our
Data Protection and IT security policies:

o Name of person making the report
Name of the survivor of safeguarding mcident if a different person to the

o complanant

o Name of alleged wrongdoer 1f known

o Description of the mcident

e Date, time and location of the incident

o Age of the survivor if under 18 (this may not be known)
o Wishes of survivor

Reports from children

Best practice generally dictates that parents (or guardians/carers) of children should be
informed 1f the child has to be interviewed because they are best placed to support and
protect the child. There are however certain circumstances where it may not be
appropriate to inform the parents/guardians, taking nto consideration the safety of the

child.

Reports received by partners

Partners need to follow the same process, including reporting to the The Women’s care
Foundation of Pakistan Safeguarding I.ead within 24 hours.

Confidentiality

Due to the sensitive nature of safeguarding concerns, confidentiality must be
maintamedat all stages of the reporting process, and information shared on a limited
need-to-knowbasis only. This means that information 1s only shared with people who
have a valid requirement for information to be used for relevant information.

This includes senior management who might otherwise be appraised of a serious
incident. Senior management can be advised that a safeguarding concern has been
reported, without receiving any details that can identify the survivor/complainant or
wrongdoer.
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Next steps by the Safeguarding Lead after receiving a report

Where the report is made by or about The Women’s care Foundation of Pakistan staff

o Ensure the safety and welfare of the survivor and complainant (if different) have

beenprioritized by the person receiving the report of harm and abuse
e Check any support needs of the person receiving the report

o Contact the relevant Regional and/or Country Director to inform them of the report
e Directors will share their local context map with details of local legislation and

culturerelating to safeguarding
o Update The Women’s care Foundation of Pakistan log of safeguarding incidents
o [Escalate the report to the Charity Commission and the Board

o Arrange for the relevant donor to be mformed

Establish whether the report relates to a breach of the Safeguarding policy or Code
ofconduct

o Form an investigations team where a breach is alleged to have occurred (even 1if
asuspicion) from the pool of trained staff investigators

« Engage an external mvestigator where extra resources or specialisms are required
e.g. where children are involved as survivors, complainants, or witnesses

o Take appropriate action where wrongdoing has occurred (see Consequences

forwrongdoers below)
o Coordinate the feedback to the survivor and community
o Hold a case review
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Where the report is made to a Partner about their staff or representatives

All partners are required to escalate safeguarding concerns to The Women’s care
Foundation of Pakistan Safeguardingl.ead within 24 hours.

The Women’s care Foundation of Pakistan Safeguarding L.ead will

o Check that the Partner has ensured the safety and welfare of the survivor
andcomplainant (1f different)

o Check their next steps regarding investigations

o Agree when updates will be shared by the Partner including timely

communication tothe parties involved about the process
o Receive a copy of the investigation and outcome

o Ifnot satisfied with the quality of the investigation and outcome, re-investigate
o Ensure actions are communicated to the survivor

o Keep relevant Directors informed of the process

o Hold a case review
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All partners are required to escalate safeguarding concerns to The Women’s care
Foundation of Pakistan Safeguardingl.ead within 24 hours.

The Women’s care Foundation of Pakistan Safeguarding L.ead will

e Check that the Partner has ensured the safety and welfare of the survivor
andcomplainant (if different)

o Check their next steps regarding investigations

o Agree when updates will be shared by the Partner including timely

communication tothe parties involved about the process
o Receive a copy of the investigation and outcome
o Ifnot satisfied with the quality of the investigation and outcome, re-investigate
o Ensure actions are communicated to the survivor
o Keep relevant Directors informed of the process
o Hold a case review

Safeguarding investigations

The Women’s care Foundation of Pakistan 1s committed to carrying out fair and
proportionate investigations to stop andprevent harm by wrongdoers.

All safeguarding investigations are managed by the Head of HR as Safeguarding
L.eadwho forms the investigation team which will conduct the investigation into the
allegations made n the safeguarding report.

The Women’s care Foundation of Pakistan provides training for the Safeguarding
Lead and several staff in the regions in conducting safeguarding mvestigations.
Investigations teams will include at least two members of staff who have completed
this traming, unless for operational reasons or issues of confidentiality, this is not
possible or appropriate, or external specialized skills are needed.

The 1investigations team will undertake a risk assessment to determine any protection
or security risks to any stakeholders i the case and develop a mitigation plan if required.

The investigation team will establish whether there 1s sufficient evidence to support the
concern raised in the safeguarding incident report. Insufficient evidence does not mean
that we do not believe the survivor. The survivor will always be believed.

The function of the investigation team 1s to gather all relevant evidence to determine
objectively whether a breach of the protection policy occurred. Evidence comes
severalways, but most commonly the evidence will be gathered through:

o Witness testimony (for example: statement about what someone saw, heard, etc.)
o Documentary evidence (for example: forms, photographs, email logs, web
searches etc.)
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o Physical evidence (for example: examination of the location where the abuse
tookplace)

o Expert evidence (doctor’s report)

If at any stage in the investigation, criminal activity 1s suspected, the case should be
referred to the relevant local authorities, unless this poses a risk to anyone involvedin
the case. The decision about contacting local authorities will be made by the Head of
HR after consultation with the Regional and Country Director.

