
Attachment 1 - CARE INTERNATIONAL SECRETARIAT AND GOVERNANCE

The principle and practicalities of CARE membership are outlined in the CARE International Code, a document that comprises policies and guidelines by which Members agree to conduct their domestic and overseas activities, and to interact with one another. The custodian of the CI Code is the CARE International Secretariat, which is located in Geneva, Switzerland. The Secretariat , under the leadership of CARE International's Secretary General, is a charitable, non-profit organisation, registered under Swiss law, and governed by the CARE International Board of Directors. The Secretariat, which in addition to the Secretary General consists of 10 other professional staff, is tasked with an increasingly wide range of responsibilities in relation to the CARE International confederation and the implementation of its strategic plan. 

These responsibilities include: providing secretariat support to the CI Board of Directors; implementing policy decisions made by the Board of Directors; promulgating and ensuring Member and Country Office compliance with the CI Code; ensuring effective representation on behalf of the Members and Country Offices with multilateral institutions and other international bodies; co-ordinating CI's response to humanitarian disasters; co-ordinating CI's policy and advocacy response to humanitarian and development issues prioritised by the membership; supporting the organisational development of CI's Members; establishing and overseeing standards and criteria that pertain to membership of CI; and overseeing CI's organisational evolution.

THE GENERAL ASSEMBLY AND BOARD OF DIRECTORS 

CARE International's governance rests with the General Assembly, and its executive Board, to which it delegates oversight of much of CI's affairs. The General Assembly consists of two representatives from each of the Boards of the eleven CARE Members. In addition, the General Assembly consists of up to five so-called public directors, including the Chairperson of CARE International. The Board of Directors consists of one representative from each of the Boards of the twelve CARE Members (invariably one of the General Assembly representatives). In addition, and like the General Assembly, Board membership includes up to four public directors, plus the Chairperson of CARE International (also a public director).

CARE's Membership

Each CARE Member is registered as a non-profit charitable organization according to the laws of its own country, and is regulated by these laws and its statutes. A board of directors, who serve as trustees, provides governance oversight. The management of each CARE Member is conducted under the leadership of the National Director, who is the chief executive, and his/her senior management team.

CI's twelve Members are as follows: CARE Australia, 

 HYPERLINK "http://www.care.ca" CARE Canada, CARE Danmark, CARE Deutschland, CARE France, CARE Japan, CARE Nederland, CARE Norge, CARE Osterreich, CARE Raks Thai, CARE UK, and CARE USA. 

CARE INTERNATIONAL MEMBERS IN BRIEF 

CARE Australia is one of Australia's largest overseas relief and development organizations. Global responsibility is the fundamental reason why CARE addresses basic human needs and promotes opportunities for people to shape their own lives. CARE Australia strives for enduring change and works in direct partnership with local people and organizations. Wide-ranging emergency relief and long-term development projects harness local wisdom and creativity so that aid programmes have the capacity for the largest impact.

CARE Canada is a partnership of compassion and professionalism in the service of those in need. Founded in 1946, CARE Canada is an operational agency which supports development projects and relief operations around the world, and is the lead agency responsible for coordinating the efforts of the CARE International network in 8 countries. CARE Canada raises funds from the public, corporation, service clubs, foundations and community groups. These funds are matched in various ratios by the Canadian International Development Agency.

CARE Danmark focuses on long-term development in the fields of sustainable agriculture, natural resource management and rural environment, and has emerged as one of the leading Danish NGOs in this area. Projects aim to improve the livelihood security of poor rural households while simultaneously addressing the need for sustainable management of forests and other natural resources. Projects stress equitable access to project benefits and partnerships with local institutions and authorities.

CARE Deutschland was born out of the spirit of compassion and was founded in Germany to pass on the help that Germans received after World War II to those in need today. In addition to pioneering work in the CIS and Eastern Europe, CARE Deutschland supports projects in over 20 focal countries, supporting self-help projects which are combating hunger, poverty, persecution and discrimination.

CARE France, since 1995, has intensified its projects in the field and strengthened its visibility with the European Union, the French Government, Caisse Française de Développement, the Minister of Foreign Affairs and the World AIDS(?) Foundation. In 1997, CARE France entered into a new phase in its development and now devotes its efforts to enhancing its participation in the implementation of projects (management and presence in the field). 

CARE Japan meets human needs in poverty-stricken communities, and primarily concentrates its activities mainly in several Asian Countries. Its development projects are concentrated in agriculture, AIDS awareness education, micro-business, and primary education support. The recipients of CARE packages after World War II are among the supporters of CARE Japan's activities today.

CARE Nederland's history goes back to 1993, when a number of major Dutch development organisations founded the Disaster Relief Agency (DRA), to combine funds and efforts in emergency aid for disaster and war victims. In the years that followed the agency was renamed Dutch Relief & Rehabilitation Agency and developed into an independent organisation with the Dutch Government, the European Union and other international entities like UNHCR as large complementary financial donors. In July 2001 DRA joined CARE International as the eleventh CARE member. The name changed again but the focus of CARE Nederland remains the same: helping disaster-stricken people to build a new future. 

CARE Norge stresses the importance of agriculture and the wise use of natural resource to the livelihoods of households and communities. Equal emphasis is given to women's roles in the agricultural development process. Local capacity building and institutional development to ensure sustainable results are also important components of CARE Norge's programming strategy.

CARE Österreich finances its projects through private donations and public institutions. CARE Österreich is funded by the Austrian Government, the European Union, UN organizations, Austrian provincial governments, municipalities, foundations, and numerous private donors. It supports projects in emergencies, in the Environmental and Development sector and in the Social Protection and Development sector. When appropriate, income generation components are integrated in all sectors. Geographically, CARE Österreich focuses its work on South-Eastern Europe, the CIS, East Africa, Asia and Central America. 

CARE International UK (CIUK) works in 38 countries and territories across the globe with a growing focus on urban poverty in the cities of the developing world. CIUK was founded in 1986 and is a registered charity in England (charity number 292506). We are funded by institutional donors, including the British government's Department for International Development (DFID), the European Union and the Community Fund, as well as businesses, trusts and donations from individual supporters. CARE International UK has a wide range of development programmes which, whether building water systems or creating jobs in urban slums, promote self-reliance to avoid long-term dependency. We also act when disaster strikes, working with other agencies to provide emergency food, water and shelter. 

CARE USA is the original and largest of the CARE International members supporting anti-poverty projects in over 58 developing nations. More than 350,000 individuals, US corporations and private foundations give generously to CARE USA, enabling the organization to identify and confront the root causes of poverty in partnership with local communities. Through the work of its dedicated national and international staff and local partner organizations, CARE USA implements a wide range of relief, rehabilitation and development projects to address the most fundamental problems faced by the world's poorest communities.
CARE's Country Offices
In the great majority of the countries in which CI works, all programs and projects are implemented through a single integrated operational presence, termed the Country Office, under the leadership of the CI Country Director.

CARE Members participate in country programs by becoming involved in project identification and design, and through their subsequent provision of technical assistance, financing, human resources, or other kinds of support to the Country Office. In all cases, participation occurs within the context of the Country Office strategic plan and its program and program support structures.

In four of the five regions, the Regional Management Unit is supported by CARE USA and the effective maintenance of the Country Office presence is the responsibility of a single CARE Member. This responsibility, which is formally assigned by the CARE International Board, is termed "lead membership", and includes strategic planning, programme development, financial and administrative management, and the hiring and dismissal of personnel. The Middle Eastern Region is an exception to this where CARE International manages the Regional Management Unit.

Attachment 2 - Organizational Chart and Statistics on Staffing
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*Except in the MERMU Region, which is piloting a coordinated CARE International region
International Staff by Gender and Region of Citizenship

	Gender
	Africa
	Asia and Middle East
	Australia, NZ & the Pacific Islands
	Canada
	Eastern Europe
	Western Europe
	Latin America
	USA
	Total

	F
	6
	9
	11
	16
	2
	36
	4
	40
	124

	M
	21
	26
	12
	28
	1
	73
	9
	59
	229

	Total
	27
	35
	23
	44
	3
	109
	13
	99
	353

	
	
	
	
	
	
	
	
	
	


Attachment 3 - CARE USA Guidelines for Involving Children in Advocacy and Public Relations

10 February 2005

As an organization dedicated to fighting poverty by addressing its root causes and supporting people’s efforts to help themselves, CARE frequently works with children
 around the world.  CARE believes that it is vital to involve children in ethical, humane ways that do not jeopardize their safety and security.  To ensure this, CARE staff and partners can use the principles and checklist below for involving children in advocacy and public relations initiatives.

Principles

1. The dignity, rights and safety of every child are to be respected and protected in every circumstance. 


2. Children have a right to privacy and confidentiality, to have their opinions heard, to participate in decisions affecting them and to be protected from harm and retribution, including the potential of harm and retribution. Children’s right to have their views taken into account are to be given due weight in accordance with their age and maturity.

3. The best interests of each individual child are to be protected over any other consideration, including over advocacy for children's issues and the promotion of child rights in general.

4.  Those closest to the child's situation and best able to assess it are to be consulted about the potential political, social and cultural ramifications for the child of any reportage.

Checklist: Involving Children in Advocacy and Public Relations Initiatives

Before you involve children in advocacy or public relations initiatives, make sure you have asked yourself these questions:

Consent

· Have we obtained consent for the child’s involvement in our activity from: 

· The child him/herself, and

· An adult whom we can be reasonably certain has the child’s best interests in mind, such as the child’s parents or guardians?  It is also important to keep in mind that the child's right to refuse participation should be respected, even if caregivers agree to his/her involvement.

· Do the child and his/her parents or guardians know how we will use words and images, and where they will be published or displayed?  Do they understand that these records are permanent, and are likely to be around when the child is an adult? 

· Have we ensured the child’s free expression without outside pressure?

Accuracy

· Are we providing an accurate context for the child's story or image? Have we avoided “staging” pictures of children or manipulating stories for our own purposes?  

· Have we confirmed the accuracy of what the child has to say, either with other children or an adult, preferably with both? 

Avoiding Stigmatization and Harm

· Have we avoided stigmatization through descriptions that expose a child to negative reprisals, including additional physical or psychological harm, or to lifelong abuse, discrimination or rejection by their local communities or their governments?  Have we avoided harming the child through questions, attitudes, or comments that are judgmental or insensitive to cultural values, or that reactivate a child's pain and grief from traumatic events?

· Have we used images and stories that show children in a good light (attractive, clever, able, confident) and avoided showing children only in a negative light (sick, unhappy or needy)?

· Have we made sure not to unfairly raise expectations of the children involved in our activity, and their parents or guardians?  It is important to avoid exposing children and their families to vastly better circumstances than they face in their home environment, with little or no follow-up or benefits from the experience after they return to their everyday lives.

· Have we ensured that children involved in our work have the support of an accessible adult mentor (or adult mentors), particularly if they are being taken out of their home environment or are discussing difficult or painful topics?  These adults could also be a source of continued support when the children return to their homes, and of continued advocacy for the children’s needs.

· Have we sought out local psychosocial support services, if there is an immediate need?

· Have we made sure not to discriminate in choosing children because of sex, race, age, religion, status, economic and educational background or physical abilities?

· Have we changed the name or used the first name only (if this will not identify the child) and obscured the visual identity of any child who is identified as: 

· A victim of sexual abuse or exploitation, 

· A perpetrator of physical or sexual abuse, 

· HIV positive or living with AIDS, unless the child, a parent or a guardian 
gives fully informed consent, 

· Charged or convicted of a crime,

· A current or former child combatant,

· An asylum seeker, a refugee or an internally displaced person?

Have we determined if using the child’s identity is appropriate in these special cases: 

· When a child initiates contact with the reporter, wanting to exercise their right to freedom of expression and their right to have their opinion heard;

· When a child is part of a sustained program of activism or social 
mobilization and wants to be so identified;

· When a child is engaged in a psychosocial program and claiming their name and identity is part of their healthy development;

· When the child wishes to participate as an advocate in spite of the potential for stigmatization due to his/her HIV status or the HIV status of his/her family members?

If in doubt about whether a child is at risk, have we reported on the general situation for children rather than on an individual child, no matter how newsworthy the story?

Attachment 4 - CARE Australia’s CHILD PROTECTION POLICY 

Preamble

Consistent with CARE’s vision, mission and core values of respect, integrity and accountability, we seek to create and maintain an organisational environment that is free of harassment and exploitation, and to ensure the same in all of our work with the communities that we work with.  Each member of the community with whom CARE works or provides assistance must have CARE’s utmost assurance that they will not be subject to any form of harassment or exploitation.

The children in the communities that we work with are a particularly vulnerable group.  There is a growing awareness that sex offenders are targeting and infiltrating organisations in order to access children. INGO’s in particular those working closely with children and/or based in developing countries, are particularly susceptible.  This policy aims to deter, minimise and remove opportunities for child abuse to occur in our country programs.

Application

For the purpose of this policy, a child will be considered to be a person under the age of 18 years.

The policy applies to:

· all staff 

· all contractors, e.g., consultants

· all volunteers including AYA’s/interns

· all Board members

Statement of Responsibility

This policy statement affirms CARE’s commitment to the welfare of children and their protection from abuse and exploitation.

CARE is seeking to promote a child safe culture that is open and dynamic where staff both in Australia and in the field, donors and donor recipients have an experience of policy and procedures in action.   The real strength of a child safe culture is the capacity and willingness of an organisation and its staff to bring this policy to life through a clear understanding of their rights and responsibilities, open communication and active participation.

CARE recognises that the abuse and exploitation of children happens in all countries and societies across the world. All child abuse involves the violation of children’s rights.

The situation of all children must be improved through promotion of their rights as set out in the UN Convention on the Rights of the Child. This includes the right to freedom from abuse and exploitation.

Child abuse is never acceptable and a commitment to children’s rights in general also means a commitment to safeguard the children with whom CARE is in contact. 

We also support the rights and well being of our staff and volunteers and encourage their active participation in building and maintaining a secure environment for all participants.

1. Action Statement

CARE will meet its commitment to safeguard children through the following means:







Awareness:  Ensuring that all staff and others are aware of the problem of child abuse and the risks to children.






Prevention:  Ensuring, through awareness and personal and professional conduct, that staff and others minimise the risk to children.






Reporting:  Ensuring that staff and others are clear what steps to take where concerns arise regarding the safety of children.






Responding:  Ensuring that action is taken to support and protect children where concerns arise regarding possible abuse.






In order that the above standards of reporting and responding are met, CARE will ensure that it:

· takes seriously any concerns raised 

· takes positive steps to ensure the protection of children who are the subject of any concerns 

· supports children, staff or other adults who raise concerns or who are the subject of concerns 

· acts appropriately and effectively in instigating or co-operating with any subsequent process of investigation 

· demonstrates responsibility to and respect for children by being sensitive in our communications that involve them

· Is supported by stringent recruitment and selection measures that have been designed to minimise the possibility of recruiting persons who may pose a risk to children.


2. Child Abuse

2.1 Definitions and terms

Child abuse can be physical abuse, emotional abuse, neglect or sexual abuse..

2.1.1 Physical abuse

Physical abuse occurs when a person purposefully injures or threatens to injure a child or young person.   This may take the form of slapping, punching, shaking, kicking, burning, shoving or grabbing.   The injury may take the form of bruises, cuts, burns or fractures.

2.1.2 Emotional abuse

Emotional abuse is a chronic attack on a child or young person's self esteem.   It can take the form of name calling, threatening, ridiculing, intimidating or isolating the child or young person.

2.1.3 Neglect

Neglect is the failure to provide the child with the basic necessities of life (where such necessities are available), such as food, clothing, shelter and supervision to the extent that the child's health and development are at risk.

2.1.4 Child Sexual abuse 

Sexual abuse is when a child or young person is used by an older or bigger child, adolescent or adult for his or her own sexual stimulation or gratification, or economic gain.

3. CARE’s Commitment as a Child Safe Organisation – Implementation and Process

CARE  commits itself to a number of processes in adopting a child safe culture.   These are:

3.1 Vigilance in Recruitment and Selection

Human Resources adheres by strict guidelines in the recruiting process of new staff.   The recruitment guidelines will be reviewed and updated regularly to ensure that they accurately reflect child safe recruiting and screening standards.  This will include:

· A clear and bold statement that confirms CARE’s commitment to child protection in all advertising

· Adopting ‘best practice‘ recruitment and selection techniques

· Conducting reference checks

· Conducting national police checks where ever feasible 

3.2 Police Checks

All successful applicants including volunteers will be asked to sign an Authority for a Police Check.

The Police Check will be requested for all full-time, part-time and casual employees including long-term contract appointments, regardless of where they conduct the practice of their position.

3.3 Training and Development

Staff will be trained as appropriate and depending on their area of responsibility, for awareness of issues related to the protection of children from abuse and violation.   

All staff will receive information relating to CARE Australia's Child Protection Policy during the induction process.  Further training will be provided at a departmental level, tailored to the needs of the department.

3.4 Raising and reporting Concerns of child abuse

3.4.1 Incident reporting

It is mandatory for any allegation, belief or suspicion of sexual or physical abuse (Past or present) by a CARE employee, sponsor, donor, board--member or other partner to be reported immediately to the Country Director/Principal Executive and/or the Human Resources Director. 

If a child reports an incident to you, the child/young person must be taken seriously and listened to carefully.  Once an allegation is made there should be an immediate response that protects the child from further potential abuse or victimisation.  The family of the child victim should be informed of the allegation and action proposed and they should be consulted where possible as to the process to be followed.  This process will be steered and guided by the HR Director (please refer to 3.4.5).

3.4.2
Distance the alleged perpetrator

The best interests of the child/young person may warrant the standing down of a staff member or volunteer while an investigation commences. Staff members stood down receive full pay and are entitled to a just process that does not pre-suppose guilt or innocence.   The allegations should not be discussed or communicated to other people until such have been considered and a decision made by management.   The decision made should be documented and filed.

3.4.3 Document the incident

As soon as possible (within a period of 24 hours of the disclosure), the staff member receiving the disclosure needs to have fully documented the allegation, including the time, place, witnesses.  This report will possibly be used in court if charges are forthcoming.

3.4.4 Confidentiality

Confidentiality is crucial to a fair and effective reporting procedure.  It is unacceptable and potentially defamatory for concerns of child abuse (and abusers) to be spread throughout the organisation rather than being directed through a formal complaints process.  All participants must understand the importance of following the set reporting lines when concerns arise.  Confidentiality protects the child, the notifier, the respondent and the organisation, and ensures a fair and proper process. 

Formal complaints process

When concerns arise, all parties will be directed through a formal complaints process by the Human Resources Director. 

The HR Director will consult with legal counsel and an appropriate peak body (e.g ECPAT, Department of Family and Community Services, Human Services), to ascertain due process and steer participants accordingly, subject to the incident reported.

3.4.5 Investigation of Complaints

Physical and/or sexual abuse of a child is a crime.  Organisations may be required to notify authorities when there are reasonable grounds for reporting abuse, particularly if the allegations are made in Australia or involve an Australian citizen. 

Allegations made overseas will need to consider national legislation or internal procedures to investigate and address the allegations.

Internal investigations will consider a confidential, thorough, impartial and prompt process.  The investigation may consist of interviews with witnesses and others as appropriate, collection of information about the alleged conduct, gathering of documentation, or other procedures as appropriate.  The individual alleged to have violated this CARE policy would have the opportunity to present his or her view of the events in question. CARE will hold its determination until the investigation is completed.

3.4.6 Reprisal

CARE will not tolerate any form of coercion, intimidation, reprisal or retaliation against any employee who reports any form of abuse or exploitation, provides any information or other assistance in an investigation.

3.4.8 
Counselling support

Professional counselling support will be made available to all parties involved.

4 Use of Child Photos and Information

Pictures, images, or other likenesses of children and/or information related to children that could compromise their care and protection will not be made available through any form of communication media without proper protection and understanding of their use.   Moreover, any images of children should not be accompanied by detailed information relating to their place of residence.   Images with corresponding text which may identify a child should be removed.

Please refer to the Code of Conduct for the protection of the Child and Community Partners (in your employment kit). – CARE USA’ s Code of Conduct
Chapter 6: Code of Conduct

In keeping with our vision and values, CARE is committed to maintaining the highest degree of ethical conduct among all of its employees, and expects all staff to act in a manner consistent with the core values of respect, integrity, commitment and excellence while carrying out their organizational responsibilities. To help you understand these standards, CARE has established this Code of Ethics & Conduct, which details CARE’s expectations of employees in a number of important situations, providing general descriptions of each key point. If you have any questions about the Code, The Human Resources Division or Office of General Counsel can also provide more information or answer any questions, as needed.

The Code of Ethics & Conduct consists of 21 sections. All employees are expected to understand and abide by CARE's Code of Ethics & Conduct.

 6.1 CARE's Code of Conduct 

CARE's Code of Conduct addresses the following:

· Assets and Funds
· Complying with the Law
· Confidential Information
· Conflict of Interest - Actual or Perceived
· Disclosure
· Discrimination, Harassment and Sexual Harassment
· Electronic Communications and Telephone Use
· Gifts
· Operation of CARE Vehicles and/or Machinery
· Outside Activities
· Outside Employment
· Procurement
· Substance Abuse in the Workplace
· Visitors in the Workplace
· Work Prepared by Employees 

· Code of Conduct and Accountability to Program participant Communities Regarding Harassment and Exploitation
· CARE Name, Logo, and Trademark
· Communication Regarding CARE
· Employee Likeness or Words
· Request for Employee Information or References
· Reporting Losses, Illegal Acts, and Violations of the Code
·    

6.1.1 Assets and Funds

As a CARE employee, you are responsible for the proper management of all CARE assets, funds or other property entrusted to you. CARE equipment and property, including files, documents, and software, are provided for CARE work and may not be removed from CARE premises, or accessed, except in the regular course of business.

You are expected to treat CARE property with the same care and respect that you would your own, and are required to return CARE property in good condition prior to your separation from the organization. While ordinary wear and tear is expected, any damage or loss of CARE property should be reported promptly to your manager.

6.1.2 Complying with the Law

As a CARE employee, you are expected to comply with all laws and regulations applicable to you and CARE within the scope of your employment. It is your responsibility to know and understand the law directly applicable to you and your job.

6.1.3 Confidential Information

Much of the information available to employees is confidential in nature and owned by CARE. Confidential information may be verbal, written, in computer files, email, voicemail, on videotape, or in another form. It includes, but is not limited to, work created or used as part of your job, financial data, procurement materials (vendor lists, purchase orders, etc.), contracts, marketing and donor information (donor names, mailing lists, contributions, etc.), program material (project reports, grant applications, correspondence with Country Offices or CARE International members, etc.), personnel or staff information (personnel files, salary information, etc.), and general corporate documents (internal policies, procedures, minutes of meetings, etc.).

You are expected to protect and keep all confidential information in strict confidence. As a CARE employee, you must avoid using any information regarding CARE in any manner adverse to the interest of, or detrimental to, CARE, or those with whom CARE works. Confidential information may only be used if it is in CARE's interest and specifically required to perform your job properly. No employee will disclose such information to outsiders until the employee's manager and any other persons designated to make disclosure decisions have considered the interests of CARE and approved the disclosure. See Appendix 28, Employee Confidentiality Agreement.

6.1.4 Conflict of Interest - Actual or Perceived

CARE staff must scrupulously avoid any conflict between their individual interests and the interests of CARE. If you, or a member of your family, have a possible conflict or even the appearance of a conflict with CARE interests—including without limitation any direct or indirect financial or other interest in, or relationship with, any individual or organization that proposes to enter into any transaction with CARE for the sale, purchase, lease or rental of property, or to render or employ services, personal or otherwise—you must fully disclose the actual or apparent conflict to your manager.

You should provide your manager or supervisor with a written statement outlining the situation and the measures followed to avoid potential conflict or the appearance of conflict. In addition, you must withdraw from any participation in CARE decisions related to the actual or apparent conflict, and take appropriate steps to eliminate the conflict.

This requirement should not be construed as preventing an you from stating your position regarding the matter, nor from answering your manager's pertinent questions, if the your personal knowledge may be of assistance to CARE in reaching its decision.

A disinterested person or committee may be appointed to review a situation involving conflicts of interest if appropriate or necessary. See Appendix 29, Conflict of Interest Statement.

6.1.5 Disclosure

CARE is committed to full, fair, accurate, timely and understandable disclosure in reports and documents including but not limited to its reports to donors, IRS form 990 and annual financial statements.

6.1.6 Discrimination, Harassment and Sexual Harassment

CARE USA expressly prohibits and will not tolerate any form of discrimination, harassment, or sexual harassment based upon race, color, religion, national origin, sex, age, sexual orientation, marital status, citizenship status, disability, or military status. All employees are expected to sign a statement upon hire that they have read and understand CARE's policy. See CARE's Policy against Discrimination, Harassment and Sexual Harassment in Appendix 11.

6.1.7 Electronic Communications and Telephone Use

CARE provides you with computer equipment and online access to internal and external networks so that you may communicate more efficiently to accomplish CARE's mission. The use of the computer to play games during your regular working hours is prohibited, and personal use of the Web should be kept to a minimum.

All telephones have been installed for the purpose of conducting CARE business only. Personal calls must be limited. 

All of CARE's communications systems are owned by CARE and provided for official business use only. CARE will monitor and disclose the contents of an employee's electronic and telephone communications when necessary or desirable for business purposes. Please refer to the Electronic Communication Policy in Appendix 24.

6.1.8 Gifts

It is inappropriate to give a gift to or receive a gift from a person within CARE with whom there is either a superior or subordinate relationship, unless the gift is of nominal value. No managers will influence or be influenced by the giving of gifts.

Group gift giving to a fellow staff person that spontaneously and voluntarily arises from employees is permitted.

CARE staff are discouraged from presenting a gift to other CARE staff members while visiting a CARE office, whether the giver is an employee or a group of employees, unless there is a powerful local custom or practice to the contrary, in which case the gift should be token in nature.

6.1.9 Operation of CARE Vehicles and/or Machinery

Employees must not drive CARE vehicles or their own vehicles while on CARE business, or operate machinery or other equipment, while under the influence of alcohol or prescription drugs that may cause drowsiness, or otherwise impair their ability to drive safely. To do so may be grounds for dismissal. 

6.1.10 Outside Activities 

While conducting CARE business and other relationships outside CARE, you are expected to:

         Comply with all laws;

         Be fair with respect to the rights, interests, and responsibilities of others;

         Protect CARE's reputation at all times through responsible conduct; and

         Appropriately address actual or potential conflicts of interest.

6.1.11 Outside Employment

Regular employees may not assume another position outside the organization if their manager judges that it will interfere with their duties at CARE.

6.1.12 Procurement

You may not select a supplier of goods or services for any reason other than its ability to fulfill the organization's needs. You may not personally accept any goods or services or other forms of compensation or favors from a supplier for less than market value, other than as a usual contribution to CARE.

Fees, commissions, kickbacks, or any form of bribes intended to induce or reward favorable decisions and governmental actions, are unacceptable and prohibited. No staff person may, in violation of any law, pay or offer to pay, or give anything of value to a donor, governmental entity, or political party.

The provision is not intended to prohibit routine, modest business gifts of minor value, customary in local business relationships, provided that no applicable law, regulation, or CARE policy is violated and full disclosure is made to the employee's immediate manager.

6.1.13 Substance Abuse in the Workplace

Employees are prohibited from working while intoxicated, or while under the influence of illegal drugs.

At certain CARE-sponsored social events, alcohol may be served with the consent of the division or Country Office senior staff member in charge of the event. CARE employees are expected to act responsibly at such gatherings. If the senior staff member determines that an individual is intoxicated, the individual will be denied further alcohol and a ride home will be arranged. Any employee who believes that another person at such an event is intoxicated should report this to the staff member in charge so that appropriate steps may be taken.

In the course of your job you may be required to attend functions where alcohol is served. CARE employees are expected to act responsibly at such gatherings, and should not drive while under the influence of alcohol.

6.1.14 Visitors in the Workplace

From time to time, you may receive personal visitors in your office or at your workstation. Please ensure that your visitor does not disturb the work of others. You are responsible for the conduct of your visitor while he or she is on CARE premises. Under some circumstances, CARE may decide that certain persons are not permitted on CARE premises.

CARE also recognizes that you may sometimes need to bring your children to the office. Out of respect for your colleagues, please keep this to a minimum. Children should be in the presence of their guardian at all times.

6.1.15 Work Prepared by Employees

All work prepared by you within the scope of your job—including, without limitation, reports, data, photographs, videos, brochures, software—belongs to CARE and constitutes "work-for-hire." CARE owns all rights to this work. Unless obviously intended for external publication, CARE work may not be released or published without CARE's prior approval. All external publications will be subject to review prior to distribution. You should discuss outside requests for information with your manager and other appropriate CARE staff to ensure that CARE's rights in, or to, such work are protected. 

CARE encourages you to write and publish articles about CARE programs and projects with which you are familiar, whether in CARE member countries, countries of operation, or elsewhere. However, when you prepare a short publication or translation about a CARE program or project, written consent of your manager must be obtained. Any major publication, such as a book or film, requires the appropriate senior vice president's prior written consent. If the article or translation will be published in a CARE International member country, the relevant national director's written consent must also be obtained.

6.1.16 Code of Conduct and Accountability to Program participant Communities Regarding Harassment and Exploitation

Consistent with CARE’s vision, mission and core values of respect, integrity and accountability, as well as our commitment to diversity, we seek to create and maintain an organizational environment that is free of harassment and exploitation, and to ensure the same in all of our work with communities and partners. This is critical to our effectiveness as an organization. Each member of the communities with which CARE works or provides assistance must have CARE’s utmost assurance that they will not be subject to any form of harassment or exploitation. Equally, each CARE employee must have the opportunity to contribute fully to CARE’s mission in a work environment that is free from all forms of social harassment and exploitation.

To fulfill these aims, CARE expressly prohibits and will not tolerate any form of harassment or exploitation, be it physical, sexual or psychological. CARE employees are obliged to create and maintain an environment that prevents exploitation and abuse and promotes the implementation of our Code of Conduct. Please refer to the full Code of Conduct and Accountability to Program participant Communities Regarding Harassment and Exploitation in Appendix 27
6.1.17 CARE Name, Logo, and Trademark

The CARE name, logo, and trademark may only be used in activities and circumstances sanctioned by CARE and in the appropriate form. If you have questions please contact CARE’s Office of General Counsel.

6.1.18 Communication Regarding CARE

All press and media inquiries must be forwarded to CARE’s Public Relations Department or the appropriate country director, whether the media interest is local, national, or international. Under no circumstances is an employee to field any questions or supply any information to the media, either verbal or written, unless explicitly designated to do so. The Public Relations Department is also available to work with and help prepare those staff designated to communicate with the news media.

A CARE employee should refrain from communicating with a lawyer not representing CARE, if the communication involves CARE business. If any CARE employee receives an unsolicited telephone call from a lawyer not representing CARE (a lawyer in private practice or even a government lawyer), then that lawyer should be politely but immediately referred to the Office of the General Counsel (OGC). In this way the OGC can confirm the propriety of the call in light of the rules governing when such a lawyer can communicate with CARE and its employees.

6.1.19 Employee Likeness or Words

In the scope of your work, you may have your likeness or words recorded by CARE through photograph, audio or videotape, or otherwise. By permitting such documentation, expressly or tacitly, you agree to permit CARE's use of your likeness or words in any manner that CARE may deem appropriate.

6.1.20 Request for Employee Information or References

[image: image1.png]


Official Request (on behalf of CARE)
If you receive a request for information about a current or former US-based or international employee, or are asked to furnish an official employment reference, the request must be referred to the Headquarters Human Resources Recruitment and Administrative Associate in Atlanta. CARE will confirm only dates of employment, last salary or wage rate and last position held. No other employment data is released without appropriate prior written authorization from the individual who is the subject of the inquiry. Under no circumstance should anyone other than the designated Human Resources staff members provide official CARE reference information.
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Personal Request (on behalf of yourself) 
CARE does not encourage its employees to give personal references. If you decide to provide one, you must ensure that the person requesting the reference understands that it is not an official CARE reference. Under no circumstance should written personal references be on CARE letterhead or from a CARE email address. You are personally responsible for any personal reference you provide. If you have any questions about reference checks, please contact your Human Resources Regional Coordinator.

6.1.21 Reporting Losses, Illegal Acts, and Violations of the Code of Conduct and Ethics

You have an obligation to report losses, illegal acts, and other violations of CARE’s Code of Conduct and Ethics if you believe that these have occurred- if you observe such conduct, or if you receive any information about such conduct. Losses, illegal acts and violations must be reported to at least one of the following individuals:

         The supervisor of the your immediate supervisor;

         Any Human Resources Manager, Regional Coordinator, or the Human Resources Management Unit Director;

         The Assistant to the President, any Senior Vice President, Regional Director, Country Director, or Assistant Country Director; or

         The Chief of Staff.

The report may be verbal or in writing, and should provide details of what happened, including date, location, and the names of any witnesses.

CARE will not tolerate any form of coercion, intimidation, reprisal or retaliation against any employee who reports losses, illegal acts or violations of the Code, or provides any information or other assistance in an investigation.

  

ATTACHMENT 6 – CARE USA Global Policy Against Discrimination, Harassment, and Sexual Harassment
Consistent with CARE’s vision, mission and core values of respect and integrity, as well as our commitment to diversity, we seek to create and maintain an organizational environment that is free of discrimination and harassment.  This is critical to our effectiveness as an organization and to ensuring that each CARE USA employee has the opportunity to contribute fully to CARE’s mission in a work environment that is free from all forms of social discrimination. Therefore, CARE USA expressly prohibits and will not tolerate any form of discrimination, harassment, or sexual harassment based upon race, color, religion, national origin, sex, age, sexual orientation, marital status, disability, or military status.

Definitions

Following are definitions that will assist each employee in understanding and adhering to this policy.

Discrimination

Discrimination means exclusion of, treatment of, or action against an individual based on race, color, religion, gender, sexual orientation, age, marital status, national origin, disability, or military status.  Discrimination includes harassment as defined below.

Harassment

Harassment is a form of discrimination.  Harassment means any unwelcome comment or behavior that is offensive, demeaning, humiliating, derogatory, or any other inappropriate behavior that fails to respect the dignity of an individual within the scope of his or her employment. Harassment can be committed by or against any employee, vendor or other individual visiting or doing business with CARE.  Examples of harassment include, but are not limited to: 

· Verbal conduct such as threats, derogatory or offensive remarks, name calling, innuendos, epithets, slurs, jokes or degrading words used to describe an individual or individual characteristics in general, or any other demeaning or inappropriate comments;

· Visual conduct such as leering, gesturing, displaying or distributing offensive objects or pictures, cartoons, graffiti, posters or magazines;

· Offensive remarks in writing (letters, memos, emails, etc.);

· Threats or insinuations that could affect an employee's terms and conditions of employment; or

· Actual or threatened physical abuse or conduct.
Sexual harassment 

Sexual harassment means any unwelcome sexual advance, comment, expressed or implied sexual demand, touch, joke, gesture, or any other communication or conduct of a sexual nature, whether verbal, written or visual, by any person to another individual within the scope of CARE’s work.  Sexual harassment may be directed at members of the same or opposite sex and includes harassment based on sexual orientation.  Sexual harassment can occur between any one or more individuals regardless of their employment relationship.

Examples of sexual harassment include, but are not limited to:

· Offering employment benefits in exchange for expressed or implied sexual favors;

· Threats or insinuations that an employee’s refusal or willingness to submit to sexual advances will affect the employee’s terms or conditions of employment;

· Verbal conduct such as sexually derogatory remarks, graphic verbal commentaries about an individual’s body or dress, sexually degrading words used to describe an individual, sexually suggestive or obscene letters, notes, email or invitations, demeaning or inappropriate comments, name-calling, innuendoes, epithets, slurs or jokes, sexual advances or propositions;

· Visual conduct such as leering, sexual gestures, displaying or distributing sexually suggestive objects or pictures, cartoons, graffiti  posters or magazines; or

· Actual or threatened physical contact or conduct, such as patting, pinching, blocking movements, or any other offensive touching.

Consensual, social relationships in the workplace are not considered to be sexual harassment.  However, CARE discourages supervisors from directly or indirectly supervising an employee with whom there is a romantic relationship.  It is expected that all employees will exercise discretion, professionalism and good judgment when there is a romantic relationship between CARE employees.

Reporting Discrimination, Harassment and Retaliation

Employees have an obligation to report discrimination, sexual harassment or other harassment, if they believe that discrimination or harassment has occurred ( either against another employee or themselves, if they observe such conduct, or if they receive any information about such conduct. Discrimination, harassment, or sexual harassment must be reported to at least one of the following individuals:

· The employee’s immediate supervisor;

· The supervisor of the employee’s immediate supervisor;

· Any Human Resources Regional Coordinator or the Director of Human Resources Management;

· The Senior Vice President of Human Resources;

· The Special Assistant to the President, any Senior Vice President, Regional Director, Country Director, or Assistant Country Director; or

· The Chief of Staff.

The report may be verbal or in writing, and should provide details of what happened, including date, location and the names of any witnesses. 

The person above who receives a complaint must report the information to the Director of Staffing (or other designee of the Senior Vice President of Human Resources), the Special Assistant to the President, or the Chief of Staff.  An acknowledgement will be sent to the reporting employee verifying that a complaint was received.  If the acknowledgement is not received within five (5) business days, notify the Senior Vice President of Human Resources, the Special Assistant to the President, or the Chief of Staff (verbally or in writing) that a report was made and to whom it was made.

The initial report and all subsequent information developed will be held in the strictest confidence and will be disclosed only on a need-to-know basis in order to investigate and resolve the matter.

Investigations of Complaints

A confidential, thorough, impartial and prompt investigation of every allegation of discrimination, harassment, or sexual harassment will be conducted.  The investigation may consist of interviews with witnesses and others as appropriate, collection of information about the alleged conduct, gathering of documentation, or other procedures as appropriate.  The individual alleged to have violated this CARE policy will have the opportunity to present his or her view of the events in question. CARE will hold its determination until the investigation is completed.  Within a reasonable period after the investigation is completed, both the complaining employee and the employee alleged to have violated this policy will be informed as to the results of the investigation.  All records of the investigation will remain confidential.

Retaliation

CARE will not tolerate any form of coercion, intimidation, reprisal or retaliation against any employee who reports discrimination, harassment or sexual harassment, provides any information or other assistance in an investigation.

Penalties for Discrimination, Harassment and Retaliation

Anyone subject to this policy who is found to have discriminated, harassed, coerced, intimidated or retaliated against another in violation of this policy will be subject to prompt and appropriate disciplinary action, up to and including termination. 

Attachment  7 - CARE USA Policy/COC (Appendix 27 of Employeee Manual)

Code of Conduct and Accountability to Program participant Communities Regarding Harassment and Exploitation
Consistent with CARE’s vision, mission and core values of respect, integrity and accountability, as well as our commitment to diversity, we seek to create and maintain an organizational environment that is free of harassment and exploitation, and to ensure the same in all of our work with communities and partners.  This is critical to our effectiveness as an organization.  Each member of the community with whom CARE works or provides assistance must have CARE’s utmost assurance that they will not be subject to any form of harassment or exploitation.  Equally, each CARE employee must have the opportunity to contribute fully to CARE’s mission in a work environment that is free from all forms of social harassment and exploitation.  To fulfill these aims, CARE expressly prohibits and will not tolerate any form of harassment or exploitation, be it physical, sexual or psychological.  CARE workers are obliged to create and maintain an environment that prevents exploitation and abuse and promotes the implementation of our Code of Conduct.

Definitions

Harassment

Harassment means any unwelcome comment or behavior that is offensive, demeaning, humiliating, derogatory, or any other inappropriate behavior that fails to respect the dignity of an individual.  CARE prohibits harassment of any program participant, partner, vendor or other individual visiting or doing business with CARE.  Examples of harassment include, but are not limited to:

· Verbal conduct such as threats, derogatory or offensive remarks, name calling, innuendos, slurs, jokes or degrading words used to describe an individual or individual characteristics in general, or any other demeaning or inappropriate comments;

· Visual conduct such as leering, gesturing, displaying or distributing offensive objects or pictures, cartoons, graffiti, posters, or magazines;

· Offensive remarks in writing (letters, memos, emails, etc)

· Threats or insinuations that could affect a program participant’s entitlement to assistance

· Actual or threatened physical abuse or conduct

Exploitation

Exploitation is using one’s position of authority, influence or control over resources, to pressure, force or manipulate someone to do something against their will. This includes threatening to withhold project assistance,  threatening to make false claims about a person in public, or any other negative repercussions in the work place or community.   Examples of exploitation include, but are not limited to:

· Offering special benefits to program participants or employees in exchange for expressed, implied or demanded favors;

· Threats or insinuations that an individual’s refusal or unwillingness to submit to demands will affect the person’s entitlement to project assistance and support, or terms and conditions of employment.

Sexual Harassment & Sexual Exploitation 

Sexual harassment means any unwelcome sexual advance, comment, expressed or implied sexual demand, touch, joke, gesture, or any other communication or conduct of a sexual nature, whether verbal, written or visual, by any person to another individual within the scope of CARE’s work.  The definition includes sexual harassment that is directed at members of the same or opposite sex and includes harassment based on sexual orientation.  CARE prohibits sexual harassment of any individuals, employee or program participant, regardless of their work relationship.  

Sexual exploitation means pressuring or demanding individuals to provide sexual favours against their will, with the threat of denying project assistance, withholding work support, or any other negative repercussions in the work place or community.  Examples of sexual harassment and exploitation include, but are not limited to:

· Offering special benefits (including money, employment, goods or services) to program participants in exchange for expressed, implied or demanded sexual favors;

· Threats or insinuations that an individual’s refusal or unwillingness to submit to sexual advances or demands will affect the person’s entitlement to project assistance & support;

· Verbal conduct such as sexually derogatory remarks, graphic verbal commentaries about an individual’s body or dress, sexually degrading words used to describe an individual, sexually suggestive or obscene letters, note, email or invitations, demeaning or inappropriate comments, name-calling, innuendos, slurs, jokes, sexual advances or propositions;

· Visual conduct such as leering, sexual gestures, displaying or distributing sexually suggestive objects or pictures, cartoons, graffiti posters or magazines; or

· Actual or threatened physical contact or conduct, such as patting, pinching, blocking movements, or any other offensive touching.

Harassment and Exploitation of Children

As a group, children (persons under the age of 18) are probably the most vulnerable to harassment and exploitation.  CARE staff are expressly prohibited from harassing or exploiting children. Because children are so vulnerable to abuse and exploitation, sexual relationships between adult CARE staff and children is prohibited.
Sexual or Romantic Relationships

CARE strongly discourages staff from engaging in sexual or romantic relationships with members of communities with whom they are directly working. This is because as employees of CARE, each staff member has potentially greater access to goods, services and power than members of the program participant community, which could be used to pressure or exploit them. However, it is recognized that CARE employees are often also members of the program participant community, and therefore may be married or have long-established romantic relationships in the program participant community. It is expected that all employees will exercise discretion, professionalism and good judgment when there is a romantic relationship between CARE employees and program participants. Should somehow a romantic relationship develop, the CARE employee is expected to make this relationship known to their supervisor, who will then determine if the current work arrangement is appropriate.  

Staff Accountability

All staff will be individually held accountable for their knowledge and adherence to CARE’s Code Of Conduct and Accountability to Program Participant Communities Regarding Harassment And Exploitation.

Reporting Harassment & Exploitation

All employees have an obligation to report harassment of any form and exploitation, if they believe any of these three forms of abuse have occurred in the course of duty within the workplace or in program communities, if they observe such conduct, or if they receive any information about such conduct.  Harassment of any form or exploitation must be reported immediately either to the employee’s unit/project’s most senior supervisor or to the Country Director and HR Manager.  The Supervisor must in turn report it to the Country Director and HR Manager.  The report may be verbal or in writing, and should provide details of what happened, including date, location and the name of the witness.  The initial report and all subsequent information developed will be held in the strictest confidence and will be disclosed only on a need-to-know basis in order to investigate and resolve the matter.

Investigation of Complaints

A confidential, thorough, impartial and prompt investigation of allegations of any form of harassment or exploitation will be conducted.  The investigation may consist of interviews with witnesses and others as appropriate, collection of information about the alleged conduct, gathering of documentation, or other procedures as appropriate.  The individual alleged to have violated this CARE policy would have the opportunity to present his or her view of the events in question.  CARE will hold its determination until the investigation is completed.  Within a reasonable period after the investigation is completed both the complaining employee or program participant and the employee alleged to have violated this policy would be informed as to the results of the investigation.  All records of the investigation will remain confidential.

Reprisal

CARE will not tolerate any form of coercion, intimidation, reprisal or retaliation against any employee who reports any form of harassment or exploitation, provides any information or other assistance in an investigation.

Penalties for Harassment, Exploitation & Retaliation

Any violation of this Code of Conduct and Accountability to Program participant Communities Regarding Harassment and Exploitation will be considered an act of gross misconduct, and anyone subject to this policy who is found to have harassed, coerced, intimidated or retaliated against another in violation of this Code will be subject to prompt and appropriate disciplinary action, up to and including termination as defined in CARE’s HR Policy and Procedures.  False claims of harassment, exploitation or retaliation in respect to this Code will be considered to be harassment or exploitation in itself and be treated accordingly under CARE’s policies.

Agreement to Abide by CARE’s Code of Conduct and Accountability to Program Participants

I have read, understood and agree to abide by the contents of CARE’s Code Of Conduct And Accountability To Program participant Communities Regarding Harassment And Exploitation as described in Appendix 26 of CARE’s Employee Handbook.

Signature:

_____________________________________

Date:  ________________

Please print your name:_______________________________

Attachment   8 - CARE CANADA Policy and Procedures on Discrimination Harassment and Exploitation
1) POLICY
Discrimination, Harassment & Exploitation - 702

This policy applies to all CARE Canada Personnel.
 

Consistent with CARE's vision, mission and core values of respect, integrity and accountability, as well as our commitment to diversity, we seek to create and maintain an organizational environment that is free of discrimination, harassment and exploitation, and to ensure the same

in all of our work with communities and partners. This is critical to our effectiveness as an organization. Each member of the community with whom CARE works or provides assistance must have CARE's utmost assurance that they will not be subject to any form of discrimination, harassment or exploitation. Equally, each CARE Canada employee must have the opportunity 

to contribute fully to CARE's mission in a work environment that is free from all forms of social discrimination. To fulfill these aims, CARE Canada expressly prohibits and will not tolerate 

any form of discrimination, harassment, or exploitation, be it physical, sexual or psychological, based upon race, colour, religion, national origin, sex, age, sexual orientation, marital status, disability, or social status.

Definition of Discrimination

Discrimination means exclusion of, treatment of, or action against an individual based on social status, race, ethnicity, colour, religion, gender, sexual orientation, age, marital status, national origin, or disability. Discrimination includes harassment & exploitation as defined below.

 

Definition of Harassment

Harassment means any unwelcome comment or behaviour that is offensive, demeaning, humiliating, derogatory, or any other inappropriate behaviour that fails to respect the dignity of an individual. Harassment can be committed by or against any beneficiary, partner, employee, vendor or other individual visiting or doing business with CARE. Examples of harassment include, but are not limited to:

 

Verbal conduct such as threats, derogatory or offensive remarks, name calling, innuendos, slurs, jokes or degrading words used to describe an individual or individual characteristics in general, or any other demeaning or inappropriate comments;

 

Visual conduct such as leering, gesturing, displaying or distributing offensive objects or pictures, cartoons, graffiti, posters, or magazines;

 

Offensive remarks in writing (letters, memos, emails, etc);

 

Threats or insinuations that could affect an employee's terms and conditions of employment, or a beneficiary's entitlement to assistance;

 

Actual or threatened physical abuse or conduct.

 

Definition of Exploitation

Exploitation is using one's position of authority, influence or control over resources, to pressure, force or manipulate someone to do something against their will or unknowingly, by threatening them with negative repercussions such as withholding project assistance, not approving an employee's work support requests, threatening to make false claims about an employee in public, etc.

 

Definition of Sexual Harassment & Exploitation

Sexual harassment means any unwelcome sexual advance, comment, expressed or implied sexual demand, touch, joke, gesture, or any other communication or conduct of a sexual nature, whether verbal, written or visual, by any person to another individual within the scope of CARE's work. Sexual harassment may be directed at members of the same or opposite sex and includes harassment based on sexual orientation. Sexual harassment can occur between any one or more individuals, employee or beneficiary, regardless of their work relationship.

 

Sexual exploitation means pressuring or demanding individuals to provide sexual favours against their will, with the threat of denying project assistance, withholding work support, threatening employment termination, or any other negative repercussions in the work place or community. Examples of sexual harassment and exploitation include, but are not limited to:

 

Offering special benefits to beneficiaries or employees in exchange for expressed, implied or demanded sexual favours;

 

Threats or insinuations that an individual's refusal or unwillingness to submit to sexual advances or demands will affect the person's entitlement to project assistance & support, or terms & conditions of employment;

 

Verbal conduct such as sexually derogatory remarks, graphic verbal commentaries about an individual's body or dress, sexually degrading words used to describe an individual, sexually suggestive or obscene letters, note, email or invitations, demeaning or inappropriate comments, name-calling, innuendos, slurs, jokes, sexual advances or propositions;

 

Visual conduct such as leering, sexual gestures, displaying or distributing sexually suggestive objects or pictures, cartoons, graffiti posters or magazines; or

 

Actual or threatened physical contact or conduct, such as patting, pinching, block movements, or any other offensive touching.

 

Although social (meaning friendly not romantic) relationships between staff in the workplace, and between staff and community members are not considered to be sexual harassment, CARE Canada does not permit supervisors, directly or indirectly, to supervise an employee with whom there is a romantic relationship. Similarly, CARE does not permit staff to engage in sexual or romantic relationships with members of communities with whom they are directly working. Should somehow such a situation develop, the CARE employee is expected to make this relationship known to their supervisor who will then determine if an alternative suitable work arrangement can be found. The whole purpose of these policy requirements is to protect the CARE employee and community member from perceptions of nepotism (favouritism) or of allegations of sexual harassment or exploitation. It is expected that all employees will exercise discretion, professionalism and good judgement when there is a romantic relationship between CARE employees. 

 

Staff Accountability for this Policy

It is prohibited under the Ontario Human Rights Code and a violation of CARE Canada's policy for any person employed by CARE Canada to treat any other employee differently in any way, or to harass or to discriminate against any employee, because of their: race; ancestry; place of origin; colour; ethnic origin; citizenship; creed (religion); sex; sexual orientation; handicap or disability; age; marital status; or family status. All employees are obliged to review, sign and adhere to this policy. An integral part of this policy are the Standards of Accountability to Community and Beneficiaries for all Humanitarian & Development Workers (Appendix A). 

 

All staff will be individually held accountable for their knowledge and adherence to this policy and standards of accountability.