The investigations team will document the investigation and produce a report
whichmakes the following recommendations:

o Substantiated = enough evidence to support the concern
o Unsubstantiated = nsufficient evidence to support the concern

The Head of HR will review the report with the Chief Operating Officer and decide the
following:

o Whether a re-investigation 1s required
o Where the allegation 1s substantiated:

o Staff: commence the disciplinary process which could lead to
disciplinaryactions including dismaissal.

o Terminate agreements with volunteers

o Terminate contracts with contractors and consultants

o Withdraw funding from partners
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The 1nvestigations team will document the investigation and produce a report
whichmakes the following recommendations:

o Substantiated = enough evidence to support the concern
o Unsubstantiated = msufficient evidence to support the concern

The Head of HR will review the report with the Chief Operating Officer and decide the
following:

o Whether a re-investigation 1s required
o Where the allegation 1is substantiated:

o Staff: commence the disciplinary process which could lead to
disciplinaryactions including dismaissal.

o Termiate agreements with volunteers

o Terminate contracts with contractors and consultants

o Withdraw funding from partners
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Feedback to the survivor/complainant

The Head of HR will ensure that feedback will be given to the survivor/complamnant on
theaction taken and that the case 1s closed. Parties will be invited to feedback as part of
thecase review.

Closing cases

The Head of HR will record all decisions made systematically and store securely with
theincident report and investigations report. The status of the incident on the log will
be updated to ‘closed’.

Data will be anonymized and fed info organizational reporting requirements e.g. for the
Board and donors.

Case review

The Head of HR will organize a case review for learning and log any policy changes
or training requirements for staff or partners to strengthen our safeguarding practice.
The Women’s care Foundation of Pakistan will seek to involve the survivor and give
them a voice, where 1t 1s safe for themto do so, and they are willing to feedback.

10. Appendices

Appendix one: Glossary of terms

Beneficiary

Someone who directly receives goods or services from TWCFT’s programs. Note that
misuse of power can also apply to the wider community that the NGO serve, and also
caninclude exploitation by giving the perception of being in a position of power.

Child

Children are defined by the UN Convention of the Rights of a Child as being

someone under the age of 18 years of age. Using the mistaken belief in not realizing
someone 1sa minor 1s not an excuse or defense for sexual relations with someone
under 18.

Harm

Psychological, physical and any other infringement of an individual’s rights
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Inter-Agency Standing Committee (IASC)

IASC 1s a umique inter-agency forum for coordination, policy development and
decision- making involving the key UN and non-UN humanitarian partners. The IASC
was established m June 1992 in response to United Nations General Assembly
Resolution 46/182 on the strengthening of humanitarian assistance. General Assembly
Resolution 48/57 affirmed its role as the primary mechanism for inter-agency
coordmnation of humanitarian assistance.

Modern Slavery means modern-day slavery or human trafficking, including forced
labor, debt bondage, descent-based Slavery or child slavery and any act in breach of the
UK Modemn Slavery Act 2015.

Partner

The Women’s care Foundation of Pakistan develops partnerships with other organizations
who are committed to our mission and to develop our work and extend our global reach.
Partners who recerve funding fromThe Women’s care Foundation of Pakistan to deliver
programs undergo our infternal due diligence process which includessafeguarding
measures. We work with them to build capacity and monitor therr safeguarding
measures throughout the life of the programs.

Operations

Refers to the compliance, systems and equipment that help the organization runs its
activities. This will include data protection, IT systems and security, and insurance.
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Psychological harm

Emotional or psychological abuse, including (but not limited to) humiliating and
degradingtreatment such as bad name-calling, constant criticism, belittling, persistent
shaming, solitary confinement, and isolation.

Protection from Sexual Exploitation and Abuse (PSEA)

The term used by the humanitarian and development community to refer to the
prevention of sexual exploitation and abuse of affected populations by staff or
assoclatedpersonnel. The term derives from the United Nations Secretary General’s
Bulletin on Special Measures for Protection from Sexual Exploitation and Abuse

(ST/SGB/2003/13)

PSEA

Prevention of Sexual Exploitation and Abuse
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Safeguarding

In the UK, safeguarding means protecting people’s health, wellbeing and
human rights,and enabling them to live free from harm, abuse and

neglect8

In our sector, we understand it to mean protecting people, including
children and at-riskadults, from harm that arises from coming into contact
with our staff or programs. One donor definition 1s as follows:

Safeguarding means taking all reasonable steps to prevent harm,
particularly sexual exploitation, abuse and harassment from occurring; to
protect people, especially vulnerable adults and children, from that harm;
and to respond appropriately when harmdoes occur.