 

Retaliation

CARE will not tolerate any form of coercion, intimidation, reprisal or retaliation against any employee who reports discrimination, any form of harassment, or exploitation, provides any information or other assistance in an investigation.

 

Penalties for Discrimination, Harassment, Exploitation & Retaliation

Any violation of this policy will be considered an act of gross misconduct, and anyone subject to this policy who is found to have discriminated, harassed, coerced, intimidated or retaliated against another in violation of this policy will be subject to prompt and appropriate disciplinary action, up to and including termination as defined in CARE Canada's HR Policy and Procedures. Anyone found to have made false claims of discrimination, harassment, exploitation and retaliation in respect of this policy, such action will be considered as harassment or exploitation in itself and be treated accordingly under this policy.

 

April , 2003 
 

I have read, understood and agree to abide by the contents of CARE Canada's Discrimination, Harassment & Exploitation policy and procedures as described above, and the attached Standards of Accountability to Community and Beneficiaries for all Humanitarian & Development Workers which are an integral part of this policy.

 

 

Signed: ________________________________________________

 

Date: __________________________________________________

2) PROCEDURES
Discrimination, Harassment & Exploitation - 702A

Reporting Discrimination, Harassment & Exploitation

All employees have an obligation to report discrimination, harassment of any form, & exploitation, if they believe any of these three forms of abuse have occurred in the course of duty within the workplace or in project communities, if they observe such conduct, or if they receive any information about such conduct - either against another employee, against themselves, or against a project beneficiary. Discrimination, harassment of any form, or exploitation must be reported immediately either to the employee's unit/project's most senior supervisor or to the Country Director and HR Manager. The Supervisor must in turn report it to the Country Director and HR Manager. 

 

The report may be verbal (but notes will be taken) or in writing and should provide details of what happened, including date, location and the name of the witness.

 

The initial report and all subsequent information developed will be held in the strictest confidence and will be disclosed only on a need-to-know basis in order to investigate and resolve the matter.

Investigation of Complaints

A confidential, thorough, impartial and prompt investigation of allegations of discrimination, any form of harassment and/or exploitation will be conducted. The investigation may consist of interviews with witnesses and others as appropriate, collection of information about the alleged conduct, gathering of documentation, or other procedures as appropriate. The individual alleged to have violated this CARE policy will have the opportunity to present his or her view of the events in question. CARE will hold its determination until the investigation is completed. Within a reasonable period after the investigation is completed both the complaining employee or beneficiary and the employee alleged to have violated this policy will be informed as to the results of the investigation. All records of the investigation will remain confidential.

3) APPENDIX
Discrimination, Harassment & Exploitation - 702B (Appendix)

See the following topic:

Standards of Accountability to the Community and Beneficiaries for all Humanitarian & Development Workers CARE Canada and CARE Missions 

Standards of Accountability to the Community and Beneficiaries for all Humanitarian & Development Workers CARE Canada and CARE Missions

 

When working with beneficiaries of humanitarian & development assistance we must conduct ourselves in a manner befitting such a responsibility.

 

Humanitarian and development workers must:

 

       promote fundamental human rights without discrimination of any kind and irrespective of sex, race, age, ethnicity, religion or political affiliation.

       treat all persons with respect, courtesy, and according to Local Law, International Law and local customs.

       never commit any act that could result in physical, sexual or psychological harm or suffering to individuals, especially women and children. 

       never condone or participate in corrupt activities or participate in the trafficking of children, women, drugs, diamond dealing, and the trading of arms.

       never abuse their position to withhold humanitarian and development assistance, nor give preferential treatment, in order to solicit sexual favors, gifts, payments of any kind, or advantage.

       ensure that all confidential information, including reports of breaches of these standards by colleagues, obtained from beneficiaries or colleagues is channeled correctly & handled with utmost discretion.

       ensure that reports of breaches of these standards are immediately reported to the head of agency or human resources manager who is expected to take prompt investigative action.
       uphold the highest standards of efficiency, competence, integrity and transparency.

Attachment 9 - CARE AUSTRALIA WORKPLACE CODE OF CONDUCT

The purpose of this policy is to provide guidance to all employees, including managers, on those standards of behaviour that are required in the CARE Australia workplace.  

The Workplace Code of Conduct establishes the minimum standards of conduct and integrity expected from all employees.  All employees are expected to maintain a high standard of personal conduct and recognise that our organisation will often be judged by the way its employees represent it.   

As it is not possible to document all forms of conduct, the guidelines below are not exhaustive.  All employees should exercise proper care and discretion in all matters, in cases of doubt, employees should seek the guidance of their supervisor.

Should you have any questions regarding the code or if you are uncertain as to what may or may not constitute unsatisfactory Behaviour please raise these concerns with either your line manager or the HR Department.
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Introduction

This Code of Conduct establishes the obligations generally expected of all persons employed within or by CARE Australia.

Rights and Obligations

Both legislation and common law have established certain minimum standards or general obligations applying to the parties to any employment relationship.  These may be to:

· Use impartial selection and appointment procedures; and, 

· Make clear statements of employees duties and expectations of them; and,

· Offer appropriate feedback and communication on work performance; and,

· Offer fair rates of remuneration for skill, responsibilities and performance; and,

· Offer equal employment opportunities to all; and,

· Offer opportunity for the enhancement of individual abilities; and,

· Ensure freedom from harassment or discrimination in the workplace; and,

· Ensure that appropriate disciplinary and dispute procedures and opportunity for redress against unfair or unreasonable treatment.

In return, employees have an obligation to the employer to carry out the duties for which they are paid in an efficient and competent manner and avoid behaviour which might impair their effectiveness.  These duties include the following:

· To obey all relevant legislation, regulations, lawful and reasonable instructions and to work as directed; and,

· To be present at work as required and record such attendance truthfully; and,

· To follow approved policies and procedures established by CARE Australia;

· To ensure competence and efficiency in the performance of assigned duties; and,

· To maintain expected standards of performance; and,

· To refrain from conduct (such as the use of intoxicants or other substances) which might impair work performance; and,

· To obtain the approval from CARE Australia before undertaking secondary employment;

· To show reasonable care, and neither use, nor allow the use of company property, resources, or funds for anything other than authorised purposes; and,

· To incur no liability on the part of the company without proper authorisation; and,

· Not to be absent from the workplace without proper authorisation.

Avoidance of Conflict of Interest or Integrity

The integrity of all employees is central to the maintenance of our clients confidence in us.  All employees must therefore observe the principles of fairness and impartiality in all dealings and avoid situations that might compromise their integrity or otherwise lead to conflicts of interest

CARE employees shall exercise the powers and responsibilities of their positions solely for the benefit of CARE Australia and beneficiary populations targeted by CARE Australia programmes and projects and not for personal gain.  

Conflict may arise in a situation where an employee uses his/her position to negotiate terms that are personally advantageous, eg. contracting on behalf of CARE to your own company or using CARE's assets (time, equipment, etc) for a separate business or for personal gain.

A conflict may arise if an employee's performance can be influenced by conflicting loyalties.  Personal gain, direct or indirect benefits to friends, family, etc, at the expense of CARE must be avoided.

Any existing or potential conflict (perceived or actual) shall be declared to senior management or to the Board of Directors for their consideration and action.

No employee shall engage in any activity which could be deemed to be in conflict with CARE’s interests.

Standards of Behaviour/Representation

CARE Australia has a legitimate interest in the private activities of an employee where such activity may bring discredit upon the company in its relationships with clients, beneficiaries, counterparts, host government, donors, visitors or the public at large and may possibly call the employee's fitness for continued employment into question.

In determining whether a employee's activity or conduct is outside the provision of this Code, due regard should be taken of the following factors:

· The nature and circumstances of the activity; or,

· The position, duties, and responsibilities of the employee; or,

· The consequences of the activity on the ability of the employee to fulfil his or her duties and responsibilities; or,

· The effects of the activity or its consequences on relationships of CARE Australia with our clients, beneficiaries, counterparts, host government,  or the public at large.

Unsatisfactory behaviour is behaviour which:

· Negatively affects one’s own or another’s performance or  has the potential to do so; or,

· Is fraudulent; or,

· Embarrasses or threatens the reputation of CARE Australia; or,

· When the employee could result being charged and / or convicted of a criminal offence which, in the opinion of CARE Australia, brings into question their continued suitability to remain as an employee; or,

· Otherwise breaches the obligations created under this Code of Conduct.

Behaviour which is considered unsatisfactory will result in disciplinary action being taken against the employee and could lead to dismissal. 

Respect for the Rights of Others

As well as being expected to ensure satisfactory individual performance, all employees have a duty to contribute to the smooth functioning of the workplace by treating their supervisors, colleagues and members of the general public with courtesy and respect.  In meeting this obligation, all employees are expected:

· To avoid behaviour which might endanger or cause distress to other employees, clients, visitors; beneficiaries, counterparts, host government, donors, visitors or the public at large or otherwise contribute to disruption of the workplace; or,

· To respect the authority of supervisors; or 

· To refrain from allowing workplace relationships to adversely affect the performance of paid duties; or,

· To respect the privacy of individuals when dealing with personal information; or,

· Not to discriminate against, or harass, clients or colleagues because of their sex, marital status, ethnicity, disability or religious or ethical beliefs; or,

· To respect the cultural background of colleagues and clients in all official dealings; or,

· To have due regard for the safety of others in the use of company owned or leased property and resources.

· To exercise a duty of care for the welfare of colleagues in the workplace. 

Harassment

The harassment, in any form, of any fellow employee, clients, beneficiaries, counterparts,  host government,  donors, visitors or the public at large will not be tolerated.  Harassment shall be taken to generally mean Behaviour that makes another person feel unwelcome, offended, humiliated and / or intimidated.  These types of behaviour are not only unsatisfactory – they are illegal.

Sexual Harassment

Sexual harassment is a particular type of harassment; it is not about sexual attraction, it is about the abuse of responsibility, position and power. Sexual harassment may be physical, visual, verbal or non-verbal behaviour of a sexual nature that is uninvited and unwelcome.  Sexual harassment may take any of the following forms:

· Any demand for sexual contact as a condition of employment, promotion or any form of benefit; or,

· Criminal Behaviour such as sexual assault or obscene communications; or,

· Uninvited and unwelcome touching; or,

· Sexual comments, jokes, displays of sexually explicit material; or,

· Speculations about or intrusive questions about a persons private life; or,

· Sex-based taunts or insults; or, 

· Any other form of similar activity that makes another employee feel victimised.

Where an employee is found to have harassed, in any form, any fellow employee clients, beneficiaries, counterparts,  host government, donors, visitors or the public at large, the instigator/s of any such activity may be summarily dismissed.

E-mail /Internet / Telephone Calls

CARE Australia considers the content of any E-mail to be its property and reserves the right to access.  No employee may download material that is inappropriate at any time for any purpose.  Inappropriate use will include the use of internet or email to access or distribute material which would be regarded as being offensive or constituting the use of these for menace or harassment.  

As a rule, private e-mails and private telephone calls should be restricted and excessive use or abuse of the companies e-mail and telephone system may lead to disciplinary action. 

Copyright law is to be observed at all times in copying or distributing any material. 

Dress & Personal Appearance

All employees are expected to present themselves in a neat and professional manner, in keeping with the geographical and cultural environment in which they are employed. Standards of dress shall be appropriate to both the professional image of CARE Australia and the customs of the local business/government community.  

Principal Executives will set standards within the Australian office.  In all other workplaces the Country Director is responsible for determining appropriate standards.

Offers of Gifts or Gratuities

No employee is to abuse the advantages of their position for private purposes, or solicit or accept gifts, rewards, or benefits which might compromise, or be seen to compromise their integrity.

The line between token gifts of appreciation, and those which might compromise the recipient is often not easily defined.  However, as a general rule, a line may be drawn in situations where a gift (whatever its nature or value) could be seen by others as either an inducement or a reward which might place the employee under an obligation to a third party.

Any and all gifts exchanged within CARE as well as with other outside organisations and vendors shall be deemed appropriate to the circumstances and shall be token in nature (eg. less than AUD$50).

Unless culturally appropriate, gifts should not be presented to visitors to CARE offices or project sites.

The following procedures shall be followed when gifts are offered that have more than a token value:

· Staff members should advise vendors proposing gifts that CARE’s policy does not permit the acceptance of personal gifts and that they may like to consider a gift in kind to the organisation

· Gifts from donors or organisations properly belong to CARE and shall remain in a CARE office or installation.

· Gifts clearly intended for one individual may be purchased by that individual if they wish to keep the gift or the gift may be donated to CARE Australia.  Fair market value of the gift will be donated to CARE by the recipient of the gift.

Other gifts not covered by the above should be referred to the Principal Finance Executive for the correct treatment.

Individual Comment
Generally, all employees have the same rights of free speech and independence in the conduct of their private affairs as other members of the public.  However, they also have a duty not to compromise CARE Australia by public criticism of, or comment on, policies with which they have been professionally involved or associated.

All employees should therefore ensure that their contribution to any public debate or discussion on such matters maintains a level of discretion in regard to CARE Australia.

Official Public Comment 

CARE Australia has nominated spokespersons who are authorised to communicate with the media.  Unless specifically authorised, employees are not to communicate to the media any information concerning CARE Australia or its business activities.

Where a specific context renders publicity desirable or appropriate, the responsibility rests with the Principal Executive, in conjunction with the Senior Management team.  Media Guidelines are provided separately to the senior manager of each Country Office and are available to all employees on request.

Public Commitments

CARE Australia supports involvement in community activities through charitable, social or sporting bodies where conflict of interest is not involved.

Political Neutrality
CARE Australia is a non-political organisation and is not to be aligned with a particular political party either within Australia or within countries in which it operates.  Employees engaging in political activity do so at their own discretion and in a personal capacity.

If CARE Australia management deems an individual’s participation in political activities will imply association with CARE, management may not endorse such participation. In extreme cases severance may be considered.

External Communications
All reports prepared by CARE employee are for the use of CARE exclusively and remain the property of CARE Australia.  Therefore, whenever an employee prepares correspondence about a CARE program or project, CARE Australia retains ownership of the publication. 

Access for the use of all CARE Australia publications must be made in writing to the Principal Executive,  Marketing and Communications.

Prior to the publishing of any report it must first be approved for publication by the relevant Principal Executive.   A copy of the approved publication will be retained by the Principal Executive, Marketing and Communications.

Company Property/Confidentiality

As a general obligation, an employee must not disclose or use anything which could be considered intellectual property, other property, or confidential information belonging to CARE Australia without prior permission from the organisation or as required by law. It is unacceptable for employees to make unauthorised use or disclosure of information to which they have had access. 

The use of CARE Australia's assets for any unlawful, improper or personal use is strictly prohibited.

· No undisclosed or unrecorded asset shall be established or maintained for any purpose.

· No false entries shall be made in the books for any reason, and no employee shall engage in any arrangements that result in such a prohibited act.

· No payments shall be authorised or made in excess of those required in the ordinary course of business.

· No payments shall be approved or made with the intention that any part is to be used for any purpose other than described in the supporting documents.

· No arrangements shall be made for undisclosed rebates to either CARE or any officer, employee or agent.

· Depending on the circumstances of the case, the unauthorised disclosure of information or unauthorised use of company property may lead to disciplinary action, including dismissal.

Possession of Firearms

It is CARE Australia’s policy that it’s employees and consultants do not carry firearms or other weapons.   Possession of a weapon is grounds for summary dismissal.

Regulations and Legal Requirements

Employees are expected to follow the regulations listed in relevant manuals and guidelines, and to comply with legal requirements of the country of operation.

Attachment 10 – CARE Australia CODE OF CONDUCT FOR THE PROTECTION OF THE CHILD AND COMMUNITY PARTNERS 

Care Australia

CODE OF CONDUCT

For the Protection of the Child and Community Partners

INTRODUCTION

CARE’s capacity to ensure the protection of and assistance to the children and community partners that we work with, depends on the ability of its staff to uphold and promote the highest standards of ethical and professional conduct. We, the staff members of CARE, are personally and collectively responsible for maintaining these standards. Managers have a particular responsibility to uphold these standards, to set a good example, and to create a working environment that supports and empowers staff. 

It is recognised that CARE’s work often puts its staff in positions of power in relation to its children and community partners that we work with.  Staff have an obligation not to abuse this power. 

This Code of Conduct is intended to serve as an illustrative guide for staff to make ethical decisions in their professional lives, and at times in their private lives. 

While acknowledging that local laws and customs may differ from one country to another, the Code of Conduct is based on international legal standards. 

The Code applies to all CARE staff members, who will be requested to sign it.  Any breach of the Code of Conduct will be seen as a serious concern and may result in disciplinary action or dismissal, in accordance with CARE’s disciplinary procedures. Persons holding a CARE consultant contract and interns will also receive the Code and be requested to confirm that they uphold its standards as far as applicable to their status. 

All CARE staff are responsible for encouraging, advocating and promoting the dissemination of the Code of Conduct. They also have a role in implementing, monitoring and enforcing its standards. Staff are also urged to encourage partners to adhere to these standards and to join CARE staff in upholding them. 

COMMITMENT TO CARE CODE OF CONDUCT

For the protection of the Child and Community Partners

As a staff member of CARE, I commit myself to:

1. Treat all children and community partners fairly, and with respect and dignity.

I will always seek to care for and protect the rights of children and community partners, and act in a manner that ensures that their best interests shall be the paramount consideration.

If my job involves direct work with children and community partners, I will meet with them regularly, in order to fully understand their experiences and needs, and to explain the role of CARE and the scope of its work.

2. Uphold the integrity of CARE, by ensuring that my personal and professional conduct is, and is seen to be, of the highest standard. 

I will demonstrate integrity, truthfulness, dedication and honesty in my actions. I will be patient, respectful and courteous to all persons with whom I deal in any capacity, including children and community partners, governments and donors. 

I recognise that my personal conduct will reflect on CARE’s reputation and may impact on community perceptions, therefore I will refrain from inappropriate behaviour  that may be compromising or detrimental to CARE.
3.  Safeguard and make responsible use of the information and resources to which I have access by reason of my employment with CARE.

I will exercise due care in all matters of official business, and not divulge any confidential information about a child, community partners,  colleagues and other work-related matters in accordance with the staff regulations and rules and current guidelines.

I will protect, manage and utilise CARE human, financial and material resources efficiently and effectively, bearing in mind that these resources have been placed at CARE's disposal for the benefit of the child and community partners.

4. Prevent, oppose and combat all exploitation and abuse of the child and community partners.

I undertake not to abuse the power and influence that I have by virtue of my position over the lives and well-being of the child and community partners.

I will never request any service or favour from a child or community partners in return for protection or assistance. I will never engage in any exploitative relationships – sexual, emotional, financial or employment-related – with a child or community partners. 

I recognise that there is an inherent conflict of interest and potential abuse of power in having sexual relations with members of communities with whom we are directly working.   Should I find myself in such a relationship with a a community member that I consider non-exploitative and consensual, I will report this to my supervisor for appropriate guidance in the knowledge that this matter will be treated with due discretion. I understand that both my supervisor and I have available to us normal consultative and recourse mechanisms on these issues.

I will act responsibly when hiring or otherwise engaging a community member for private services (e.g housekeeping). I will report in writing on the nature and conditions of this employment to my supervisor. 

5. Refrain from any involvement in criminal or unethical activities, activities that contravene human rights, or activities that compromise the image and interests of CARE.

I will neither support nor take part in any form of illegal, exploitative or abusive activities, including, for example, child labour, child pornography and trafficking of human beings and commodities. 

As CARE is committed to the highest standards of protection and care for children, I am aware that I am expected not to engage in sexual activities with any person under the age of 18. 

 ( Note: This, of course, does not apply to staff who, in accordance with laws and customs of their country of origin and/or host country, may have a consensual relationship and/or be married to someone under 18.   International staff members, however, should not take advantage of local customs in this regard.  Where doubt exists, staff are encouraged to consult with the HR Director).

Attachment 11- Information on Adoption of Sexual Harassment/Exploitation by CARE international Country Offices

	RMU
	Lead Member
	Country
	Policy exists for staff
	Policy exists that covers program participants

	ARMU
	USA
	Afghanistan
	Yes
	Yes

	
	USA
	Bangladesh
	Yes
	Yes

	
	USA
	India
	Yes 
	No

	
	USA
	Nepal
	Yes
	Yes

	
	USA
	Philippines
	Yes
	Yes

	
	USA
	Sri Lanka
	Yes
	Yes

	
	USA
	Tajikistan
	Yes
	Yes

	
	Australia
	Cambodia
	Yes
	Yes

	
	Australia
	Laos
	No Information
	No Information

	
	Australia
	Myanmar
	Yes
	Yes

	
	Australia
	Vietnam
	Yes
	No

	
	Canada
	Indonesia
	Yes
	Yes

	
	Canada
	East Timor
	No Information
	No Information

	ARMU Total
	
	13
	11
	9

	
	
	
	
	

	ECARMU
	USA
	Burundi
	Yes
	Yes

	
	USA
	DRC
	Yes
	Yes

	
	USA
	Eritrea
	Yes
	Yes

	
	USA
	Ethiopia
	Yes
	Yes

	
	USA
	Rwanda
	Yes
	Yes

	
	USA
	Somalia/ South Sudan
	Yes
	Yes

	
	USA
	Sudan
	Yes
	Yes

	
	USA
	Tanzania
	Yes
	Yes

	
	USA
	Uganda
	Yes
	Yes

	
	Canada
	Kenya
	Yes
	Yes

	ECARMU Total 
	
	10
	10
	10

	
	
	
	
	

	LCARMU
	USA
	Bolivia
	Yes
	Yes

	
	USA
	Ecuador
	Yes
	Yes

	
	USA
	El Salvador
	Yes
	Yes

	
	USA
	Guatemala
	Yes
	Yes

	
	USA
	Honduras
	Yes
	Yes

	
	USA
	Nicaragua
	Yes
	Yes

	
	USA
	Peru
	Yes
	Yes

	
	USA
	Haiti
	No Information
	No Information

	
	Canada
	Jamaica
	No Information
	No Information

	
	Canada
	Colombia
	No Information
	No Information

	
	Canada
	Cuba
	No Information
	No Information

	LCARMU Total
	
	 11
	7
	7


	
	
	
	
	

	SWARMU
	USA
	Angola
	Yes
	Yes

	
	USA
	Cote d’Ivoire
	Yes
	Yes

	
	USA
	GOG
	Yes
	Yes

	
	USA
	Liberia
	Yes
	Yes

	
	USA
	Madagascar
	Yes
	Yes

	
	USA
	Malawi
	Yes
	Yes

	
	USA
	Mali
	Yes
	Yes

	
	USA
	Mozambique
	Yes
	Yes

	
	USA
	Niger
	Yes
	Yes

	
	USA
	SA/ Lesotho
	Yes
	Yes

	
	USA
	Sierra Leone
	Yes
	Yes

	
	Canada
	Cameroon
	 No Information
	No Information

	
	Canada
	Chad
	Yes
	Yes

	
	Canada
	Zambia
	Yes
	Yes

	
	Canada
	Zimbabwe
	Yes
	Yes

	SWARMU 
	
	 15
	14
	14

	
	
	
	
	

	MEERMU
	USA
	Egypt
	Yes
	Yes

	
	USA
	Georgia
	Yes
	Yes

	
	USA
	Kosovo
	Yes
	No Information

	
	USA
	WB/Gaza
	Yes 
	Yes

	
	Canada
	Bosnia/Serbia/Croatia
	No Information
	No Information

	
	Canada
	Russian Federation
	No Information
	No Information

	
	Canada
	Albania
	No Information
	No Information

	
	Australia
	Jordan
	No
	No

	
	Australia
	Yemen
	No Information
	No Information

	MEERMU Total
	
	9
	4
	3

	TOTAL 
	
	58
	Yes – 46

No –  1

No Information - 11


	Yes – 43

No - 3

No Information - 12


Note – One Country Office may be managing more than one country operations; This table is based on the information received by us as of Jan 31, 2006
Attachment 12
GUIDELINES TO COUNTRY OFFICES TO CONTEXUALIZE CARE USA’s POLICY/CODE OF CONDUCT AND ACCOUNTABILITY TO COMMUNITIES AND PROGRAM PARTICIPANTS REGARDING HARASSMENT AND EXPLOITATION

INTRODUCTION

You have received CARE USA’S POLICY/CODE OF CONDUCT AND ACCOUNTABILITY TO COMMUNITIES AND PROGRAM PARTICIPANTS REGARDING HARASSMENT AND EXPLOITATION.  This policy (attached as appendix 1) clearly supports CARE’s vision and principles and demonstrates CARE's commitment to rights-based programming and in ensuring that we do our best to uphold the values of dignity, security, equity, justice and worth of every human being.  

Given the strong class difference between CARE/ partner staff and beneficiaries from poor and vulnerable communities, there is high potential for staff to misuse their power and control over resources to exploit the project beneficiaries and participants. Many staff are not aware of their power and how they may be perceived by the participants – all of us have blind spots, no matter how sensitive we are – we need to stretch ourselves constantly to cover those blind spots. Even the best-intentioned staff may not see themselves as perpetrators. While we recognize that there are many other forms of exploitation and abuse of power that need to be addressed, the primary focus here is on sexual exploitation, which is one of the most severe forms of abuse that requires serious attention. 
The existence of a CARE USA policy/Code of Conduct is only one of the first steps towards achieving CARE’s goals.  While there are international norms defining unacceptable human behavior (found in international laws), sexual exploitation is a complicated, sensitive and taboo subject, difficult to discuss openly in most cultures and often difficult to prove. To be effective, each country office needs to adapt and distribute the policy, provide training and resolve complaints in a meaningful way.  Attached is a framework with guidelines that may assist country offices in the effective adaptation and implementation of this policy/ CoC.

The framework is divided into 3 broad parts – I, II and III.  The work required in Part I is focused on formulation and adoption of policies and procedures and warrants immediate actions to be completed by June 2004. Part II (implementation of the policy) and Part III (integration into broader organizational context and practices) require long-term efforts to support effective implementation of the policy and procedures to achieve CARE’s goals of preventing and responding to all forms of sexual discrimination, harassment and exploitation of program participants. However, it is important to remember that Parts I, II and III are not necessarily mutually exclusive or sequential. Additional guidelines will be developed and shared for Part III as required.

CARE’S Framework for Prevention and Response to Sexual Exploitation of Program Participants in line with 

Care International’s Vision and Principles









ALWAYS REMEMBER ---  “Sexual exploitation/harassment is not about SEX, it is about POWER”

CARE’s Framework for Prevention and Response to Sexual Exploitation of Program Participants in line with CARE International’s Vision and Principles





I.1. 
Process considerations to Contextualize Policy/ Code of Conduct

· Each Country should review the CARE USA policy/CoC and make revisions to definitions of key terms and procedures that address the cultural and legal context unique to the country.  These revisions should be made following a due process of consultation and discussion with staff, partners, and communities. 

· Hold discussions with staff representatives across all levels and functions– select the right facilitators as well as form appropriate groups of staff to promote honest and open discussions. 

· Ensure that the policy/ CoC covers individuals outside of CARE who discriminate, harass or exploit project participants while they are on a CARE job. 

· Identify financial and human resources required for ensuring due process and quality of work – free-up time for staff to participate in awareness sessions and to carry out additional responsibilities, if any.

· Consider using external resource persons to facilitate discussions and to bring in an expert perspective and experiences of other organizations.

· Build on CO experiences with developing and implementing policies to prevent sexual harassment and exploitation of CARE staff.

· Learn from the protection policies and practices of other NGOs in your country/region and international development organizations. (See appendix 2 for a list of resources and references)
· Hold discussions on the subject and encourage partners to adopt similar policy/CoC for their staff. Find ways of including text in contract agreements to hold partners’ accountable for the same CoC. 
· There may be a need to develop a separate child-centered policy to protect children. Reporting and investigation mechanisms would have to be different from those instituted for women.

· Do not take stern/harsh disciplinary actions against the complainant in case the allegation is found to be untrue after investigations, unless the malicious intention of the person is established clearly during investigations.

· Ensure adequate protection is provided to the victim, complainant and witnesses during investigation period. Provide, if possible, protection from retaliation even after the investigations. 

I.2. 
Considerations for establishing effective reporting mechanisms and investigative procedures

· Carefully consider cultural context and its implications and accommodate them in the investigation process and interviews –where, when, who and how.

· Institute permanent structures for reporting and investigation of allegations of exploitation or harassment. Include an individual or organization, external to CARE, as third party presence is found to encourage reporting of incidents.

· However, do not rely only on ‘formal’ reporting mechanisms (that depends on hierarchical and/or written communication).  Experience shows that if the reporting mechanisms are too formal, it may actually reduce the number of cases reported. Include informal reporting mechanisms such as confidential drop box or verbal communication to any trusted staff person.

· Consult with communities on ideas for confidential reporting mechanisms and investigative procedures.

· Build on the experience of the confidential mechanisms put in place for reporting catastrophic illness and/ or sexual harassment of CARE staff.

· Learn from the protection/sexual harassment policies and practices of other NGOs. (see appendix 3 and 4 for specific examples).
· Pay attention to the sensitivity, trust and capacity of the persons designated to receive complaints and of the affected beneficiaries.

· Specify a time-period within which investigation must begin and be completed.
· Select investigators who are objective and not involved in the circumstances surrounding the complaint. 

· Given that international staff may not have employment contracts with the local country office, clarify the procedure for receiving and investigating complaints, where, international staff is either making a complaint or is the subject of a complaint.

II.
Implementation of the Policy/ CoC

The adoption of the Policy/CoC should be swiftly followed by a rollout strategy. The implementation of the policy/CoC must start with building awareness and commitment among leaders followed by training all staff to ensure that they have an understanding of what constitutes sexual exploitation and why it is a zero tolerance behavior. This includes workshops (to be conducted in every program country/ field or project office) for all concerned staff about the enhanced duties and responsibilities introduced by the policy/CoC. A separate strategy needs to be developed for the training and support of partner agency staff and program participants.

II.1.   Build staff awareness and capacity through communication and training 

· The Country Director should communicate the policy/CoC to all employees emphasizing senior management support.

· Human Resources, senior management staff should meet with all managers and staff to discuss the policy/CoC, answer questions, encourage compliance and emphasize executive support.

· Ensure that all new staff members and short-term consultants are screened for their suitability to work with vulnerable program participants This can be enhanced by incorporating specific exploitation related questions in pre-recruitment reference requests. We should strive to have gender balance in project/camp staff.

· Distribute and discuss the policy/CoC in employee orientation to sensitize new staff entering the organization and to reinforce its importance with the old staff.

· Translate the policy in the national/local languages to ensure wider understanding and effective adoption.

· Hold training and sensitization workshops that accompany distribution of the policy/CoC to all staff.

· Each employee should sign an acknowledgement of receipt of the policy/CoC and attendance at training.  (See attached CARE USA form as a part of appendix 1)
· Provide additional training/ coaching to staff responsible/designated for receiving and/or investigating complaints.

II.2.  Create awareness and empower communities/ program participants  

· Invest in empowering communities to know what is appropriate behavior and make CARE’s principles and policies transparent. 

· Develop and implement community education and awareness activities with due consideration to the cultural context including language and literacy level as well as any power imbalances.

· Identify programs with higher risk of sexual exploitation e.g. high commodity transfer, IDPs/communities in conflict to initiate/pilot community level activities.

· Communicate clear referral systems in each setting so that the victim/survivor knows where to receive assistance and receives that assistance in a timely manner.

· Create a safe and trusting environment for project participants and staff to feel comfortable in using the reporting mechanisms and talking about incidents of sexual exploitation.

· In countries where CARE works with large groups of vulnerable beneficiaries, such as refugees and IDPs, as also food insecure populations, recently resettled communities, child headed households, street children, etc. greater care should be taken to ensure that efforts are made to raise program participants’ awareness of their rights. For example, permanent signs could be displayed in refugee camps clearly stating beneficiaries’ entitlement to food and non-food items and emphasising that these goods are free and nothing is expected of refugees in return for them. 

· Increased monitoring and evaluation of programmes, involving members from the beneficiary community have also shown to improve standards of accountability.

II.3.
 Develop mechanisms to monitor policy implementation and compliance

· Designate a staff person to co-ordinate the implementation and monitoring of the policy. 

· Identify clear responsibilities for each manager/staff to comply with the policy and include it in Job Descriptions and Individual Operating Plans.

· Institute a committee to monitor/ review the status of the policy and its implementation at regular intervals. Consider including a representative of a peer NGO or an external consultant/ gender expert in the committee to get an outsider’s view.

· Develop a follow-up plan after evaluation to address the weaknesses identified in the policy or its implementation during the evaluation.
· Set up a periodic forum for program participants to share how safe and empowered they feel to report and follow-up on complaints.
· Set up informal feedback mechanisms (e.g., confidential drop box for soliciting staff suggestions/ observations about compliance or the designated person, periodically.)

Attachment 13 - CARE BAngladESH Code of Conduct and Accountability to Program Participant/ Communities Regarding Harassment and Exploitation
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CARE Bangladesh

August 2004
Introduction

It is only in recent times that women have come out in large numbers to the public sphere in pursuit of employment and livelihood opportunities.  Thus the history of women and men working together in the same environment is still fairly new.  The expansion of NGO work during the 1980s created the opportunity for a large number of women to work along side with men in the area of development.  In the beginning the subject of working together was not easy.  The prevailing dominant perception was that women should be looking after home, husband and children.  At best, they could teach in a school or in some other welfare-oriented activity.

Changing this traditional attitude of male colleagues and other men in society was a daunting task.  Whenever the numbers of women at work increased, women became more confident to raise their voice and speak about the challenges of gender dynamics in the workplace. Due to the combined efforts of women’s activist group and donors, women’s concerns about the workplace were taken seriously and processes initiated to resolve them.  Women defied pre-existing notions and crossed the cultural barriers and moved steadily forward to work in traditional and non-traditional areas.

The Platform for Action (PfA) adopted by the Fourth World Women’s Conference in Beijing in 1995 and the National Women’s Development Policy of the Government of Bangladesh (GoB) motivated both government and non-government agencies to prepare gender policies for their organizations.  The lack of protective measures for women in the work-place was acknowledged and the issue of sexual harassment was included in these policies.

In 1999 CARE Bangladesh also developed a gender policy for its staff.  In 2000, CARE Bangladesh has incorporated into its personnel policy a section on sexual harassment grievance and has laid down clear procedures for grievance handling.  Through this policy it has been addressing and handling issues of sexual harassment and exploitation pertaining to its staff.  Currently CARE Bangladesh has taken an initiative to adapt CARE’s global Code of Conduct that will include program participants, community and associates for Bangladesh.

CARE Bangladesh believes that all individuals have the right to work and do business in an environment free from intimidation, harassment and exploitation.  Accordingly CARE staff are obliged to create and maintain an environment that prevents exploitation and abuse and promotes the implementation of the Code of Conduct.  If any staff of CARE or its partner organizations behaves in a manner that violates this Code, CARE will investigate and as appropriate, take disciplinary action.  In the event any staff of CARE or its partner organizations is subject to such behavior due to their official responsibilities, CARE will pursue an investigation and as appropriate, pursue disciplinary action through relevant authorities and channels.

Definition 

Harassment

Harassment means any unwelcome comment or behavior that is offensive, demeaning, humiliating, derogatory or any other inappropriate behavior that fails to respect the dignity of an individual.  The behavior or comment can be expressed verbally or non-verbally.

Verbal conduct which can be described as harassment include but are not limited to the following: threats, derogatory or offensive remarks, name calling, any other demeaning or inappropriate comments may be described as harassment.

Non-Verbal conduct which can be described as harassment include but are not limited to the following: leering, gesturing, displaying or distributing offensive or sexually explicit objects or pictures, cartoons, graffiti, posters or magazines.

CARE Bangladesh prohibits harassment of any staff, program participants, partner, vendor or other individual visiting or doing business with CARE Bangladesh by CARE staff.

Some examples of culture-specific harassment behavior are described below.  These can help to understand what others, particularly those in less powerful or subordinate positions perceive as harassment.  However, it is important to remember that these are only some examples and that harassment behavior is not restricted to the examples below.

	Verbal Conduct
	Non-verbal Conduct

	( “I will teach you a good lesson.”

( “I must stay [have sex] with you at least once.” 

( “Sister, can I open your bag to see what is in there.”

( “If you don’t behave we will shut down the centre.”  

(Reprimanding outreach workers if they identify themselves as CARE staff.  

(When male staff appear to tower over the program participants and speak in a domineering manner . 

(When men sing songs as women pass by.

(When male colleagues are with female colleagues and pass comments at other girls/women who are not CARE staff.

When male colleagues express regret at not being able to select or recruit young and pretty women.

Asking women to wear pretty clothes.

When male staff spend more time than necessary at household’s of project participants who have teen-aged daughters.


	(During training sessions in the summer, male facilitators often unbutton their shirts and push it towards the back exposing their chest and shoulder.

(Blowing smoke on a woman as they listen to her.  

(During training on reproductive issues, when male facilitators demonstrate the reproductive and sexual organs.  

(Grabbing the handle of women’s motor cycle when they are getting ready to leave.  This often happens to women staff of CARE by men in the community who are related to women program participants and associates.

(Sudden or informal visit to woman participant’s household by male staff

(During program visits, when man stand very closely over women.

( When women go to the toilet, particularly women staff or participants during training, knocking on the door or locking the door.

When men put an arm around the women on the pretext of teaching her to write or demonstrate something new.

Directly collecting a pen that is clipped on t o the woman’s dress or blouse encroaching on the woman’s physical space.

Holding the woman’s hand longer than necessary for matters such as thumb-print.


Exploitation

Exploitation is using one’s position of authority, influence or control over resources to pressure, force or manipulate someone to do something against their will. This includes threatening to withhold project assistance, threatening to make false claims about a person in public, or any other negative repercussions in the work place or community. 

CARE Bangladesh prohibits exploitation of any staff, program participants, partner, vendor or other individual visiting or doing business with CARE Bangladesh by CARE staff.

Some examples of culture-specific exploitative behavior are described below.  These can help to understand what is considered exploitation. However, it is important to remember that these are only some examples and that exploitative behavior is not restricted to the examples below.

· Unnecessarily detaining women staff after office hours.

· Male staff sometimes use outreach workers as pimps.

· Male staff does not pay sex-workers, who are also outreach workers of CARE, after procuring sexual services from them.

· CARE Outreach workers do not receive any wages if they are picked up by the police while on duty as outreach worker.

· Outreach workers do not get paid for working on holidays nor is this acknowledged in the attendance register.

· RMP workers have to accept without protest whatever the male supervisors and UP Chairman state regarding their job responsibilities.

· If women protest or say that they will file a complaint, they are threatened, for example with acid throwing.

· Program participants or their children are sometimes engaged to do domestic chores without pay.

Sexual Harassment

Sexual harassment means any unwelcome sexual advance, comment, expressed or implied sexual demand, touch, joke, gesture, or any other communication or conduct of a sexual nature, whether verbal, written or visual, by any person to another individual within the scope of CARE’s work.  The definition includes sexual harassment that is directed at members of the same or opposite sex and includes harassment based on sexual orientation.  CARE prohibits sexual harassment of any individuals, employee or program participant, regardless of their work relationship by CARE staff.
Sexual harassment can be verbal, physical or visual.  Some examples of culture-specific behavior of sexual harassment are described below.  These can help to understand what is considered sexual harassment. However, it is important to remember that these are only some examples and that sexual harassment is not restricted to the examples below.

	Verbal Conduct
	Physical Conduct
	Visual Conduct

	· People in the community make unkind remarks when they see female program participants with male staff of CARE.
· Making jokes such as “that sister has big chest” or saying, “we are close.”
· CARE staff introduce outreach workers by saying, “They are sex-workers.  They work with us.”
· When outreach workers make request for festival bonus, they are told, “why do you need a bonus?  you have a lot of ‘other’ income.”
· Comments directed to outreach workers, such as “fucked up”, “Bad goods”, “She is tight.”
· Sexually implicit comments such as: “Stick it in the hole,” “Put it in well”, “Sit and stick it”
· Singing songs which have vulgar words or sexual implications.
· “You will never amount to anything in life.  That’s why you are sex-workers.”
· Sexual remarks are made to outreach workers and women staff of CARE when they go to open bank accounts for the outreach workers.
· Discussing sexual scenes from movies and giving explicit interpretations.
· Making specific compliments, “your eyes are beautiful.”
· Making comments about the daughter of the program participant’s daughter: she looks so young and fresh (kochi kochi laage)
	· Making jokes about spare tire and reaching out to touch the abdomen.
· Giving blessings by inadvertently running hands through hair and back.
· Touching women staff, especially by the male supervisor or boss.
· Going physically over women staff to collect things.
· When traveling together by rickshaw or vehicle, elbowing or rubbing at the knees or rubbing against the body.
· Going close to women and rubbing against them.
· Pushing women while walking.
· Calling or drawing attention by touching women.
· Holding on to women’s hands.
	· Staring /ogling
· Showing tongue
· Attracting attention by clapping and whistling
· Winking and leering
· Deliberately exposing indecent or naked pictures from papers and magazines.
· Physically blocking women as they move through stairs or corridors or open paths.
· Male staff zipping their pants as they come out of the toilet.
· Male walking about with their fly open.
· Itching sexually potent parts of the body.
· Making indecent gestures and lifting the lungi
· Pulling women’s scarf or orna


Sexual Exploitation

Sexual exploitation means pressuring or demanding individuals (staff, program participants, beneficiaries or associates) to provide sexual favors against their will, with the threat of denying or depriving staff development opportunities, promotions, project assistance, withholding work support, or any other negative repercussions in the workplace or community.  

CARE Bangladesh prohibits sexual exploitation of program participants, partner, vendor or other individual visiting or doing business with CARE Bangladesh by CARE staff.

Some examples of culture-specific sexual exploitation are described below.  These can help to understand what is considered sexual exploitation. However, it is important to remember that these are only some examples and that sexual exploitation is not restricted to the examples below.
· Offering special benefits (including money, employment, goods or services) in exchange for expressed, implied or demanded sexual favors.

· Threats or insinuations that an individual’s refusal or unwillingness to submit to sexual advances or demands will affect the person’s entitlement to project assistance and support.

· Actual or threatened physical contact or conduct, such as patting, pinching, blocking movements or any other offensive touching.

   An example of sexual harassment and exploitation:

	Sima, is an eighteen years old.  She works as a floating sex worker in the Farmgate area of Dhaka. For sometime a male and female extension worker of an office have been approaching her to find out more about the sex workers in that area.  At first Sima was not sure if she should share information with them or not. They later explained to her that her name would not be used anywhere and that there was nothing to worry. Through this exchange she developed a good rapport with the woman extension worker.  After sometime the extension worker informed Sima  that their project proposal had been approved and  they would be working regularly with sex workers. In fact, she said, some  sex workers would be selected to work on a daily basis. The women extension agent encouraged Sima to become an outreach worker.  She told Sima that she could participate in the interview process.  Accordingly, Sima prepared for the interview and went to the interview as per schedule.   When Sima was called, she went in.  The recruiting officer after exchanging a few words said, “I will have to examine whether you are a sex worker or not. It is not possible to hire you without this exam.” By saying this he coerced her into having sex with him.


Harassment and Exploitation of Children

As a group, children (persons under the age of 18) are probably the most vulnerable to harassment and exploitation; CARE staff are expressly prohibited from harassing or exploiting children. Because children are so vulnerable to abuse and exploitation, sexual relationships between adult CARE staff and children is prohibited. 

Some examples of sexual harassment of children are described below.  These can help to understand what is considered sexual harassment of children. However, it is important to remember that these are only some examples and that sexual harassment is not restricted to the examples given below.
 Putting pressure on parents by saying - She has come of age- get her married soon
 Male staff eyes the daughters when they go to visit the mother.
 Teacher/tutor make advances while teaching by holding hands/hugging/ the student
 Teachers run their hands on the back in seemingly innocent gesture, but it makes the girls very uncomfortable.
 Male members of in-law’s family make jokes and press on the girls .
 Older men wave their tongues at the girls
Sexual or Romantic Relationship with Project Participants

CARE strongly discourages staff from engaging in sexual or romantic relationships with members of communities with whom they are directly working. This is because as employees of CARE, each staff member has potentially greater access to goods, services and power than members of the program participant community, which could be used to pressure or exploit them. However, it is recognized that CARE employees are often also members of the program participant community, and therefore may be married or have long-established romantic relationships in the program participant community. It is expected that all employees will exercise discretion, professionalism and good judgment when there is a romantic relationship between CARE employees and program participants. Should somehow a romantic relationship develop, the CARE employee is expected to make this relationship known to their supervisor, who will then determine if the current work arrangement is appropriate.

CARE staff are strongly discouraged from getting involved in any sexual act or relation with outreach workers.

Staff Accountability 

All staff will be individually held accountable for their knowledge and adherence to CARE`s code of conduct and accountability to program participant communities regarding harassment and exploitation. At the same way they will be accountable to inform the partner NGO/program participants about the same.  

Reporting Harassment and Exploitation

All employees have an obligation to report harassment of any from and exploitation, if they believe any of these three forms of abuse have occurred in the course of duty within the workplace or in program communities, if they observe such conduct, or if they receive any information about such conduct. Harassment of any form or exploitation must be reported immediately.

If program participants, associates or beneficiaries are harassed by CARE staff: 

 The victim or complainant can approach the Office manager of the respective Filed Office/Gender Focal Point

 The Gender Coordinator in the country office by mail or mobile phone.

 Women field Supervisor / workers of the respective field

 Chief Executive or Head of partner organization 
If staff of Partner organization related to CARE project is harassed/ exploited by staff of CARE then where to report:

 The Country Director of CARE

 Local Gender Focal Point. In this case his/her duty will be try to solve it jointly with the concerned project of CARE.

 Office Manager 
 Dropping a complaint at the complaint box. 
 A person the complainant feel comfortable
If CARE staff is harassed by community member, complaints could be lodged with:

 Nearest Gender Focal Point

 Office Manager/ Project Manager/Team Office Leader

 Project Coordinator/Program Coordinator

 Human Resource General Manager

 Gender Coordinator 

 Country Director 

Investigation of complains

A confidential, impartial and prompt investigation of allegations of any form of harassment or exploitation will be conducted. The investigation may consist of interviews with witness, alleged person/s, the person/s who brought the allegation and others as appropriate, collection of information about the alleged conduct, gathering of documentation, or other procedures as appropriate. The individual alleged to have violated this CARE policy would have the opportunity to present his or her view of the events in question. Within a reasonable period after the investigation is completed both the complaining employee or program participant and the employee alleged to have violated this policy would be informed as to the results of the investigation. All records of the investigation will remain confidential.

Harassment and Exploitation complain could be formal and informal. If the complain is informal, it will also be accepted for investigation. But in this case one of the staff member as per the choice of the victim could be appointed for investigation.

The respective Team office / Field office will inform the issue to their respective project authority

( Field office management or central project management) and the project authority  will form a three (3) members committee ( one should be a woman) to investigate the case.  Based on the investigation report the project will take necessary decision involving Human Resource Department and Gender Unit. Gender Focal point of the respective Field office may be involved with the process. Written statements with signature from the interviewees should be undertaken for record.

Reprisal

CARE will not tolerate any form of coercion, intimidation, reprisal or retaliation against any employee who reports any from of harassment or exploitation, provides any information or other assistance in investigation.

Penalties for harassment, exploitation and retaliation

Any violation of this Code of Conduct and Accountability to program participant Communities Regarding Harassment and Exploitation will be considered an act of gross misconduct, and anyone subject to this policy who is found to have harassed, coerced, intimidated or retaliated against another in violation of this Code will be subject to prompt and appropriate disciplinary action, up to and including termination as defined in CARE’s HR policy and procedures. False claims of harassment, exploitation or retaliation in respect to this Code will be considered to be harassment or exploitation in itself and treated accordingly under CARE’s policies.

Annex:  I

Dissemination of code of conduct

Dissemination of code of conduct is very important and it could be in many ways such as-

· At time of induction for new employees

· The code of conduct will be part of new staff orientation program. 

· It should be included as a component of all training imparted for staff and project participants, specially in the beginning, when people are still unfamiliar with the Code.

· Staff should (both new and old staff) sign this code of conduct during signing their employment contract with the organization.

Implementation of the Code of Conduct

To implement the Code of Conduct it should be widely publicized and CARE Bangladesh should make it part of all its contracts and Memorandum of Understanding with partner organizations and service agencies.  Particularly with partner organizations, projects should include orientation sessions on the Code of conduct while Partnership Advisor and Gender Coordinator should be involved and consulted for ensuring that this issue is internalized by partner organization. 

Training should be provided to women and men so as to avoid sexual harassment.  Women staff  need to provide training on coping with sexual harassment informally, when the matter is still an issue of discomfort. 

All staff should as part of their routine field visits learn to ask sensitively about this issue and find out problems.  Women staff should be given special training on listening skills, as women find it easier to talk to women.

The Code should be reviewed every two years to adjust with changing perspectives.

Annex: ii

Agreement to Abide by CARE’s Code of Conduct and Accountability to Program Participants
I have read, understood and agree to abide by the contents of CARE’s “Code Of Conduct And Accountability To Program Participant/Communities Regarding Harassment And Exploitation” as described in the attached document.

Signature:

_____________________________________

Date:  ________________

Please print your name:_______________________________

Attachment 14 - CARE SIERRA LEONE POLICY ON DISCRIMINATION, HARASSMENT & EXPLOITATION
Consistent with CARE’s vision, mission and core values of respect, integrity and accountability, as well as the Country Office’s commitment to diversity, we seek to create and maintain an organizational environment that is free of discrimination, harassment & exploitation, and to ensure the same in all of our work with communities and partners.  This is critical to our effectiveness as an organization. Each member of the community with whom CARE works or provides assistance must have CARE’s utmost assurance that they will not be subject to any form of discrimination, harassment or exploitation.  Equally, each CARE Sierra Leone (SL) employee must have the opportunity to contribute fully to CARE’s mission in a work environment that is free from all forms of social discrimination. To fulfill these aims, CARE SL expressly prohibits and will not tolerate any form of discrimination, harassment, or exploitation, be it physical, sexual or psychological, based upon race, colour, religion, national origin, sex, age, sexual orientation, marital status, disability, or social status.

Definition of Discrimination

Discrimination means exclusion of, treatment of, or action against an individual based on socio economic status, race, ethnicity, colour, religion, gender, sexual orientation, age, marital status, national origin, or physical/mental disability.  Discrimination includes harassment and exploitation as defined below.

Definition of Harassment

Harassment means any unpleasant comment or behaviour that is offensive, demeaning, humiliating, insulting, or any other inappropriate behaviour that fails to respect the dignity of an individual.  Harassment can be committed by or against any beneficiary, partners, employee, vendor or other individual visiting or doing business with CARE.  Examples of harassment include, but are not limited to:

· Repeated verbal conduct such as threats, insulting or deliberately offensive remarks e.g. you are stupid, you can’t do anything right etc, name calling, slurs, jokes or degrading words used to describe an individual or individual characteristics in general, or any other demeaning or inappropriate comments;

· Deliberate offensive remarks in writing (letters, memos, emails, etc)

· Threats or insinuations that could affect an employee’s terms and conditions of employment, or a beneficiary’s entitlement to assistance

· Actual or threatened physical abuse or conduct

· Persistent, unpleasant comments or action becomes harassment. 