This definition draws from our values and principles and shapes our
culture. It pays specific attention to preventing and responding to harm
from any potential, actual or attempted abuse of power, trust, or
vulnerability, especially for sexual purposes.

Safeguarding applies consistently and without exception across our programs,
partners and staff. It requires proactively identifying, preventing and
guarding against all risks of harm, exploitation and abuse and having
mature, accountable and transparent systems for response, reporting and
learning when risks materialize. Those systems must be survivor-centered
and also protect subjects of complaints during the investigation process.

Safeguarding puts beneficiaries and affected persons at the center of all we do.

Sexual abuse

The term ‘sexual abuse’ means the actual or threatened physical intrusion of a sexual
nature, whether by force or under unequal or coercive conditions.

Sexual exploitation

The term ‘sexual exploitation’ means 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. Thisdefinition includes human
trafficking and modern slavery. For a fuller definition of modernslavery in
all its forms, please see Modern Slavery above.

Survivor

The person who has been abused or exploited. The term ‘survivor’ 1s often
used m preference to “victim’ as it implies strength, resilience and the
capacity to survive. However, it 1s the mndividual’s choice how they wish
to identify themselves.

8 NHS ‘What is Safeguarding? Easy Read’ 2011
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At-risk adult

Sometimes also referred to as a vulnerable adult. A person who 1s or
may be mn need ofcare by reason of mental or other disability, age or
illness; and who 1s or may be unableto take care of him or herself, or
unable to protect him or herself against significant harm or exploitation.

Wrongdoer

The person who has committed the harm or abuse. This term
1s preferable to‘perpetrator’ which suggests a criminal offence
has been committed. ‘ Allegedwrongdoer’ refers to the person
accused of committing harm or abuse.

Appendix two: Safeguarding reporting form

Part 1

This form 1s for The Women’s care Foundation of Pakistan staff to write down details they receive
from community members or staff about safeguarding incidents they see, hear or suspect. Staff
members can also use this form to report directly asa complainant or survivor.

Before asking for information

Check you are in a confidential and safe place

Tell the survivor/complainant about our procedure - what will happen afterwards- who needs
to be informed - we may decide to report to the authorities if others may be harmed and 1t
does not harmthem 1f we report.

Explain they do not have to give their name, but this may make it hard for The Women’s

care Foundation of Pakistan to investigatefully and take action. _
Explan% that this form has two parts: one for mformation-gathering; one for signature and
coinisent.

Next steps

Write down what the complamant/survivor says they experienced, saw, heard or suspect.
Y ou are not responsible for checking or following up to establish facts.

Do not investigate. Investigations are the responsibility of trained The Women'’s care
Foundation of Pakistan staff and are managedby the Safeguarding LLead (Head of HR).
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Appendix two: Safeguarding reporting form

Part 1

Name of the complainant
Address or contact details
Age - if unknown, do you think they are under 18?

Nationality/ethnicity Sex

Is the complainant a beneficiary/community member/staff member — please describe

i Is the complainant the survivor? Yes/No

i Name of survivor (if different)

Address or contact details

Age — if unknown, do you think they are under 18?

Nationality/ethnicity Sex

Name and address of parents if under 18

Has the survivor given their consent for this information to be shared? Yes/No

Is the complainant a beneficiary/community member/staff member — please describe

Do they want to be anonymous? Yes/No
If they wish to remain anonymous, explain that this may mean it is hard to complete a full investigation.

i
i
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Date of incident Time of incident

Location of incident

Location of The
Women's care
Foundation of
Pakistan
office/location related
to this complaint

Brief description of
incident

How does the survivor
describe their injuries
and/or feelings?

Name and contact details of witnesses

Witness 1

Have they given consent for their details to be shared? Yes/No

Witness 2

Have they given consent for their details to be shared? Yes/No

Witness 3

Have they given consent for their details to be shared? Yes/No

Witness 4

Have they given consent for their details to be shared? Yes/No

Name and details of alleged wrongdoer

Person 1

Age Relationship to survivor

Which organization, if any, does this person represent?
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Part 2

Safeguarding incident REF NO
Please write the reference no from the webform

Name (optional)

I confirm that I have received information about what will happen next, who needs to be
informed and that The Women’s care Foundation of Pakistan may decide to report to the police
and / or local authorities if othersmay be harmed and reporting to the authorities does not
cause further harm to me.

I have been offered support

I give consent for my name to be shared with this report yes/no
You do not have to give your name if you do not want to

Signature or thumbmark
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Appendix three: Reporting flowchart

About a
community
member or
other person

About HAI
staff or
volunteers

he WGFT'IEH 5 care Foundation 01’

Action taken by The
Women's care
Foundation of
Pakistanbased on the
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Approved By

Presid}nt

General retq

Sign: /m 1
Dr. Nighat Yas#een KEagh o | o
The Women'’s Care Fouftgtitme ¢

Vice President

Sign:
Ms. Sabita Mushtag %
The Women’s Care I

Dr. Amna Khan
The Women’s Care

Joint %
Sign: 73