Definition of Exploitation

Exploitation is using one’s position of authority regardless of that person’s level in the organization, through influence or control over resources, to pressure, to force or manipulate someone to do something against their will or unknowingly, by threatening them with negative repercussions such as withholding project assistance, not approving an employee’s work support requests, threatening to make false claims about an employee in public, depriving someone of something that is rightful, etc.

Definition of Sexual Harassment & Exploitation

Sexual harassment means any unwelcome sexual advance, comment, expressed or implied sexual demand, touch, joke, gesture, or any other communication or conduct of a sexual nature, whether verbal, written or visual, by any person to another individual within the scope of CARE’s work.  Sexual harassment may be directed at members of the same or opposite sex and includes harassment based on sexual orientation.  Sexual harassment can occur between any one or more individuals, employee or beneficiary, regardless of their work relationship.  

Sexual exploitation means deliberately pressuring or demanding individuals to provide sexual favours against their will, with the threat of denying project assistance, withholding work support, threatening employment termination, or any other negative repercussions in the work place or community.  Examples of sexual harassment and exploitation include, but are not limited to:

· Offering special benefits to beneficiaries or employees in exchange for expressed, implied or demanded sexual favours;

· Threats or insinuations that an individual’s refusal or unwillingness to submit to sexual advances or demands will affect the person’s entitlement to project assistance and support, or terms and conditions of employment;

· Verbal conduct such as sexually insulting remarks, graphic verbal commentaries about an individual’s body or dress, sexually degrading words used to describe an individual, sexually suggestive or obscene letters, note, email or invitations, demeaning or inappropriate comments, name-calling, sexual remarks, jokes, sexual advances or propositions;

· Visual conduct such as leering, gesturing, displaying or distributing offensive objects or pictures, cartoons, graffiti, posters, or magazines;

· Actual or threatened physical contact or conduct, such as patting, pinching, block movements, or any other offensive touching.

Although social (meaning friendly not romantic) relationships between staff in the workplace, and between staff and community members are not considered to be sexual harassment, CARE SL does not permit supervisors, directly or indirectly, to supervise an employee with whom there is a romantic relationship. Similarly, CARE does not permit staff to engage in sexual or romantic relationships with members of communities with whom they are directly working.  Should somehow such a situation develop, the CARE employee is required to make this relationship known to their supervisor who will then determine if a suitable work rearrangement can be found. The whole purpose of these policy requirements is to protect the CARE employee and community member from perceptions of nepotism (favouritism) or of allegations of sexual harassment or exploitation.    It is expected that all employees will exercise 

discretion, professionalism and good judgement when there is a genuine romantic relationship between CARE employees. 

Staff Accountability for this Policy

All CARE SL employees are obliged to review, sign and adhere to this policy. An integral part of this policy is the Standard of Accountability to Community and Beneficiaries for all Humanitarian & Development Workers (see attached).  All staff will be individually held accountable for their knowledge and adherence to this policy and standards of accountability.

Reporting Discrimination, Harassment & Exploitation

All employees have an obligation to report discrimination, harassment of any form, and exploitation, if they believe any of these three forms of abuse have deliberately occurred in the course of duty within the workplace or in project communities, if they observe such conduct, or if they receive any credible information about such conduct  – either against another employee, against themselves, or against a project beneficiary. 

Discrimination, harassment of any form, or exploitation must be reported immediately either to:   

· The Admin & Finance Coordinator, 

· Human Resource Administrator, 

· Project Manager 

Once the report is received, the person being reported to is required to liaise with the other two people and they will conduct an initial interview with the complainant.  

They will liaise and set up an investigating panel of not more than 3 people giving due consideration to gender balance among the membership. The team will do the investigation and report to the three people mentioned above.  

In the case where a staff decides to make a report of allegations to the Admin & Finance Coordinator or the HRA in Freetown, the Mission will provide a flat transport rate based on the prevailing public transport tariffs to travel to Freetown to make such report.

The report may be verbal or in writing, and should provide details of what happened, including date, location and the name of the witness.

The initial report and all subsequent information developed will be held in the strictest confidence and will be disclosed only on a need-to-know basis in order to investigate and resolve the matter.

Investigation of Complaints

A confidential, thorough, impartial and prompt investigation of allegations of discrimination, any form of harassment and exploitation will be conducted.  The investigation may consist of interviews with witnesses and others as appropriate, collection of information about the alleged conduct, gathering of documentation, or other procedures as appropriate.  The individual alleged to have violated this CARE policy will have the opportunity to present his or her view of the events in question.  CARE will hold its determination until the investigation is completed. 

An investigation will commence immediately it is reported and once completed, action will be taken within 30 days.  

The investigating team will report and make recommendations to the Admin & Finance Coordinator, Human Resource Administrator and Project Manager and they will in turn report to the Country Director.  

The complaining employee or beneficiary and the employee alleged to have violated this policy will be informed as to the results of the investigation.  All records of the investigation will remain confidential.

Retaliation

CARE will not tolerate any form of coercion, intimidation, reprisal or retaliation against any employee who reports discrimination, any form of harassment, or exploitation, provides any information or other assistance in an investigation.

Penalties for Discrimination, Harassment, Exploitation & Retaliation

Any violation of this policy will be considered an act of gross misconduct, and anyone subject to this policy who is found to have discriminated, harassed, coerced, intimidated or retaliated against another person or person in violation of this policy will be subject to prompt and appropriate disciplinary actions within the parameters of  Section 296.4 of CARE-Sierra Leone’s Human Resource Manual :

	Allegations
	Outcomes
	Possible Penalties

	Sexual Harassment & Exploitation
	Confirmed
	Letter marked “Final Warning Letter”, or Termination or resignation

	
	Partially confirmed
	Warning letter or letter of apology

	
	Not confirmed
	Apology in writing

	
	False Allegation
	Termination or resignation

	Discrimination
	Confirmed
	Letter marked “Final Warning Letter” or termination or resignation



	
	Partially confirmed
	Warning Letter or letter of apology

	
	Not confirmed
	Apology in writing

	
	False Allegation
	Termination or Resignation

	Harassment
	Confirmed
	Letter marked “Final Warning letter”, Termination or Resignation

	
	Partially confirmed
	Warning Letter or apology

	
	Not confirmed
	Apology in writing 

	
	False Allegation
	Termination or Resignation


Revised: 18th June 2003

I have read, understood and agree to abide by the contents of CARE Sierra Leone’s Discrimination, Harassment and Exploitation policy as described above, and the attached Standards of Accountability to Community and Beneficiaries for all Humanitarian & Development Workers

Full Name:  ____________________________________________

Signed: ________________________________________________

Date: __________________________________________________

STANDARDS OF ACCOUNTABILITY TO THE COMMUNITY AND BENEFICIARIES FOR ALL HUMANITARIAN & DEVELOPMENT WORKERS IN SIERRA LEONE

When working with beneficiaries of humanitarian development assistance in Sierra Leone we must conduct ourselves in a manner befitting such a responsibility.

Humanitarian and development workers must:

1) promote fundamental human rights without discrimination of any kind and irrespective of sex, race, age, ethnicity, religion or political affiliation.

2) treat all persons with respect, courtesy, according to Sierra Leonean Law, International Law and local customs.

3) Never commit any act that could result in physical, sexual or psychological harm or suffering to individuals, especially women and children

4) Never condone or participate in corrupt activities or participate in the trafficking of children, women, drugs, diamond dealing and the trading of arms

5) Never abuse their position to withhold humanitarian development assistance, nor give preferential treatment, in order to solicit sexual favours, gifts of any kind, or advantage.

6) Ensure that confidential information, including reports of breaches of these standards by colleagues, obtained from beneficiaries or colleagues is channeled correctly and handled with utmost discretion.

7) Ensure that reports of breaches of these standards are immediately reported to the head of agency or human resources manager who is expected to take prompt investigative action.

8) Uphold the highest standards of efficiency, competency, integrity and transparency.

Attachment 15 - CARE Burundi Description of the Process to develop a Code and Summary of the Code

 Background

In 2002, CARE Burundi established its first ever strategic plan. During the planning process CARE Burundi adopted the CARE USA core values and added an additional one “diversity’. It was chosen as an important value both for the organization as well as in our programming. The CO understood that in order to eradicate poverty we needed to prevent all forms of injustice and discrimination within and outside the organization.

During the strategic planning process CARE Burundi used the different approaches such as RBA and GED were as references and tools in order to meet CARE’s global vision. Studies and evaluations were done to help us understand the causes of poverty in Burundi but also to determine a way forward for the CO. During the entire process lessons were gathered regarding our behavior in the workplace in order to ensure a working environment where staff, partners and other participants feel motivated and encouraged to fulfill their responsibilities to fight against injustice and poverty.

Why a Code of Conduct

Different studies that CARE Burundi has undertaken such as the Climate study, two MACO’s and the evaluation of our SMT indicated the existence in our organization certain undesirable behaviors which can block us from having a good working climate and organizational diversity.

 In addition, the existing Human Resource Manual had a paragraph about code of  conduct, but this paragraph was very limited and incomplete. The current or new code touches on many different aspects regarding the working environment and work with our partners. It can serve as a guide to both our staff, our partners and also in our social lives outside of working hours. 
 Different steps taken to develop the code.

In 2002 CARE USA organized a global training for staff in gender and diversity. Two staff from Burundi participated and following the workshop, they established a Gender and Diversity task force for the first time in CARE Burundi. This team had the responsibility of promoting a change process that would promote gender and diversity at all levels of the organization.

In 2003, a climate survey was conducted and the results were shared and various groups were established to put into place the recommendations from this survey. Several action plans were developed with the focus on including the participation of all staff. A central working group the CCGO was established to put into place the recommendations. This group of volunteers was the first time in Burundi that a working group was comprised of staff from all ethnicities, grades and male and female. 

Numerous recommendations were made to increase trust amongst staff, to improve decision making, to train staff in gender and diversity, etc.

Critical next steps included a training for all staff in gender and diversity in the work place. This training developed action plans for each office on how they could improve the working climate for all, in each office. In addition during the training staff indicated that there are Burundian proverbs that are related to CARE’s core values – and in fact that the values cannot really be called CARE’s but are the values that most honest and well meaning people should have. (note: most of the proverbs tended to be examples of negative behaviors rather than positive – examples are below)

Additional training in non-violent communication was also held for staff.  In addition, the SMT was evaluated and staff expressed their concerns that it was not representative nor transparent, a new decentralized structure was put into place for decision making at all levels. (see document on CHPD/UCPD).

Developing the final code

To develop the final code the actions plans from the G&D training and much of the previous work was brought together in a series of workshops held with a diverse participation of staff. The two workshops were then brought together by a workshop for a group of staff who had committed themselves to investing time and energy in making sure a solid code was developed that brought together the aspects from all the previous work, that was sensitive to the cultural environment in Burundi and respected CARE’s basic core values. 

Goal of the Code of Conduct

The Code of Conduct will serve as a tool, guide and reference to prevent, control and deliberate on cases of discrimination, exclusion, harassment, corruption and exploitation in all forms. Through this document, staff, partners and the populations with whom we work will be protected against behaviors that degrade their dignity.

Definitions, examples and proverbs  

The team chose the following themes to define, give examples and provide proverbs that are related to these themes. In addition desired behaviors were explained as well. A full explanation can be found in the French version. 

The themes defined are the following: Harassment, sexual harassment, exploitation, sexual exploitation, discrimination, exclusion and corruption.

In the section below some parts of the document have been translated.

Proverbs related to sexual harassment

In Burundian culture there are many proverbs that appear to justify certain behaviors that the code judges as sexual harassment and the disrespect of the women’s dignity and equality between the sexes. Some of the proverbs are the following

· Impfizi ntiyimirwa (men should not be limited in their sexual relationships)  

· Umukobwa ni akarago k’abaraye (girls are considered as creations to provide pleasure to men)  

· Umwonga umwe wonza inyoni (one sexual partner is not enough)  

· Umugabo yihandurira aho ahandiwe ( we resolve problems the moment their arrive even sexual desire)  

Discrimination
Discrimination was defined and separated into several categories – discrimination based on social status, gender, age and qualifications. Examples of discrimination based on social status were the fact that people refuse to share a meal with the Batwa or one gives job opportunities or contracts to people from your region of origin. Examples of discrimination based on gender were the fact that woman are not allowed to inherit land. Examples based on qualifications were people being refused a job because they did not have a certain level of education but they had all the competencies to do the job.

Several proverbs that once again reinforce a society of exclusion and discrimination were shared.

· Inkokazi ntibika isake iriho: The hen cannot sing in the presence of the rooster.

· Uwuguhana aragutwara : You do not discuss with your supervisor  

Exclusion

Some of the examples and proverbs of exclusion were similar to that of discrimination however, with a focus on social class. Examples provided were sensitive issues such as “ there are no senior Hutu’s in the army”. A particularly strong proverb that promotes a society of exclusion is the following: 

·   (amaboko  atareha  ntaramukanya : if you are not from the same social class you should not have the same advantages and should not be treated equally.  

Corruption

A general definition of corruption was made with a special note warning people to avoid favoritism. It warned that transparency in decision making was critical. It is critical to manage things in a clear and transparent manner so that it is clear that you are not involved in corruption. 

Relationships : sexual, of love and between friends

In this section it describes what is tolerated and not tolerated between staff, between staff and partner organizations. Advice is made on how to manage these relationships and make sure there are no conflicts of interest, that other staff are not frustrated by the relations, and that relationships are not exploitation or harassment (which is discussed in the various examples in the sections above).

Desired Behaviors

One whole section of the Code is about desired behaviors of staff. This chapter took the behaviors from the CARE USA competency guide for Diversity, Excellence,  Integrity and  Respect 

Procedures

The next chapter was on procedures for reporting, investigations and actions. Staff felt that it was critical that people had a chose of who to go to. Staff can go to anyone in the organization who they trust, the social committees in each office will be adapted in the next election to choose people who could play the role in managing any case, in addition members of  the decentralized decision making structure in each office could be approached as well. However, a strong note is made that it is preferred that staff resolve the problems between themselves and with the support of another neutral person – this is preferred to involving various committees. 

 Investigations:  

If a problem needs to be investigated to gather correct information this can be done but should not be made public etc. It should be done by a small confidential team. Any report will go directly to the Country Director. 

 Sanctions

Will be made following investigation and based on the Human Resource Manual

Appeals

If an employee, partner, businessman etc is not satisfied they can approach the elected staff representatives that are in each office. The staff representative will then discuss the matter with the Country Director.

Complaints that are not based on reality

If one staff member lies and falsifies an event the person lying can receive sanctions however, it is best to resolve between the two staff.  

Protection

This concerns the protection of the individuals involved and lists a series of measures regarding confidentiality of investigations, reports, documentation, etc 

Prevention

This section is based on a proverb that states    « Kuzitira utaronerwa » « protect the field before it is ransacked »  Several activities are proposed to avoid cases of discrimination, harassment, exploitation, etc. Some are:

· Organize social and sporting activities for all the staff

· Ensure all staff are aware of the code and CARE’s values

· Good supervision and coaching between supervisor and supervisee

· The annual recognition program

· Sharing the code with our partners and suppliers

 CONCLUSION  (direct translation)

The Code of Conduct of CARE International in Burundi was developed by the national staff based on  customs and practices in the country. The code my not be a replica of that of the large CARE International family, but we feel it is important that the code is based on Burundian culture as that will make it easier to be understood and implemented. 

Without doubt the code will improve the working environment and permit us to reach the best results possible in our programs within an atmosphere of respect, human dignity and promotion of a positive change in Burundian society.
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Section One

Introduction
1.0
Purpose of This Policy
CARE International is one of the world's largest, non-sectarian, non-governmental agencies active in over seventy countries globally. CARE has established a reputation over the last fifty years of promoting human rights and addressing the needs of the world's most vulnerable populations. This reputation for integrity, social accountability and respect for human rights extends to every CARE employee around the globe. As the ambassadors of CARE to the beneficiaries we serve, all staff are required to behave at all times in a manner that typifies the high values of the organization and its reputation. 

CARE International and CARE International in Zimbabwe (hereafter referred to as "CARE") maintain a zero tolerance policy for sexual harassment, abuse or exploitation. As an international humanitarian organization, and in accordance with Zimbabwean statutes, specifically the Labour Relations Act, CARE reserves the right at all times to set policies in this regard.  Where conflict arises between national and international law in these matters, CARE will revert to the Zimbabwe national law.

It is therefore the objective of Care Zimbabwe:

· To communicate this policy to employees, beneficiaries and supervisors to ensure that all know that there is zero tolerance of sexual harassment, exploitation and abuse.

· To recognize and understand the unique nature of complaints of sexual harassment as well as to encourage early reporting by victims, witnesses or employees so that complaints are resolved promptly and confidentially.

· To prohibit retaliation against an employee who lodges a complaint, witnessed, or testified, or participated in an investigation on sexual harassment, complaints.

· To prohibit and prevent actions which unlawfully discriminate on the basis of gender, race, religious belief or national origin in areas such as compensation, transfers, benefits, privileges, layoffs or returns from training or social programs.

· To provide adequate education to employees as well as beneficiaries; to raise awareness of sexual harassment; to prevent sexual harassment by providing information about sexual harassment in general and about this policy in particular.

This policy will extend to situations of harassment, abuse or exploitation that occur at or away from the workplace, during or outside working hours, if such situations have a negative effect on the working relationships, work effectiveness or job security of a CARE employee or place CARE in a negative light. This policy will also cover harassment, exploitation and abuse by persons or organizations thereof, contracted by CARE, vendors, partners etc. 

1.1 Definition of terms

1.1.1   Sexual Harassment
Sexual Harassment can be defined as unwelcome sexual advances, requests for sexual favors, and other verbal or physical conduct of a sexual nature when:
· Submission to such conduct is made either explicitly or implicitly a term or condition of employment

· Submission to or rejection of such conduct by you is used as a basis for employment decisions affecting you.

· Such conduct has the purpose or effect of unreasonably interfering with your work performance or creating an intimidating, hostile or offensive working environment.

 1.1.2   Sexual Abuse


Any actual or threatened physical intrusion of a sexual nature, including inappropriate touching, by force or under unequal or coercive conditions.

1.1.3 Sexual Exploitation

Any abuse of a position of vulnerability, differential power, or trust for sexual purposes; this includes profiting financially, socially, politically from the sexual exploitation of another.

1.1.4. Sexual Misconduct
This may entail consensual sexual relations/activity in the workplace. It may however constitute sexual harassment to whoever witnesses it.

1.1.5.   Beneficiary

Any person or persons that benefit directly from CARE programmes or aid and or persons that reside within a CARE area of operation, otherwise referred to as a beneficiary community. CARE Home Based Care facilitators are examples of beneficiaries.

1.1.6. Beneficiary community
A beneficiary community will be defined as a CARE area of operation, and this may be a village, district or ward. People that reside in this area will be referred to as beneficiaries even if they are not directly receiving aid from CARE for the reason that they may be considered vulnerable and in need of aid at some point.

1.1.7. Dating

Dating will be defined in this policy as a romantic engagement with a person; to go out regularly with somebody as a romantic partner. It may also be defined as occurring or doing something frequently enough over a period of time to establish a pattern, though not necessarily a strict one. This may include making arrangements to meet regularly.

Note however that CARE does not have a strict policy on workplace dating. All staff will be guided by the CARE Core values and principles in workplace and social relations with each other.

1.1.8. CARE Employee/Staff

For the purposes of this policy, the term, CARE employee/staff will refer to all individuals cited below.

Locally recruited staff, also known as national staff, externally recruited staff, also known as international staff, consultants, contract workers and volunteers. This list is however not exhaustive.

1.1.9. SWG

Staff Welfare Group. Staff representatives will be selected from all CARE offices.

1.1.10. Humanitarian Aid Worker

This will include all workers engaged by humanitarian agencies, whether internationally or nationally recruited, or formally or informally retained from the beneficiary community, to conduct the activities of that agency.

1.2.    Legal Basis for this Policy
The CARE Sexual Harassment/Exploitation Policy (hereafter referred to as "SH/E") is founded on a combination of internationally -recognized principles and Zimbabwe national law. Where there is conflict between international and national law, Zimbabwean law takes precedence over international laws and principles. 

1.3.    CARE Core Values

This policy is governed by CARE Zimbabwe Core Values, namely, respect, integrity, commitment and excellence.

Respect: Caring, Tolerance, Understanding, Justice and Empowerment

Integrity: Openness, Humility, Accountability and Trustworthiness

Commitment: Diligence, Passion

Excellence: Innovation, Participation, Co-operation (Collaboration/Integration) and Perfection 

CARE employees will be expected to abide and conduct themselves in line with these values and principles.

1.4.
Six Principles
In 2003, CARE adopted the Inter-Agency Standing Committee Six Principles of Sexual Exploitation and Abuse. These were covered in a series of workshops that were mandatory for all staff. The six principles are:

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

2.  Sexual activity with children (persons under the age of 18) is prohibited regardless of age of consent locally. Mistaken belief in the age of the child is not a defense. 
3. Exchange of money, employment, goods or services for sex, including sexual favours or other forms of humiliating, degrading or exploitative behaviour is prohibited. This includes exchange of assistance that is due to beneficiaries.

4.  Sexual relationships between CARE employees and beneficiaries of CARE assistance is strongly discouraged because they most often lead to conflicts of interest in work related matters, and such relationships undermine the credibility and integrity of humanitarian aid work

5.  Where a CARE worker develops concerns or suspicions regarding sexual abuse or exploitation by a fellow worker, whether in the same project or not, s/he must report such concerns via established CARE reporting mechanisms.

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

Section Two

Sexual Harassment in the Workplace
2.0
Prohibited Behavior
Sexual harassment can occur anywhere, it may be in the office, in a warehouse, while in a CARE vehicle, at a conference, workshop, during breaks or in the field. 

Under this policy, in relation to sexual harassment, the following behavior is prohibited:
1) Unwelcome sexual advances or invitations to engage in sexual activity;

2) Unwelcome invitations or pressure to engage in sexual activity as a condition of employment or promotion;

3) Verbal or physical conduct of a sexually harassing nature, including, but not limited to nonconsensual touching or an act of physical aggression that creates a hostile environment;

4) Nonverbal conduct, such as display of sexually suggestive pictures or obscene gestures including computer accessing or downloading of sexually suggestive files.

5) Aggressive or inappropriate behavior by one individual against another as a result of a rejection of unwanted sexual behavior noted in 1-4. 

6) Discussion in the workplace of any sexual matters related to an incident specified above where the intent is to intimidate or belittle the employee in question.

7) Interference with the ability of any staff member to report a case of sexual harassment at any level. 

8) Prohibited behavior is not limited to the list above. Behavior noted to be sexual misconduct would therefore be dealt with in accordance with the stipulations of this policy.

2.1
Procedures for Responding to Harassment
When any staff member feels that they are subject to any event of sexual harassment identified in para 2.0, the following actions are to be taken, in the order specified:

1) Inform the individual(s) who are deemed to be harassers that their behavior is improper and request that they immediately cease and refrain from future harassment.

2) If the harassment continues, inform the individual(s) responsible in writing that they are guilty of harassment under CARE policy and that failure to cease will result in further action.

3) If the harassment continues, in any form, inform your supervisor in writing of the incident including:

· Time, date, place of the harassment;

· Nature of harassment;

· Names of the harasser and any witnesses;

· Your response to the harassment;

· Your request for intervention; and

· Ensure you sign and date your report. 

Where your supervisor is the harasser, submit your report in writing, as per the above, directly to one or more of the following:

· Your department or program manager;

· Your resident human resource officer;

· The Country Director;

· The Sexual Harassment Compliance Monitor;

· The Human Resources Manager

Where your supervisor may not be the harasser, but you feel uncomfortable making the report to him/her, approach the above listed or any other within the organization to make a report.

If for any justifiable reason, the complainant is uncomfortable with the procedure cited in 2.1, they may use other alternatives, which include reporting to a supervisor for informal or formal resolution. Note that the procedure in 2.1 is subject to change.


Managers and Supervisors Responsibilities
Any manager or supervisor who receives a formal complaint of sexual harassment, has the following responsibilities:

1) Acknowledge the receipt of the complaint in absolute confidentiality.

2) Maintain absolute confidentiality of the report within the department/program. 

3) Contact the Sexual Harassment Compliance Monitor/Country Director and report the incident and complaint. 

4) Where instructed by the Country Director, counsel the harasser(s) on their behavior and submit a full report to the Country Director.

5) Where approached by the Sexual Harassment Compliance Monitor cooperate fully with their investigation of the incident(s). 

6) Monitor the situation closely during any investigation and after the incident to ensure no residual harassment, discrimination or victimization occurs between the victim(s) and other staff. 

2.2.1
NOTE: Failure to comply with the above directions is grounds for disciplinary action. 

2.3
Potential Consequences
CARE maintains a zero-tolerance policy as an organization for sexual harassment, sexual exploitation and sexual abuse. Where any staff member has been found to having been involved in sexual misconduct, or is complicit in the conduct of another staff member’s sexual misconduct, the following consequences, (following determinations of a formal investigation) at the discretion of the Country Director in consultation with the Human Resources Department where necessary, can apply (and not necessarily in this order):

· Receipt of verbal warning

· Receipt of written warning

· Disciplinary hearing

· Suspension without pay for a period determined by the Country Director, depending on determinations and recommendations thereof of an official investigation in accordance with the Labour Laws of the country.

· Dismissal with cause

Section Three

Sexual Exploitation of Beneficiaries/Youth

3.0
Prohibited Behavior
The sexual exploitation of CARE beneficiaries or youth is strictly prohibited. No person found to be guilty of this crime would remain in the employ of CARE.  

Under this policy, in relation to sexual exploitation, the following behavior is prohibited:

1) Any sexual relationship between CARE staff and beneficiaries for the purposes of personal gratification, material gain or other reward

2) Any sexual relationship between any CARE staff member and a person known or suspected to be under the age of 18 years.

3) Any sexual relationship with a community volunteer or committee member involved in the conduct of any CARE program. 

4) Verbal or physical conduct of a sexually harassing nature, including, but not limited to, nonconsensual touching or an act of physical aggression between a CARE staff member and any beneficiary, youth (under 18), volunteer or committee member involved in CARE programming. 

5) Aggressive or inappropriate behavior by any CARE staff member against any beneficiary, youth, volunteer or committee member involved in CARE programming as a result of a rejection of unwanted sexual behavior. The Sexual Offences Act and under the common law of Zimbabwe, it is illegal to have relations of a sexual nature with girls under 16 and boys under 18.

6) Discussion in the workplace or field of any sexual matters related to an incident specified above where the intent is to intimidate or belittle the victim(s) in question. 

b) Interference with the ability of any staff member to report a case of sexual exploitation at any level.

3.1
Reporting Complaints Procedure and Training
Because cases of sexual exploitation may be external to the organization, different reporting procedures will be required. With proper communication and training between CARE and vulnerable individuals, it is hoped that all cases of this nature can be brought to the attention of the organization. There are four primary methods of reporting these incidents. They are:

I. CARE staff observing prohibited behavior and reporting it to their supervisor, other project managers, HR or the Compliance Monitor-Sexual Harassment;

II. Community members, friends or local authorities reporting prohibited behavior to and CARE staff member which then must be passed on to their supervisor, other project managers, HR or the Sexual Harassment Compliance Monitor.

III. Receipt of written report of prohibited behavior from the victim(s). 

IV. Information provided to HR or the Sexual Harassment Compliance Monitor through the completion of surveys of vulnerable populations. 

3.1.1
NOTE: It is the responsibility of all CARE staff to report or pass on information of incidents of sexual misconduct to the relevant authorities. The complainant or witness will be protected from retaliation. Any CARE staff that reports a case of sexual misconduct and feels that they are being victimized should report immediately to the investigating officer, the Country Director, HR or any other person in authority. 






ALSO

Beneficiaries will be informed of these reporting procedures by the SH-CM through trainings and meetings that will be held in the community. CARE Field Officers will communicate CARE policy on sexual exploitation, abuse and harassment to beneficiaries in all meetings. 

3.1.2
CARE maintains a policy of accountability to beneficiaries, and therefore endeavors to provide these beneficiaries, community leadership and area youth with information and training on CARE sexual exploitation policy 

and how to report cases to the proper authorities. Understanding their rights is key to preventing these types of incidents. 

3.2
Managers and Supervisors Responsibilities
Any manager or supervisor who has knowledge of, suspects or receives a formal complaint of sexual exploitation, has the following responsibilities:

1) Acknowledge the receipt of the complaint in absolute confidentiality.

2) Maintain absolute confidentiality of the report within the department/program. 

3) Contact the Country Director and the Sexual Harassment Compliance Monitor or the HR Manager ONLY and report the incident and complaint. 

4) Where approached by the Sexual Harassment Compliance Monitor and cooperate fully with the investigation of the incident(s). 

5) Monitor the situation closely during any investigation and after the incident to ensure no residual harassment, discrimination or victimization occurs between the victim(s) and any other staff. 

3.2.1
NOTE: Failure to comply with the above directions is grounds for disciplinary action at the discretion of the Country Director.

3.3
Potential Consequences
CARE maintains a zero-tolerance policy as an organization for sexual exploitation and abuse. Where any staff member has been found to having been involved in or attempted any act of sexual exploitation, or is complicit in the conduct of another staff members exploitation, the following consequences, depending on the outcome of an official investigation and at the discretion of the Country Director and/or the national police can apply:

1) Suspension without pay for a period determined by the Country Director in accordance with the Labour Laws of the country

2) Dismissal with cause

3) Criminal charges brought by the victim(s) or the State. 

Section Four

CARE Staff Relationships
4.0
Prohibited Behavior
The Labour Laws of Zimbabwe do not specify any legal directives related to staff relationships. However, the Labour Act acknowledges the ability of a company to set policy relating to this matter. Where the policy is in place and communicated to staff, it becomes enforceable under the Labour Act. In general, office relationships may describe a consensual relationship on the part of both parties. However, where a power imbalance is present related to position or grade, the relationship may be deemed to be of an exploiting/harassing nature regardless of any consent.  

Therefore, under the terms of this policy, the following is considered prohibited behavior:

1) Relationships between staff with/in a power relationship. This will cover supervisors and their subordinates, directors, programme managers/coordinators/sector coordinators and their subordinates. International staff is strictly prohibited from having romantic or sexual relationships with national staff as well as with beneficiaries as defined above.

2) If same level employees in the country office enter into a consensual relationship after their CARE employment they may be permitted to continue working in the same capacity if there is no perceived conflict of interest and they are not on the same project team or in the same department.

3) Directors, coordinators, managers-any supervisor-are not permitted to have relations either with an employee or consultant in the same department.

4.1
Options Open to Staff Involved in Relationships
It is sometimes inevitable that staff working together may develop romantic relationships with co-workers. Where a relationship (other than that specified in 1. does develop: 

a. Same level staff may declare a romantic relationship to the Human Resources Office or to the Country Director for purposes of guarding against office gossip and accusations of sexual harassment.

4.2
Managers and Supervisors Responsibilities
Managers and supervisors are under obligation to report and maintain confidentiality, if they are made aware of any exploitative relationships. 

4.3
Potential Consequences
Under this policy, any staff members involved in prohibited behavior are subject to disciplinary action, (which will be determined by the findings of an official investigation) at the discretion of the Country Director, including:

· Verbal counseling 

· Written warning; or

· Dismissal with cause.

Section Five

Investigations and Protection of 

Staff From False Claims

5.0
Investigation Procedure and Rules
When any staff member receives an incident of sexual harassment, abuse or exploitation, it must be forwarded to the proper authority identified in the relative sections above. Supervisors are not authorized to conduct sexual harassment or exploitation investigations. The Country Director will inform the Sexual Harassment Compliance Officer and an investigation will be launched. 

The following describes the rules and procedures of any sexual harassment or exploitation investigation:

a. Any staff member with knowledge of the event must refrain from discussing the case or identifying individuals involved with any other CARE staff member.

b. All managers and supervisors at all levels will provide the SH-Compliance Monitor with complete access to any staff, information or community member when requested. The SH-Compliance Monitor will always endeavor to not interfere with programming activity and can travel to the field to conduct investigations. Where a conflict occurs, the SH-Compliance Monitor's ability to access a named staff member takes precedence over programming activity. 

c. The SH-Compliance Monitor is not obligated to inform any manager or supervisor of the reason for any interview request or the details of any investigation. Managers or supervisors are not permitted to interfere in any way with investigations under threat of disciplinary action. 

d. All interviews are to be conducted under conditions set by the SH-Compliance Monitor. If a secure and private room or office is requested, it must be provided. This will facilitate the protection of witnesses, complainants, alleged offenders and alleged victims, and maintain confidentiality. 

e. Any staff member interviewed by the SH-Compliance Monitor is prohibited from discussing the investigation, including, questions asked, information provided or any other information related to the case with any other person including staff or supervisors under penalty of disciplinary action.

f. The SH-CM will provide feedback to persons investigated as soon as a determination is reached. This feedback will vary from case to case, and may be written or verbal. 

Potential Consequences

Any CARE employee who interferes with or is unreasonably uncooperative (this may include use of violence, verbal or physical, threats, etc) with investigations on sexual harassment, sexual exploitation and or sexual abuse will be subject to the following at the discretion of the Country Director:

· Verbal warning/counseling

· Written warning and or

· Disciplinary hearing

Investigation

5.0.1 The SH-Compliance Monitor is tasked with determining the following:

5.0.1.1. Did the incident(s) in question actually take place or is it a false accusation;

5.0.1.2. If the incident(s) did occur, who was directly involved and who else may have known about the incident(s);

5.0.1.3. If this is a false report, who was behind it and what is their motivation;

5.0.1.4. Has there been any discrimination, abuse or retaliatory actions against the victim(s) as a result of reporting the incident(s);

5.0.1.5. Ascertain all facts (as opposed to opinions or conjecture) related to the incident(s);

5.0.1.6. Obtain written statements from all parties involved;

5.0.1.7. Maintain absolute confidentiality of the details of the case;

5.0.1.8 Deliver a preliminary incident report to the Country Director in a timely fashion. 

5.0.1.9. Be prepared to present evidence and give testimony at any CARE disciplinary hearing or criminal court case.

5.1
Presentation of a Case
On completion of any investigation related to sexual harassment or exploitation, the SH-Compliance Officer will present their case to the Country Director. No other person is entitled to access the case file without the authority of the Country Director. 

The Country Director will consult at his/her discretion, with selected senior managers, lawyers, the Human Resources Manager or other individuals including SWG concerning the case. 

This process should be completed quickly and the commencement of any disciplinary activity undertaken as soon as possible. 

5.1.1. Retaliation

Any retaliation or threat of retaliation against a person or persons making a formal or informal harassment, abuse or exploitation complaint or persons assisting with investigations on such will be considered as violation of the standards of conduct and will result in disciplinary action at the discretion of the Country Director.

5.2
Disciplinary Procedure
Due to the sensitive nature of any sexual harassment or exploitation case, any CARE disciplinary hearing will be held in the utmost confidence. Where deemed necessary, the identity of the accuser or victim may be kept confidential. Where any case is clear and the evidence conclusive, disciplinary action must be taken against the offender. Where evidence is insufficient or inconclusive, written communications should be issued to a suspected offender. Where the case is proven to be false or misdirected, the subject of the complaint must have their identity protected. 

5.2.1
Disciplinary hearing will be conducted according to HR policy with any special conditions related to confidentiality specified by the Country Director.

5.2.2 Any case files, statements, incident reports must remain confidential both during and after any disciplinary hearing. 

5.2.3 Disciplinary hearings on sexual misconduct cases will be conducted in a gender sensitive manner. As such, at least one panelist will be female and will be selected at the discretion of the Country Director.

5.3
Criminal Activity Policy
Where CARE has established or reasonably suspects that any criminal act has been committed under Zimbabwe law, it must inform local authorities of the nature of the case and should expect to be questioned concerning the event. Legal advice may be sought prior to informing authorities, but this should not be allowed to cause any unreasonable delay. 

5.4 Monitoring

Monitoring of sexual misconduct will be an ongoing activity. Records of the number of complaints, including the nature and outcome of investigations or mediation; post – complaint monitoring; any disciplinary action will be maintained and submitted to the Country Director annually.

5.5.   Confidentiality

Individuals involved in investigations of sexual misconduct issues will maintain complete confidentiality. The investigating officer will only reveal essential details on a need to know basis to selected people including but not limited to the Country Director. Breaches of confidentiality may be deemed to be a violation of this policy.  CARE however, cannot promise complete confidentiality.

5.6. Sexual Harassment/Exploitation/Abuse Reports

Due to the sensitive nature of sexual harassment, exploitation and abuse, all reports will be kept in strict confidentiality. The Sexual Harassment Compliance Monitor and the Country Director will keep all written reports in a locked cabinet. HR will only have a record if a disciplinary hearing is conducted). Where necessary, all records and reports will be anonymised through the removal of names and substitution of witness A, witness B etc. 

5.7. False Reporting

CARE will not tolerate false claims of harassment, abuse or exploitation. False claims therefore will be considered to be harassment, exploitation or abuse in itself and will be treated accordingly under CARE’s policies.

5.8. Counseling Services

Counseling for alleged victims, witnesses or alleged perpetrators will be provided by relevant persons within the organization or from without.

5.9. Place of Safety

Alleged victims/perpetrators who consider themselves to be in danger from the alleged perpetrator, victim or community have the right to request temporary removal from their area of operation to a place of safety at the discretion of the Country Director

6.0.  Implementation of Policy

6.1. Adoption of Policy

The adoption of the Policy should be followed by a rollout strategy. The implementation of the policy must start with building awareness and commitment among leaders followed by training all staff to ensure that they have an understanding of what constitutes sexual exploitation and why it is a zero-tolerance behavior. 

· Building staff awareness and capacity through communication and training

· The Country Director will communicate the policy to all employees emphasizing senior management support.

· Meetings will be held with senior management to emphasize compliance with the policy, and to respond to questions regarding the policy.

· All new staff and short- term consultants will be screened for their suitability to work with vulnerable program participants. Incorporating specific exploitation/abuse related questions in interviews could enhance this. 

· The policy will be distributed and discussed in employee orientation to sensitize new staff entering the organization and o reinforce its importance with the old staff.

· The policy will be translated into main local languages to ensure wider understanding and effective adoption.

· Training and sensitization workshops will accompany the distribution of the policy to all staff.

· Each employee will sign an acknowledgement receipt of the policy and attendance at training.

· Additional training/coaching and or refresher courses will be held for staff investigating harassment, exploitation and abuse complaints.

· Beneficiaries, community leaders, local authorities and where necessary, peer NGOs in the CARE area of operation will be sensitized on this policy through meetings and training workshops.

6.2. Creating awareness and empowering communities/beneficiaries

· Invest in empowering communities to know what is appropriate behavior and make CARE’s policies and principles transparent.

· Develop and implement community education awareness activities with due consideration to the cultural context including language and literacy levels as well as power imbalances.

· Identify programs with higher risk of sexual exploitation e.g. high commodity transfer

· Communicate clear and trusting referral systems in each setting so that the victim/survivor knows where to receive assistance and receives that assistance in a timely manner

· Permanent signs will be displayed at Food Distribution Points (FDPs) clearly stating beneficiaries’ entitlement to food and non-food items and emphasizing that these goods are free and nothing is expected of beneficiaries in return for them.

· Increased monitoring and evaluation of programmes involving members from the beneficiary community have also shown to improve standards of accountability.

6.3. Mechanisms to monitor policy implementation and Compliance

· The Sexual Harassment Compliance Office will co-ordinate the implementation and monitoring of the policy

· Clear responsibilities for each manager/staff to comply with the policy will be identified and included in the respective person’s job description and individual operating plans.

· The status of the policy will be reviewed annually by management, CARE employees as well as persons from peer NGOs will be consulted time and again

· A follow up plan will be developed after evaluation to address the weaknesses identified in the policy or its implementation during evaluation

· A periodic forum for beneficiaries will be set up to share how safe and empowered they feel to report and follow-up on complaints.

6.4. Integration

Integration of sexual harassment, exploitation and abuse issues in HR/program policies, guidelines and practices

· Review organizational structure as well as HR policies and systems to minimize concentration of power and opportunities for abuse of power

· Strive to integrate and mainstream actions to prevent sexual exploitation in programming at all levels

· Incorporate Sexual exploitation, abuse and harassment in Project/Program Design and proposal review guidelines

· Identify appropriate gender/power analysis tools and processes and train staff to use them

· The provision of education, skills training, income- generating activities, gender based violence programs, reproductive health, and child protection initiatives are all identified as measures that can reduce vulnerability and prevent exploitation and abuse.

Written Complaints on sexual misconduct can be forwarded to:

The Country Director


or  The SH-CM

CARE International in Zimbabwe
CARE International in Zimbabwe  

8 Ross Avenue



      8 Ross Avenue

Belgravia




      Belgravia

Harare




      Harare

Tel:04-708115/708047/790878

      Tel: 04-708115/708047/790878

Section Six

Summary
7.0
All CARE staff must take the issue of sexual harassment and exploitation extremely seriously. Substantiated accusations or publicized claims of either crime may have a severe effect on the reputation of CARE locally and globally. This may impact on our relationship with the government and our donors. In the interest of protecting individual reputations and that of CARE International in general, all staff should both refrain from this type of behavior and actively watch out for other staff that may be committing these acts. There is no justifiable excuse for either crime and all staff is responsible for the enforcement of the policy. 

Each new staff member will be given a copy of the Sexual Harassment, Exploitation and Abuse Policy. Alternatively, a copy of the policy may be obtained from the Human Resources Office or the Compliance Unit.

Acknowledgement of policy

l have read, understood and agree to abide by the contents of CARE Zimbabwe’s Sexual Harassment Policy as described.

Full Name: ……………………………………………………

Signed: …………………………………………………….

 Date: ……………

Attachment 17 – CARE Cambodia’s Policy on DISCRIMINATION AND HARASSMENT

13. 1
Policy Statement  
CARE Cambodia wants to make sure that it is an enjoyable and comfortable organization for all staff.  One important factor is that it should be free of discrimination, harassment, and insulting behavior. CARE Cambodia believes that anyone who works for CARE Cambodia and everyone who deals with CARE staff has the right to be treated with respect and dignity.  CARE Cambodia will not accept harassment. CARE Cambodia will take all complaints of harassment seriously, and will ensure they are dealt with immediately, seriously, sensitively and confidentially.  Disciplinary action may be taken against a person who behaves in a way which does not reflect these values.

13. 2 
Application of Policy 

This policy applies to harassment occurring between anyone who is involved in the activities of CARE Cambodia. Harassment may be committed, for example, by: 

· A staff member against a staff member;

· A staff member against a member of the public or a beneficiary;

· A consultant against a staff member; or

· A participant in a CARE program against a staff member. 

13. 3 
Definitions

A. Discrimination: Discrimination means treating a person unfairly because of their race, color, religion, sex, age, marital status, nationality or because they have a disability, HIV/AIDS positive, sexual orientation.

B. Harassment: Harassment means any offensive, abusive, or threatening behavior.

C. Sexual harassment: Sexual harassment means behavior of a sexual kind, that is unwelcome and that could be expected not to offend, hurt or threaten someone else.

D. There are many different types of harassment. It may be direct or hidden; physical or spoken. Examples of harassment include: 

· Actual or threatened physical abuse: Eg. a male member of staff patting a female staff member on the bottom;

· Behavior aimed at humiliating or intimidating someone in a less powerful position: Eg. A supervisor says he will only renew a staff member's contract if she goes out to a bar with him; 

· Jokes or comments directed at a person’s body, looks, age, race, religion or disability;

· offensive and unwelcome remarks including teasing, name calling or insults;

· offensive and unwelcome written remarks contained in letters, memos, emails and the like;

· uninvited touching, kissing, embracing, massaging; 

· staring at someone in a way which makes them feel uncomfortable; 

· sexual or rude jokes and comments which upset people; 

· making unwelcome sexual suggestions; 

· displaying sexually explicit material (posters, cartoons, graffiti) that make people feel uncomfortable. CARE Cambodia recognizes that explicit material may be displayed as part of an HIV/AIDS or reproductive/sexual health educational effort. In this event every effort will be made to use culturally behavior and language.  

E. If everybody present enjoys a certain joke or behavior then it is not harassment. Behavior which is everyone is happy which, such as friendly social or romantic relationships are not harassment. CARE employees should be careful of situations where people act as though they accept or enjoy behavior which in fact they do not like. (This may occur when people have different standards or if when those who are younger or in a subordinate position do not feel as though they can politely reject a proposition from an older or more powerful person.) 

F. All CARE employees also have a responsibility to think about how their behavior affects the feelings of those who witness or hear it. It is not good enough just to consider the impact of comments or actions on the feelings of the person or people at whom the behavior is directed. 

13. 4 
Responsibilities 

A. to make sure that all staff know about the harassment and discrimination policy, CARE Cambodia will:

· include a copy of the policy in the materials given to all CARE Cambodia staff when they start their employment with the organization;

· conduct orientation for all staff on the policy;

B. CARE Cambodia will monitor and review this policy at least every two years. 

C. Everyone who works at CARE Cambodia will: 

· comply with this policy; 

· offer support to anyone who is being harassed or discriminated against; 

· maintain complete confidentiality if they provide information during the investigation of a complaint. 

13. 5
Reporting Harassment and Discrimination

A. CARE Cambodia will provide both formal and informal mechanisms for dealing with complaints. 

B. If someone has a question or a problem with harassment or discrimination, Please contact Human Resources Coordinator ("HRC") for advice and assistance.

C. The HRC is able to offer help in several ways. He/she can: 

· listen and provide moral support; 

· advise whether he/she thinks the behavior being experienced is a problem or not;

· if it appears that the conduct is harassment or discrimination, the HRC can explain what can be done to deal with it;

· give information, on self-help measures, such as suggesting that the harassed person approach the harasser and explain that the behavior is unacceptable and upsetting;

· organize a discussion between the people involved in the problem; and/or

· assist a person to make an informal or formal complaint. 

D. If someone has a problem with harassment or discrimination, they can approach the HRC, or if they feel more comfortable, they can talk to a supervisor about the problem. 

13. 6
Informal Resolution of Complaints

A. Informal resolution is the most common avenue for finding resolutions. Informal resolution may be as simple as talking to the person whose behavior is upsetting. This can occur with or without the assistance of the HRC.  Informal resolution of complaints allows the people involved to keep the issue confidential and can result in an improved working relationship.

B. The second level of informal resolution involves mediation by an agreed third party. The mediator could be a Project Manager / Coordinator, or other person agreed to by both parties for this purpose.  If the parties are unable to agree within 14 days on a mediator, the mediator will be determined by the HRC.

13. 7
Formal Resolution

A. If the problem can’t be solved by using informal resolution, the person affected by harassment may lodge a formal complaint.  All formal complaints about harassment will be lodged with the HRC. 

B. After receiving a formal complaint, the HRC must notify the Country Director to inform him/her about the complaint.

C. Within 14 days of receiving a complaint, the HRC will conduct an investigation in relation to the complaint.  The purpose of the investigation will be to establish whether harassment or discrimination occurred and, if so, what action should be taken. The HRC will ensure that the investigation is fair and that both sides of the story are heard.

D. After completing its investigation, The HRC will make an appropriate written recommendation to the Country Director.

E. In accordance with paragraph 10.4 of CARE Cambodia National Employee Handbook (“the Handbook), the Country Director may act by:

· dismissing the claim;

· providing the offender with a written warning; 

· requiring the offender to attend counseling; 

· suspending the employee without pay for a period of up to two months; or

· dismissing or suspending an employee (where harassment is serious, continued or otherwise constitutes “serious misconduct” as defined in paragraph 4.16 of the Handbook). 

F. A complainant can withdraw his or her complaint at any time. If the complaint is withdrawn, CARE Cambodia does not have to pursue the complaint and / or investigation any further.

13. 8
Other Action

CARE Cambodia can also take disciplinary action in accordance with paragraph 10.4 of the Handbook, against anyone who treats a person badly after they have complained of harassment.
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Attachment 19 - Prevention of Sexual Exploitation at Workplace: Experiences of CARE Sierra Leone

I. Introduction

· Background

Sierra Leone is situated along the west coast of Africa.  It is bounded on the northwest, north and northeast by the Republic of Guinea and by Liberia to the south and east, with 250 km of shared national boundary. A former British colony, Sierra Leone gained independence in 1961, as a parliamentary democracy. A diverse cultural heritage includes 16 principal tribes, and the two major religions are Islam and Christianity. The country is extremely tolerant of tribal and religious differences. Though rich in diamond, mineral and agricultural resources, development has been hindered by public corruption, and a brutal and destructive war that raged from 1991 to 2001. Until recently site of one of the largest UN peacekeeping missions in history, Sierra Leone is slowly recovering from the war, and actively pursuing reconstruction and development endeavours.

CARE has been working in Sierra Leone since October 1961 and has established a good relationship with Sierra Leone government and non-government institutions.  It has also built up a great reputation with the general public for providing much needed assistance.  CARE currently employs over 277 staff (see table 1 for detailed break-up).  CARE has its headquarters in Freetown, 3 up-country offices in the towns of Bo, Makeni, and Kabala and projects spreading into the Districts of Moyamba, Kenema, Koinadugu, Bombali, Bo, Tonkolili, and other parts of the country’s interior. There are 22 SMT members (10 in the HQ and 12 across the three sub-offices).

	LOCATION
	Male
	Female
	Total

	Freetown Total
	55
	24
	84

	Bo Total
	65
	18
	83

	Makeni Total
	33
	5
	38

	Kabala Total
	58
	14
	72

	Country Office 
	211
	61
	277


        Table 1

· Addressing Sexual Harassment/ Exploitation at Workplace
CARE Sierra Leone’s efforts to address Sexual Exploitation/Abuse at Workplace began in 2002 as a response to a report published by UNHCR and Save the Children-UK, indicating occurrence of sexual exploitation of refugee women and children by humanitarian agency workers in Sierra Leone, Liberia and Guinea (all being neighbouring countries). Since then, CARE Sierra Leone has made significant progress in advancing work on prevention and response to sexual exploitation. They have succeeded in establishing the sexual harassment policy and creating awareness around it, amongst the staff as well as the project participants. Hence, it was felt that documenting CARE Sierra Leone’s success story could serve as an inspiring model for those COs still struggling to move beyond developing and establishing policies and creating some level of staff awareness around the issue.

The CARE Sierra Leone program to advance work on sexual exploitation amongst project participants is called ‘PRESHEP’ Prevention and Response to Sexual Harassment and Exploitation of Project Participants). Led by Saidu Amara; Change Training Co-coordinator and set up and supervised by Nick Webber (Country Director) and David Sombie (Deputy ACD) it comprised of Kadijah Koroma (Focal point person in Freetown) and one focal point person in each sub-office namely Konima Sheriff (Bo), Peter Karimu (Makeni) and Christiana Wilson (Kabala). Further, the work in communities was implemented by the designated field staff, already involved in advancing gender issues in their project activities. Their nomination was done in consultation with their respective supervisors and Project Managers/Unit Heads. 

The work done in last three years broadly marks the first phase of CARE Sierra Leone’s action plan to effectively prevent and respond to sexual harassment/exploitation of staff and program participants. This would be followed by next phase of implementation aimed at creating awareness amongst the partners. 
II. Documentation Process

This report is a result of a week-long visit 

to CARE Sierra Leone (June 20-June 27, 2005) 

to document the completion of its first phase of 

work to address the issue of sexual 

harassment /exploitation in the workplace. The 

report presents the voices of various program 

stakeholders; their experiences, concerns and recommendations to capture the successes and challenges emerging out of the activities carried out in the country office in last three years.

Information was collected through several meetings and discussions with the following:

· Staff in Bo and Kabala sub-offices

· Members of SMT at Freetown

· A Project Manager in the Makeni sub-office

· GED point persons (one each) in Bo and Kabala sub-offices respectively

· Two of the GED taskforce members Project participants in selected communities across the three sub-offices.

· Project participants in selected communities across the three sub-offices. Meetings with project participants were held in the following nine villages:

i. Tiama Camp (Moyamba District in the South) 

ii. Tobanda Camp (Kenema District in the East) 

iii. Kornia (Kenema District in the East) 

iv. Petifu Mayewa (Tonkolili District in the North) 

v. Makinth (Tonkolili District in the North)  

vi. Mayawlaw (Bombali District in the North) 

vii. Koromasilaya (Koinadugu District in the North) 

viii. Manah (Koinadudgu District in the North) 

ix. Samgbangba (Koinadugu District in the North)

Since the researcher was not familiar with Krio (the official language of Sierra Leone) or other languages spoken in Sierra Leone, Amara Saidu (Change Training Co-ordinator) volunteered to be the interpreter.

· Limitations of Study

Reflecting back, one week is too short a time-period to capture the extensive work done in last three years. The visit had been planned in a way that required us to go to three villages in a day. Due to paucity of time it was not possible to hold separate discussions with men and women in a few villages. Surely this is a limitation. Also, being with CARE workers could not provide a completely neutral space for discussion on such a sensitive issue, considering it was a CARE’s initiative we were talking about. Therefore, to some extent objectivity may have got lost both in terms of raising questions and the way program participants responded.

Also, even though advance appointments had been made and meeting confirmation received by CARE, meeting could not be held with staff of Talking Drums Studio, who collaborated with CARE for the translation of the CoC in local languages and making copies of the cassettes for CARE to relay it on radio and play it in communities.

III. Overview of Initiatives to address Sexual Harassment and Exploitation 
What follows is an overview of activities carried out by CARE Sierra Leone, between February 2002 and June 2005, to address the issue of sexual harassment and exploitation of staff and program participants. 

February 2002-August 2004

· Contextualizing the CARE USA policy on discrimination, harassment and exploitation to suit the country context in a participatory manner through input seeking workshops and draft policy reviews. 

· Development of Code of Conduct (CoC) in collaboration with UNHCR and other NGOs. It lays out the standards of accountability to the community and beneficiaries for all humanitarian and development workers in Sierra Leone.

· Conducting orientation workshops on policy and CoC amongst staff. At the end of the workshops, all staff signed the policy, becoming obliged to adhere to it. CoC formed an integral part of the policy.

· Integration of RBA (Rights-Based Approach) to programming.

· Review of recruitment and contracting procedures to ensure gender balance. This led to a significant increase in female staff implementing programs in communities.

· Development of ‘Guidelines to Prevent Commodity Losses and Malpractices at the End Use’ and adoption of Fraudulency Policy.

Till this stage policy dissemination was restricted only to staff and did not extend to the project participants. Later, it was realized that to achieve success in any of the CARE Sierra Leone programs in terms of program ownership and sustainability, community participation was pertinent. Fear of sexual exploitation by staff as they work in the communities was one of the potential hurdles in achieving this. Therefore, in September 2004, the project named PRESHEP
 (Prevention of Sexual Harassment and Exploitation of Project Participants) was initiated with support from CARE USA, to demonstrate CARE Sierra Leone’s strong commitment to eradicating all forms of sexual exploitation of communities by its staff and partners. 

Implementation of PRESHEP: Phase I (August 2004-June 2005)

The project was implemented in 283 host communities and 4 refugee camps hosting Liberian refugees.  These 287 communities are mainly in the northern and southern parts of Sierra Leone, including 11 communities in the eastern province. An overview of activities carried out is given below:

· Translating the CoC into eight local languages and recording it on tapes. This translation and recording was done in collaboration with Talking Drums Studio-Search for Common Grounds (a reputed organization that has professional translators).
· Creating awareness amongst staff, on GED and sexual exploitation, CARE Sierra Leone policy on harassment and exploitation and the CoC. This was done through several awareness workshops and trainings held across all levels.

· Sharing the PRESHEP implementation plan with Program Managers and field staff.

· Holding initial discussions with communities about the CoC and Sexual Exploitation and Abuse. During these meetings, two community SEA focal persons (a male and a female) were identified in each village and their monitoring and reporting roles were developed together in a participatory manner. These focal persons are called as called ‘community monitors’.
· Broadcasting the recorded tapes in the languages appropriate for the community through selected community radio stations.
· Laminating and distributing several copies of the CoC for display in communities.

· Developing a pictorial aid in the form of a poster depicting a classic situation of sexual exploitation. This was designed by a professional health education artist, approved by the Ministry of Health and Sanitation. A draft poster was pre-tested in some communities before finalizing it.

· Familiarizing the staff with the developed training material and holding discussions around their expected contribution and involvement in carrying forward the activities to implement the project in communities.

· Holding awareness meetings in communities. This was done by staff in their respective communities, with the help of the poster, recorded tapes and the laminated CoC. Field staff also informed the community members about the fixed days and time-slots when the radio broadcast of the recorded tapes would happen.

· Nominating a focal person in each sub-office to co-ordinate the implementation of PRESHEP as a link between field staff and HQ.

Future Plans

· Review implementation of phase I of PRESHEP

· Expand Community knowledge base

· Create awareness amongst partners

IV. Voices of CARE Staff

A. Concerns and Recommendations

“Female staff and community members are likely to misuse the policy to malign male staff. How do we prevent this?” 

“There are instances when women in the community willingly offer sexual services and may express interest in CARE staff. Would this constitute sexual exploitation?”

“Community members see CARE workers as potential husbands for their daughters. Such things are also being prohibited due to the policy which is really unfortunate”

“The current policy does not protect female staff against exploitation by powerful male community members.”

· One apprehension regarding the policy amongst many male staff was its potential misuse by either the female staff or community members. While some staff said they had felt this way initially, when the policy was first introduced, there were some male staff who remain skeptical about the policy implications even now. A related concern was that the policy negatively affects interpersonal relations between male and female co-workers.

· Issue of consensual romantic and/or sexual relationship between CARE workers and community members was raised by a few male staff members as they did not view it as sexual exploitation and prohibition of such alliances was seen as an imposition they did not agree with.

· Discussing the role of appointed community monitors a few staff expressed apprehension that the community monitors may misuse the power they enjoyed. There was a likelihood of their teaming up with a corrupt CARE worker or a powerful community member and be a party to any form of exploitation. To prevent any such potential abuse of power, it was recommended to appoint community monitors for a specific time-period.

· A few female staff shared that there have been some uncomfortable situations where they have felt threatened in the presence of powerful men like paramount chief in the community. Possibility of female staff being harassed in the community is a reality and till now they have been dealing with such instances at an individual level. There is a strong need to address this issue in the policy.

· Responding to some of the concerns a few staff members reiterated the importance of reading and understanding the policy. They urged their colleagues to revisit the policy and seek clarifications to understand issues surrounding the raised concerns.

B. Challenges in Implementation 

”How do we investigate into cases in the absence of any evidence? Who do we believe and what will be the action against the guilty?” 

“At our level we have structures in place and we have created awareness amongst the project participants but the real challenge is investigation into these incidents. Are we prepared to deal with that?”

“In conservative Muslim communities it is difficult to talk about issues around sex and sexuality.

· While staff could create basic awareness around sexual exploitation and inform the communities of their rights, more clarity was required by some staff about the established investigation mechanisms. There were concerns about how a reported incident shall be investigated and by whom. There was also lack of information on possible outcomes of investigations. 

· Other organizations give monetary allowance or other incentives to community members for taking the lead in doing such awareness work. CARE is one of the few organizations that does not provide such benefits. Therefore, there is an inevitable comparison by the community members selected for creating awareness on sexual exploitation. Field staff found it difficult to justify this difference in CARE approach. Staff felt that this issue, if left unaddressed, is likely to affect the motivation level of community monitors.

· It is a challenge to break the cultural silence around issues related to sex and sexuality in certain conservative communities. A staff member shared a remark made by a female community member to substantiate this concern, “If I knew you will talk about sex I wouldn’t have come. How can I sit with my mother-in-law and talk about such things?”

V. Voices of Management: Concerns 

 “Women should not wait till things reach a saturation point and they have to make a complaint about sexual exploitation. They should just report at the first instance.”

“How do we deal with cases of women harassing men by the way they dress, wearing revealing clothes. Isn’t that harassment?”

“When a woman makes a complaint it is taken for granted that she is saying the truth. This is not always true. We need to address these issues.”
“It is easy to investigate into cases where the perpetrator has a past history of abuse. What about cases where there is little evidence or no witnesses?”

SMT members reiterated the need for awareness work in communities in order to prevent sexual exploitation. However, there were many reservations about policy implementation regarding cases of sexual exploitation between CARE staff.  As can be seen from the quotes above, there were concerns about misuse of policy by female staff, questions about investigation procedures and apprehensions that males may be on the receiving end. Myths about sexual exploitation prevailed in the minds of some of the SMT members. 

VI. Voices of Project Participants

A. Concerns and Recommendations

“Poverty forces young women to sleep with men to earn money”

“There are many cases of rape or teenage pregnancy within the community.”

“Sub-office is very far from here and we do not have the money to travel all the way there to report incidents.”

· Community members expressed the need

for more sustained livelihood opportunities

in order to address the problem of sexual

exploitation of women. This concern was

consistent among community members across

all refugee camps visited. They viewed poverty

as the root cause of women’s vulnerability to

sexual exploitation. They cited examples of 

how due to limited employment opportunities  

and extreme poverty, women resort to offering sexual services in order to meet their survival needs.

· In most villages concerns were raised around prevention of early sexual activities between teenaged boys and girls and its consequences in terms of unwanted pregnancy. In some villages youth were educated or advised by the elders about consequences of such activities. However, a need was expressed to find other ways of preventing early sexual activities.

· There were concerns regarding timely reporting of incidents that require travelling to the sub-office. Project participants shared that it would be difficult to cover long distances to make complaints due to lack of money or adequate transportation system. 

· In few villages community members wanted to know expected outcomes of investigation if the accused was found guilty. They wished to gain more clarity on how the investigation shall take place and what kind of punishment would be given to the guilty. When asked for their opinion about the kind of punishment they wanted for the accused, they suggested termination or/and imprisonment.

B. Challenges in Implementation faced by Community Monitors

“We give information about the poster and CoC and tell them we will maintain confidentiality and assure them that proper investigation shall be done if a case is reported to us.”  

“We sensitize parents and encourage them to send children to school to avoid early marriage. We explain consequences of premarital sexual activities and give information on HIV/AIDS to youth to address the problem of teenage pregnancies.”

“There are situations in which due to poverty women voluntarily offer sexual services or parents ask their teenaged daughters to “look attractive and sexy” and provide sexual services to NGO workers in exchange of monetary or other benefits.” 

· In a few villages the community monitors and members of the Women Action Group shared that it was a challenge to prevent sexual exploitation in situations where the women willingly offered sexual services in exchange for money. They did not consider this as exploitation. They complained only when deserted by the men in question. 

· In almost all villages community monitors shared that it was difficult for them to conduct awareness workshops in a sustained manner. While a few expressed the need for T-shirts, caps and umbrellas to work more efficiently, some asked for monetary incentives.

VII. Summary of Findings

A. Achievements

“With different NGOs coming here, there were cases of harassment, HIV/AIDS and trafficking. There has been decrease in cases of sexual exploitation in last two years due to awareness around issues related to human rights and HIV/AIDS. There was darkness but with CARE’s arrival there is enlightment”.

“Earlier husbands were uncomfortable and suspicious about NGO workers working or talking with their wives, but now they no longer fear their wives would have a sexual relationship with the NGO workers.”  

“With this information we are more aware about our rights and feel secure about safety of our women in the presence of CARE staff and other NGO workers.

“A teacher accused of sexually abusing a 13 years old girl was terminated once found guilty by the investigation team, set up with the help of the CARE field staff.”

“The office knows they did not send the CARE staff in their communities to harass their wives so anyone found doing so would be strictly dealt with.”

“If my husband and chief refuse to take the matter (incident of sexual exploitation) further, there is lack of money or means to go to the sub-office alone, I would note the bike no. of the perpetrator and give it to his supervisor whenever he visits the village.”

“If a female staff faces harassment from the town chief or any other powerful member of the community, elders of the community shall intervene and ensure that such behaviour is prevented. If the behaviour still doesn’t stop we would depose the town chief however influential and powerful he may be”

· Silence around the issue of sexual exploitation has been broken as people talked about it openly. In some villages it was heartening to see women talk about their rights and the need to speak out against sexual exploitation, even in the presence of men. 

· Project participants have faith in the systems established by CARE to prevent and respond to sexual exploitation. Community members shared instances wherein they were fooled by the ‘white men’ NGO workers and robbed off their money. However, they trust CARE because of their constant and sustained presence and good work.

· There is a general feeling of empowerment amongst the project participants with this new information. There is an increase in confidence about dealing with such incidents if they occur and a general sense of psychological safety.

· An unintended achievement is that in some villages program participants are using the awareness around sexual exploitation to address and deal with the within community cases of sexual exploitation and issues like unwanted pregnancies and early sexual activities amongst teenaged boys and girls. Similarly, they are confident about using this information to deal with any probable sexual exploitation cases involving other NGO workers.

· The community shared that the way CARE has taken on the responsibility of ensuring its staff does not exploit the community members in any way, they would also ensure CARE staff’s safety. 

· The community members could not articulate the contents of the CoC correctly and adequately and it may have to be played and discussed more. However, what is important is that they had a broad understanding about the information being disseminated through posters, cassette and the laminated CoC as a way of saying that sexual exploitation of community members by CARE workers is prohibited and shall not be tolerated.


B. Points for reflection

Some quotes from the community members;

“Rape is an attack on family honour”

“Rape is a problem because of the way women dress” 

“If they (women) refuse sexual advances and look at the man in a furious way, he will back off, but often women encourage such sexual advances. Rape occurs only in very few cases where force is used by the man.

“If we report an incident of sexual exploitation to our husbands, they may accuse us of having an affair with the CARE worker or of provoking him. So we would rather report it to an elder”

· In all villages visited, project participants maintained that sexual exploitation by CARE workers had never occurred and was not even a possibility. However, men and women made references to having experienced some level of insecurity, threat perception or fear around potential harassment by NGO workers. Given the inherent power inequality between CARE workers and project participants, and the fact that interviews were conducted in the presence of CARE staff, it cannot be assumed that all community members feel absolutely safe and empowered still. Hence, there is a need to consistently demonstrate CARE’s commitment to preventing and responding to sexual exploitation, through actions and discussions.

· Sexual exploitation is mainly understood in terms of rape in almost all communities. Though there were a few references to ‘breast touching’ and ‘persistent requests for sex from men’, most of the discussions and shared examples of sexual exploitation within community revolved around rape cases. This perception is likely to prevent other forms of sexual harassment, exploitation and/or abuse to be taken seriously in terms of reporting and seeking redress.
· Discussion on sexual exploitation and likelihood of its occurrence was expressed more openly in refugee camps than in host communities. Men and Women frankly cited examples of men ‘lending’ their wives/companions for sexual services or women themselves agreeing to do so for monetary gains. While it is a positive sign that people are ready to talk about it, the challenge is to educate and empower communities to see how this constituted sexual exploitation. In order to prevent such occurrences in future it is important to understand and address the underlying causes of sexual exploitation of this kind where apparently there is ‘consent’ but in reality it may not be the case.  

· In a few villages people were resistant to talk about sexual exploitation by CARE workers or other NGO workers. Since they did not view it as a possibility they were closed about discussion on even hypothetical cases. When asked about any other problems faced by women or sources of conflict in the community they spoke about wife-beating, palaver (adultery), polygamy and rape. A brief discussion around these forms of gender-based violence revealed that men were clearly the bosses and women had little say in any kind of decision-making. This points to the importance of linking sexual exploitation work to other forms of gender-based violence. Until larger issues of gender discrimination, poor status of women and gender inequality are addressed it is difficult to empower women to report cases of sexual exploitation by CARE workers.

· Myths around rape were reflected in comments made by community members about why rape happens and women’s responsibility in protecting themselves by watching their behaviour and dress. These mindsets are deep-rooted and have a direct impact on how men respond to cases of sexual exploitation. Therefore, continued efforts need to be made by field staff to challenge and break these myths.
· There is no defined reporting mechanism in the minds of the community members. Different people cited different options like; telling the husband, an elder in the community, the chairlady, he town chief, a member of Women Action Group, going to the sub-office, informing the field staff and so on. It is important to streamline the reporting process in a way that ensures all incidents are reported immediately and taken up for adequate investigation by the person who is informed.
VIII. Lessons Learnt

· Role of supportive leadership and detailed planning and design is crucial in effective implementation of such work. A step-wise approach as employed by CARE Sierra Leone, of sensitizing staff first and then creating awareness amongst project participants has been effective and more likely to have a long-lasting impact. 

· Use of creative and innovative strategies like
      role-plays enhances communication around such

      sensitive topics and helps break the silence 

      around it. Translation of the CoC in local 

      languages was a painstaking but worthwhile effort

      ensuring greater and more effective outreach. It is 

hugely welcomed and deeply appreciated by the 

project participants and facilitates the process 

of empowerment. 

· Project participants’ level of understanding, extent of clarity about the CoC and confidence in the established systems is largely dependent on how aware, convinced and committed the field workers doing the trainings are.  
· The problem of sexual exploitation cannot be separated from other forms of gender-based violence and/or gender discrimination such as wife-beating, practice of bride-price, child-marriage, polygamy, child abuse, et. al that exist within communities. These need to be addressed simultaneously in order to fully empower women and ensure effective prevention of sexual exploitation. 

· Mindsets and stereotypes like, “women invite sexual harassment by dressing  provocatively” or “women shall misuse the policy and use it against men”, are difficult to change, but not impossible. These are also used as an excuse to justify unwanted sexual behaviour. Frequent and sustained dialogue with all stakeholders is required to challenge this kind of thinking.

· Capacity building of staff needs to be an integral part of any program that aims to break the silence and address issues such as sexual exploitation. Field staff holds periodic discussions with the community members to address their concerns and ensure creation of a safe space for reporting of any incidents of sexual exploitation.
· Involvement and active participation of community members in creating awareness is integral to the success of such initiatives. Community monitors are effectively using role-plays to create awareness in the community. In one of the villages a role-play was presented depicting an incident of sexual exploitation, how it is reported to CARE staff by some of the community members and how the accused worker is terminated from CARE on being found guilty after investigation. 

· Integration of the Rights Based Approach (RBA) in programming, holding periodic discussions and creating awareness around issues related to human rights, maternal and child health, HIV/AIDS and so on, helped create an environment conducive for discussing sensitive issues related to sex and sexual exploitation. Consequently, both project participants as well as field staff could easily overcome their hesitation, resistance and awkwardness common to discussing sex and sexuality related topics in such communities. In communities where these issues hadn’t been discussed were found to be reserved and uncomfortable talking about such issues in a large meeting.
· Engaging field staff in holding awareness discussions on the issue of sexual exploitation amongst community members has manifold benefits rather than getting it done by an HQ staff or a consultant. The rapport field staff share with the community members is far greater, leading to better understanding of the community context. Moreover, familiarity with field staff makes it easier for program participants to share their views and pose questions more comfortably. 
IX. Recommendations

A few observations and suggestions listed below might be useful to CARE Sierra Leone as they review their implementation process and plan ahead. It may also serve as a guide to COs planning similar initiatives, in terms of being better prepared to meet certain challenges:

· To enhance understanding about various aspects of sexual exploitation, issues of power inequality, gender- based violence and patriarchy need to be integrated into future awareness-raising discussions. It needs to be understood that while poverty may seem to compel a woman to resort to offering sexual services to powerful men (be it NGO workers or community members) it is not an underlying cause of sexual exploitation. 

· To ensure a more effective implementation of the ‘PRESHEP’ program, it is essential to hold periodic discussions with field staff; to discuss challenges faced by them, appreciate their efforts and include them in the planning of future steps.

· For effective implementation of the policy there is a strong need to address certain stereotypical perceptions amongst staff like, ‘women provoke sexual harassment by the way they dress and behave’ or apprehensions like ‘female staff and project participants could misuse the policy to malign male staff and CARE staff respectively’. This needs to be done through follow-up workshops and informal discussions as some of these are too deep-rooted to alter in just one workshop.

· To promote a holistic understanding about sexual exploitation, trainings and discussions should also include mental health aspects of sexual exploitation.
· To avoid non-adherence to the policy on account of cultural differences it is important to discuss any apparent differences between the policy contents and cultural norms. As an SMT member shared, “Age at which children get sexually active is 10-13 years. We need to contextualize our work within this reality. There are cultural differences we cannot overlook.”  Similarly, practices like polygamy, child marriage maybe a norm in a community but is viewed as human rights violation as per international standard. More discussions are required to adequately deal with this challenge.
· To encourage community members to report incidents of sexual exploitation and ensure speedy and adequate response to reported incidents, reporting procedures, investigation mechanisms and penalty related issues need to be discussed and clarified at length amongst staff, details included in the policy and subsequently explained to the community.

· To promote greater accountability towards adherence to the policy and ensure effective and sustained implementation of anti-sexual harassment/exploitation work monitoring and evaluation mechanisms need to be clarified and articulated.

X. Conclusion

CARE Sierra Leone is an encouraging example of how the prevalent problem of sexual exploitation can be effectively addressed and prevented through concerted efforts. It was heartening to see how the carefully thought out and well-planned implementation strategy actually translated into action.

Once the next stage of implementation of PRESHEP commences, it will be important to simultaneously consolidate and strengthen the work accomplished in the first phase. To ensure its sustained progress it would be useful to conduct follow-up workshops and review meetings. CARE Sierra Leone shall require and benefit from support given by global CARE in terms of resources, technical expertise, sharing of best practices in other CARE Country Offices or International NGOs.

It is a big task to implement the project in all CARE operational communities.  It therefore required supportive leadership and committed staff to champion the process.  For CARE Sierra Leone to continue this work in communities and with program implementing partners, as the next target, additional resources; both human and financial, need to be set aside.
The real achievement of the program can be assessed only if program participants continue to have the faith and confidence they expressed during the visit and actually report incidents if they do occur. The challenge is to continue efforts towards prevention of any such incidents and be able to adequately respond to any reported cases of sexual harassment or exploitation.

Attachment 19 - CARE International – Proposed Common Standards for all CI Members (DRAFT – APRIL 2005)


All CARE workers
 and partners must uphold the highest standards of professional and personal conduct. At all times CARE workers and partners must treat all beneficiaries/project partners and participants with dignity and respect.  Each community member with whom CARE works must have the utmost assurance that they will not be subject to any form of Sexual Harassment, Exploitation or Abuse. CARE International expressly prohibits and will not tolerate any form of Sexual Harassment, Exploitation or Abuse.  

A. Definitions

Sexual harassment means any unwelcome sexual advance, comment, expressed or implied sexual demand, touch, joke, gesture, or any other communication or conduct of a sexual nature, whether verbal, written or visual, by any person to another individual within the scope of CARE’s work.  The definition includes sexual harassment that is directed at members of the same or opposite sex and includes harassment based on sexual orientation.  CARE prohibits sexual harassment of any individuals, employee, project partner or program participant, regardless of their work relationship.

Sexual exploitation means pressuring or demanding individuals to provide sexual favors against their will, with the threat of denying project assistance, withholding work support, or any other negative repercussions in the work place or community.  

Sexual abuse means any actual or threatened physical intrusion of a sexual nature, by force or under unequal or coercive conditions.

B. Principles

This Code of Conduct is based on the following principles:
· In our programs and offices we oppose discrimination and the denial of rights based on sex, race, nationality, ethnicity, class, religion, age, physical ability, caste, opinion or sexual orientation

· We treat all persons with dignity and respect according to international laws and local customs

· We prevent and prohibit any form of harassment or exploitation - physical, sexual and/or psychological – to individuals, especially women and children

· We respond to any observed and/or reported incidents of harassment or exploitation or any other human rights violations in a speedy and just manner

· We uphold the highest standards of efficiency, competency, integrity and transparency in our work as relief/development workers.

· We hold ourselves accountable to those we seek to assist as well as those from whom we accept resources.  
C. Prohibited Behaviors 

The Code of Conduct strictly prohibits all CARE workers and partners from engaging in any of the following:
· Offering special benefits (including money, employment, goods or services) to program participants in exchange for expressed, implied or demanded sexual favors;

· Threats or insinuations that an individual’s refusal or unwillingness to submit to sexual advances or demands will affect the person’s entitlement to project assistance & support;

· Verbal conduct such as sexually derogatory remarks, graphic verbal commentaries about an individual’s body or dress, sexually degrading words used to describe an individual, sexually suggestive or obscene letters, note, email or invitations, demeaning or inappropriate comments, name-calling, innuendos, slurs, jokes, sexual advances or propositions;

· Visual conduct such as leering, sexual gestures, displaying or distributing sexually suggestive objects or pictures, cartoons, graffiti posters or magazines; or

· Actual or threatened physical contact or conduct, such as patting, pinching, blocking movements, or any other offensive touching;

· Expressing sexual interest or engaging in any sexual activities with children (any person below the age of 18). Mistaken belief in the age if a person is not a defense;

· Use of children or adults to procure sexual services for others;

· Condone or be a party to trafficking of persons;

· Any act that may constitute sexual harassment, sexual exploitation or sexual abuse or that does not adhere to the principles mentioned in this Code of Conduct.

D. Individual Actions to Respond to Incidents of Sexual Harassment, Exploitation and Abuse 

At an individual level all CARE Workers and Partners are expected to respond to observed or reported incidents of Sexual Harassment, Exploitation and Abuse according to the following guidelines:

· Take the person into confidence and listen patiently in a non-judgmental manner.

· Report immediately to the concerned authority while explaining the procedure to the complainant.

· Support and assist the person in receiving referral services such as psychosocial, legal and medical appropriate in a given situation.

· Do not indulge in any loose talk, spread rumor or divulge any information related to the incident to anyone other than the concerned authority.

E. Individual Responsibility to Prevent Sexual Harassment, Exploitation and Abuse 

At an individual level all CARE Workers and Partners are expected to take the following measures to prevent Sexual Harassment, Exploitation and Abuse.

· Build awareness about various aspects of Sexual Harassment, Exploitation and Abuse - forms, nature, causes and its impact and educate yourself on how to deal with it appropriately and adequately.
· Be aware of the CARE’s policy and code of conduct on preventing and responding to Sexual Harassment, Exploitation and Abuse applicable to your country context.
· Create and use opportunities to discuss the issue of Sexual Harassment, Exploitation and Abuse and dispel myths attached to it at an informal level.
· Exhibit professionalism in your manner of conduct and act in accordance to this Code of Conduct. 
Violation of this Code of Conduct shall be treated as serious misconduct and shall lead to strict appropriate disciplinary measures as per the established procedures.


I have read, understood and agree to abide by the contents of CARE International's Code of Conduct to Prevent and Respond to Sexual Harassment, Exploitation and Abuse of Program Participants.

Signature:

_____________________________________

Date:  ________________

Please print your name: _______________________________

Attachment 20 – CARE USA


INTRODUCTION

These guidelines have been prepared as a tool to assist review of CARE’s organizational policies instituted to prevent and respond to sexual harassment/exploitation at workplace. These guidelines include a set of questions that can serve as a checklist to ensure that some basic elements have been covered in the policy under review. Additional information in the form of examples and/or guiding principles is placed in boxes to help the reviewer make suggestions to the concerned CO regarding the contents of the policy.
· Purpose 

· Is the purpose of the policy specified?

· What is the issue it seeks to address and respond to?

· Does the document specify the year in which the policy has come into force?

· Definitions 
· Have all major elements/key terms like ‘staff’, ‘sexual harassment’, ‘sexual exploitation’, ‘harassment’, ‘exploitation’, ‘discrimination’, and ‘workplace’ been defined?


· Scope of the Policy

· Who all are covered and protected within the scope of the policy? 

· In case the scope of the policy extends to project participants and project partners, does it specify CARE’s role and commitment in dealing with cases where the alleged perpetrator may be a project partner or a member of the beneficiary community?

· Reporting/ Complaints Mechanisms

· Does the policy have clear mechanisms to report incidents?

· Does it include formal as well as informal mechanisms?

· Are there appropriate and adequate options available for all stakeholders in diverse situations (lacking technical knowledge, lacking access to technology, poor communication systems, language, illiteracy, writing skills)?

· Are reporting mechanisms adequate and accessible for project partners and project participants?



· Investigation mechanisms

· Has the procedure to screen and investigate the reported incidents of sexual harassment /exploitation been clearly articulated? What is it?

· Is there an ad hoc committee or a permanent body that shall be responsible for holding investigations? 

· If permanent, is it a central body based in HQ or sub-committees spread across states/field offices? 

· What is the time-frame within which to commence and complete investigations?

· What is the criterion for selection/appointment of the investigation team?

· What is the procedure identified to investigate into cases where project partners or beneficiaries are involved, either as an accused or as complainants?

· Who has the authority/responsibility to execute the decisions taken by the investigation team?

· Retaliation

· Does the policy address retaliation?

· Are their any procedures in place to prevent or deal with any retaliation that may take place against the complainants and witnesses?
· Penalty

· Are there any specific penalties mentioned for different kinds of sexual harassment and sexual exploitation? If yes, what are they?

· What is the nature of penalties in case the proven allegation is against a beneficiary / community member or a project partner?


· False Complaints

· What are the provisions in the policy to deal with inconclusive findings after due investigation?

· Have any mechanisms been articulated to deal with false complaints with malicious intent?


· Appeal Procedure

· What are the options available to the complainant and the accused in case either of them is dissatisfied with the process of investigation or the emerging decision?

· Prevention
· Are there any organizational preventive measures articulated in the policy?


· Accountability

· What are the systems in place to ensure accountability for the implementation of different aspects of the policy?

· Monitoring and Evaluation

· Is there a section on monitoring and evaluation?

· What are the ways in which implementation of the policy will be monitored? By whom, how often and in what way?

· How often and in what way will the policy be reviewed and by whom?

· Legal Aspects

· Does the policy meet the legal requirements as per the national law and the country office rules and regulations?


Attachment 21 – CARE USA
I. INTRODUCTION

This document
 has been put together for all those people who are in some way responsible for responding to incidents of sexual harassment/exploitation at workplace. More specifically, it could serve as a guide or resource for those responsible for setting up reporting and investigation procedures in CARE. Further, it will help those designated to receive complaints or conduct investigations or those assigned with the task of monitoring the effectiveness of established reporting/investigation procedures. It may also be useful to refer to this document at the time of establishing or reviewing the organizational policy to address and respond to sexual harassment/exploitation at workplace.

II.  POINTS TO REMEMBER ABOUT SEXUAL HARASSMENT/EXPLOITATION    

· It is about power abuse - Sexual Harassment/Exploitation involves taking advantage of power by virtue of position/level, sex, class, employment status, nationality and so on. For example, a woman supervisor could sexually exploit a male supervisee by virtue of being senior. Similarly a male subordinate could sexually harass a female boss by virtue of being a male. CARE staff are in a position of power to exploit the beneficiary members. However, at times, female field staff working in the community could also face sexual harassment from male beneficiary members by virtue of being a woman.

· It can happen to anyone, anywhere, anyhow - There are varied contexts within which sexual harassment/exploitation is likely to occur:

· Between CARE staff and project participant/beneficiary

· Between CARE staff and a partner

· Between supervisor and supervisee or between co-workers

· Between CARE staff and someone visiting CARE office 

· Members of Partners/Army/Military/Security Personnel deputed in relief camps and community members.

· If it is not adequately addressed, there could be severe adverse implications on – 

· Health (mental, sexual and reproductive, physical), family life, and/or work performance of the survivor
· Organizational Environment
· Image of the organization

· Employee Morale
 III.
REPORTING/COMPLAINTS MECHANISMS

Points to consider while establishing Reporting Mechanisms 

a) Trust - The person facing harassment/exploitation may find it difficult to report about the incident and raise a voice against it. This is due to many hurdles that come in the way such as the fear of reprisal, fear of being blamed for encouraging or causing the harassment/exploitation, fear of being disbelieved, etc. Most of the obstacles can be taken care of, if the person has trust in the system to respond to such a complaint.

b) Varied Contexts – Reporting mechanisms should take into consideration, the varied contexts within which sexual harassment/ exploitation are likely to occur. Therefore, reporting mechanisms suited to CARE staff in headquarters shall differ from that suited to staff in the field offices or a member in the community or a partner.

c) Differential Needs - To minimize hindrances in reporting based on factors like language, age, sexuality, sex, disability, religion, culture, job role, level/position, terms of employment and so on, reporting mechanisms should be sensitive and accessible to accommodate people with different needs. 

d) Child Sexual Exploitation/Abuse - Special, child-centered reporting mechanisms are required for children. One must remember that both girls and boys can face sexual harassment/exploitation.

e) Flexibility in Reporting Procedures – Survivors should not be mandated to make written complaints. Alternatives such as verbal complaint, indirect reporting through a trusted member, anonymous complaint boxes, a witness filing the complaint, etc. should be available to ensure that more incidents get reported.

f) Accessibility - Reporting mechanisms should be simple and accessible. They should be translated into relevant local languages and disseminated through meetings and appropriate visual materials to ensure that even people who are not literate know and understand them.  

g) Monitoring and Evaluation - Systems must be put in place to monitor and evaluate the effectiveness of reporting mechanisms from time to time.

Principles of Receiving Complaints

a) Suspend Judgment - Do not judge, question or doubt the survivor based on any socio-cultural background or other factors. Exercise caution against any kind of re-victimization, by asking inappropriate or offensive questions.

b) Build Trust - Help the survivor feel safe and comfortable. Provide accurate and detailed information about the investigation process in a comprehensive way. The survivor must develop trust in the process at this stage.

c) Ensure Safety - Make necessary arrangements to ensure protection of the survivor against any retaliation or further harassment/exploitation. 

d) Respond Promptly - There is a need to respond immediately to meet any urgent/immediate (legal, medical, safety and psychosocial) needs of the survivor, especially in case of young women and children or in an emergency context.

e) Show Empathy - Be sensitive in your approach recognizing the range of difficult emotions a survivor experiences as a result of harassment/exploitation. Also be aware of blocks faced in making complaints. Acknowledge the efforts made and appreciate the courage shown in reporting.

f) Maintain Confidentiality - Share the information received with the authorized team/staff only. Do not indulge in any loose talk/gossip and do not divulge any information with anyone without prior consultation with the survivor.

IV.
INVESTIGATION

Purpose of conducting an Investigation

· To manifest zero-tolerance towards sexual harassment/exploitation

· To provide speedy justice to the person who has faced harassment/exploitation

· To STOP the ongoing harassment/exploitation

· To ensure the survivor does not feel unsafe, threatened or violated

· To ensure the accused/alleged perpetrator understands the implications of his/her behavior and changes it accordingly

Basic Principles of Investigation

· Maintain Objectivity - do not let any pre-conceived notions about the accused/survivor affect the investigation. The sexual history of the survivor must not be probed into. Persons conducting the investigation must be impartial, unrelated to either of the involved parties, fair and just.

· Ensure Speedy Justice - ‘Justice delayed is justice denied’’. Ensure that the investigation process is not delayed and that recommended actions after conclusive findings can be implemented within the specified time frame.

· Believe the Survivor - more often than not, people do not make false accusations. Reporting and talking about an experience of harassment/exploitation is very uncomfortable and difficult, given the silence and stigma that surrounds any kind of sexual violence. Therefore, it is important not to show disbelief and doubt towards what the survivor shares.

· Practice Thoroughness - all evidences, testimonies, and interviews must be thorough, detailed, and accurate.   

· Maintain Confidentiality - it is important to ensure that confidentiality is maintained throughout the investigation process. Details of the sexual harassment/exploitation must not be shared with anyone beyond those who are consistently involved in the case. To prevent distortion of facts and gossip, protect interests of all parties involved and respect the survivor’s right to dignity and privacy, discretion must be exercised about what is shared about the investigation with the staff in general and other relevant authorities. The survivor must be consulted and informed before sharing any information regarding the entire incident. All documentation regarding the investigation process must be kept confidential.

· Ensure Safety - There is often a likelihood of retaliation from the accused and resultant threat to safety of the survivor, complainant/s, witnesses and informants. Therefore, all appropriate measures must be taken to safeguard their interests. It may involve relocation/resettlement of the affected individual and his/her family or transfer of the perpetrator to a different place. 

Components of Investigation

Key Players  - an investigation into the reported incidents/ complaints would involve:

· An investigator- person/team

· Survivor/person facing harassment/exploitation

· Accused/alleged perpetrator/person against whom the complaint has been made

· Witness/ Relevant informants

Constituting the Investigation Team

· Number - There should be a minimum of three persons involved in conducting an investigation. This is required to ensure the process is objective, not dependent on only one person and at the same time is small and manageable. 

· Skills and knowledge – persons entrusted with the responsibility of conducting an investigation must have certain basic skills and knowledge:

· Understanding about the issue of sexual exploitation/ harassment.

· Awareness about power dynamics underlying any harassment/exploitation that operates during investigation 

· Gender and Rights perspective

· Understanding mental health implications of such incidents on the survivor, obstacles faced in reporting and the need for protecting the survivor from any retaliation.

· Non-judgmental approach towards both the survivor as well as the accused

· Listening skills- ability to listen actively, with sensitivity, without any pre-conceived notions and being perceptive about the non-verbal cues as well.

· Selection parameters - 

· Appropriate field staff representation if the incident involves partners/ beneficiaries. 

· Gender balance- women must be present in any investigation

· Trained/qualified personnel with relevant skills and knowledge

· All members must not be from the senior management, except in cases where both the parties belong to the senior management

· One non-CARE person with relevant skills and knowledge to further objectivity
Investigation Process


a) Interviewing and collecting evidence- firstly, it will involve conducting one-to-one interviews with the survivor, witnesses, accused and any other relevant informants. It will be followed by triangulation or cross-examination of information collected through the interviews. Venue for interviews should be selected keeping the comfort, safety and confidentiality of the people and issue at hand.

b) Documentation- it is important to document each interview in detail with all information regarding the incident as well as personal observations and comments of the investigation team members. All the members present must sign it. Any additional information received and observed must be added. Thoroughness and accuracy in documentation is necessary in arriving at a decision in a just and speedy way.

c) Report with recommended actions – different kinds of reports shall be required for different purposes. A summary report about the nature of allegation, findings of the investigation and recommended actions shall have to be given to the concerned authority responsible for implementation of the recommended actions.

d) Follow-Up – it is the responsibility of the investigation team to engage in follow-up activities in co-ordination with the implementation authority. It includes ensuring speedy and effective implementation of the recommended actions and safety of the survivor, witnesses and informants.

Points to Consider

· Each and every incident of sexual harassment/exploitation; observed, reported, faced or rumored, must be looked into and addressed in accordance with the principles. 

· Pre-investigation process must begin at once to address immediate needs of the complainant. This includes providing psychosocial support, referrals for medical, vocational and legal aid. 

· Legal dimensions and implications of conducting investigation when partners and beneficiaries are involved as ‘accused’ shall have to be considered before initiating investigations.

· Investigation process, if required, must begin within the stipulated time-period as mentioned in the policy. In case it does not take place, reasons must be articulated for the same.

· It is useful to interview the complainant first, then the person facing charges of harassment/exploitation and finally the witnesses.  They must be interviewed separately to give an objective hearing to all and to create a safe environment for them to share their version.

· Investigation process should be flexible to the extent of being accessible to all. In some cases the investigation team may have to visit the complainant or the witnesses.

· Care must be taken against any kind of secondary victimization of the survivor.

· In determining whether the incident in question amounts to sexual harassment at workplace, the perception of the complainant and impact of the incident on him/her is of paramount importance.

· Multiple vulnerabilities often lead people to offer or agree to provide sexual services in order to meet some basic survival needs. Therefore, the person who has been exploited may not complain. Such cases clearly amount to sexual exploitation and the perpetrator must be held accountable as per the policy, irrespective of the perception of the exploited individual.

· Investigation into cases involving abuse and exploitation of children requires special, child-centered processes. 

· A specific timeframe must be worked out for all stages of investigation and implementation of recommended actions.

· Psychosocial aspects must be given due consideration during the investigation process and at the time of recommending actions, given the serious and sensitive nature of the incident. 

V.
ACCOUNTABILITY ISSUES

Clear accountability mechanisms must be put in place to ensure effective and speedy response to incidents of sexual harassment/exploitation at workplace. Different staff persons must be designated to ensure the following:

· Policy Development - the Country Office must have an anti-sexual harassment/ exploitation policy in place with clearly articulated mechanisms to respond to sexual harassment/exploitation cases.

· Awareness about the policy - all staff, partners and beneficiaries must be duly informed about contents of the policy, especially the reporting and investigation procedures.

· Effective implementation of reporting and investigation mechanisms - the reporting mechanisms must be set up and investigation mechanisms followed in accordance with the basic principles outlined above.
· Periodic review –the effectiveness and impact of the policy and procedures should be evaluated periodically to bring about appropriate changes as required.
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Attachment 22 - Lessons Learned/re-learned from FY04

· Ensure Leadership Support, Consultation and Collaboration. Consultative process of developing the policy through workshops with representative group of staff is important. It promotes true understanding of the issues, greater ownership of the policy and responsibility towards its implementation. These processes are most effective and sustained under proactive guidance and engagement of senior leaders. As noted by one CO, “leadership from the top management is a pre-requisite and only persistent leadership over time can breed genuine change…”Learning from and collaborating with external organizations is also important to advance this work internally within CARE and also to influence the external environment of humanitarian aid work.

· Pay attention to language and tone.  It is important to pay attention to the language used in the policy. While it is important to ensure that the CARE policy meets the local legal requirement, it is necessary to use simple, clear and friendly language that will encourage staff to use the policy without fear.

· Developing and adopting a policy is only the first step. There is still much work to be done in order to ensure its effective implementation. Further adopting a policy is necessary but not sufficient to create a harassment free work environment. The SE policy has to be viewed within the broader framework of HR policies that promote Leadership, Trust, Equality and Justice

· Awareness-raising and policy dissemination workshops must be organized at different levels with staff, partners and beneficiaries and stand alone, one-time awareness workshops are clearly not enough. In order for the awareness workshops to have the desired outcome, one must carefully adapt the design to meet the specific contextual requirements and prepare the participants for the workshop. Further, concrete plans should be drawn up with allocation of resources and responsibility to ensure follow-up to the workshop. 

· Internal staff skills should be built for conducting such workshops on a regular basis to cover all staff, partners and program participants. Given that a large number of staff need to be sensitized, it may be a good idea to organize ‘Training of Trainers’ workshop to develop skills and knowledge base of selected staff for capacity building and key persons responsible for the execution of the policy. At a minimum some tools and facilitation guides for awareness raising around key issues needs to be developed and disseminated.

· A clear process for monitoring and evaluating the effectiveness of the policy should be developed including the selection of clear indicators of effectiveness and ‘success’.  It would be important to clarify who is responsible for evaluation specifically at the CO level and more broadly at the Regional and global levels.

· Please remember that- 

· Non-verbal, covert, subtle or visual forms of harassment are more difficult to express for women and to understand for the men. They are therefore, also more difficult to prove and document. This needs to be remembered as we define SH/E or develop reporting mechanisms.

· Considering the unequal power-relations and varied contexts, reporting and investigation mechanisms available for partners/beneficiaries need to be more carefully considered and articulated in policies. It is going to take a longer time for us to reach ‘satisfactory’ levels’ considering that we just began this work in FY04 and that it is a difficult issue.

· CARE staff often found it difficult to view themselves as potential ‘perpetrators’ of SE/H in relation to communities/project participants. More discussions around concept of unequal power relations are required for them to recognize their own power and the potential for misusing it without feeling threatened. 

· CARE’s frontline staffs are also vulnerable to sexual harassment and exploitation by the partners or communities in which we work and this aspect also needs to be addressed in our policies and practices. 

Staff, especially men, expressed fear that such policies will be misused by women to get back at them. Another fear expressed was related to potential clash between local customary practices and “western” definitions of inappropriate behaviors. It is important to acknowledge these fears and promote positive and non-punitive preventive measures to build a safe and secure environment and preventing harassment/exploitation. This is an area largely overlooked in most of the current policies.
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Responding to Sexual Harassment: A Success Story





In December 2002, a female staff made a complaint of sexual harassment against a senior male staff. A team was established as per the sexual harassment/exploitation policy to investigate these allegations. The investigation team that was appointed by the Country Director was comprised of the Human Resources Administrator and a CARE Consultant. The accused was first informed verbally of the allegation followed by an official letter of inquiry from the then Country Director.





Key informant discussions were held with at least 17 people (five male and twelve female). Three of them were those mentioned in the complainant’s letter and others were selected by the team based on what was learned in these rolling interviews and partly selected completely at random.  Both the complainant and the defendant were interviewed. It was done with the utmost confidentiality that it deserved.





An inquiry report was submitted to the Country Director with detailed findings of discussions held with key informants. This was followed by an interview with the accused in February 2003. This was done as a follow-up to his reply to a letter of inquiry sent to him (dated December 7, 2002 and February 12th 2003) into the allegations of sexual harassment & exploitation. 





During this interview, he denied all allegations that he made unwelcome (persistent) sexual suggestive remarks, touched the complainant in a sexual way and offered assistance.  He claimed that it was a conspiracy to get rid of him because he is perceived as a stooge of management. However, after further questioning the accused was not able to provide specific and convincing information to support his conspiracy claim.  





Given the seniority level of the accused, the organization’s reliance on his good judgment and integrity, and the leadership role he was playing, his failure to handle questions directly and specifically was very disappointing and disconcerting.  That brought into question his transparency and honesty.  The accused relied on his relationship with the CD and others and his past performance as the main judge of his integrity, which did not provide the needed specifics to refute the many statements from staff, supporting the sexual harassment allegations. 





A legal Advisor was consulted before making a final decision.  Subsequently the accused was asked to resign after being given severance pay and any other money due him by the organization.
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Create awareness and empower communities





III


Support Ongoing Reflection and Organizational Learning





 I   ADOPTION OF POLICIES AND PROCEDURES





1. Contextualize the code of conduct


2. Establish effective reporting mechanisms and investigation   


   procedures








 II    IMPLEMENTATION 





Build staff awareness and capacity through effective communication and training 


Create awareness and empower communities/ project participants  


Develop mechanisms to monitor policy implementation and compliance




















III   INTEGRATION INTO BROADER ORGANIZATIONAL


     CONTEXT AND PRACTICES





Situate this work within CARE International’s vision and principles and integrate sexual exploitation issues in HR/ program policies/ guidelines and practices


Strive to create a trusting work environment for people to feel comfortable to talk about issues of discrimination and exploitation in a safe way


Ensure that added responsibilities and accountability for advancing the SE work is clearly defined and understood by staff at all levels


Promote opportunities for reflection, documentation and sharing of experiences that will advance both personal as well as organizational learning





       Adoption of clear staff policy and procedures 


       1. Contextualize the Code of Conduct


       2. Establish Effective Reporting Mechanisms and Investigation Procedures








      II.	Implementation of the Policy/CoC


Build leadership and staff awareness and capacity through communication and training 


Create awareness and empower communities/ project participants to report any incidents of abuse/harassment 


Develop mechanism to monitor policy implementation and compliance

















     III.	 Integration into Broader Organizational Context and Learning 


 


III.1 Integrate sexual exploitation issues in HR/ program policies, guidelines       and practices. 


Review and revise the organizational structure as well as HR polices and systems to minimize concentration of power and opportunities for abuse of power. 


Strive to integrate and mainstream actions to prevent sexual exploitation in programming at all levels.


Secondary and if possible, primary anthropological research can prove to be a useful source of information to understand the social context of the program participants.


Incorporate SE in Project/Program Design and proposal review guidelines.


Identify appropriate gender/ power analysis tools and processes and train staff to use them.


Carry out a benefits-harm analysis to be aware of the potential impact of the program on men, women, children or any specific group in the community. 


Incorporate SE issues during third party project monitoring and evaluation.


The provision of education, skills training, income generating activities, gender-based violence programs, reproductive health, and child protection initiatives are all identified as measures that can reduce vulnerability and prevent exploitation and abuse.





III.2	Strive to create a trusting work environment for people to feel comfortable to talk about issues of discrimination and exploitation in a safe way





III.3	Ensure that added responsibilities and accountability for advancing this SE work is clearly understood by the entire staff at all levels.





III.4	Promote opportunities for reflection, sharing and learning from experiences and contribute to both personal as well as organizational learning











GUIDELINES TO REVIEW HARASSMENT/ SEXUAL HARASSMENT/EXPLOITATION POLICIES





PURPOSE


The purpose of the policy must be specified. It could be focused exclusively on prevention and response to sexual harassment and exploitation or more broadly to addressing discrimination, harassment and exploitation issues.


Including the year is important to track the evolution of the policy over time and evaluate the effectiveness of the policy.











DEFINITIONS


Give some concrete examples relevant to the socio-cultural context of behaviors/gestures that may constitute harassment/ exploitation. This will give an idea about the prohibited and unwarranted behaviors.


It must be reflected in the definition that the person at the receiving end of the action shall determine whether or not an act can be termed as sexual harassment/exploitation.








SCOPE


The scope must extend to all those associated with CARE in any way. It includes staff, volunteers, consultants, project participants and project partners. 


The policy should specify the various contexts within which sexual harassment/exploitation is likely to occur. For example, in the office premises, while travelling for official purpose, in external conferences, in hotels, communities etc.


The policy must recognize that apart from the usual dominant-subordinate relationships like men and women, supervisor and supervisee and staff and beneficiary, sexual harassment can occur in many other contexts. For example, sexual harassment of CARE staff by a community member or a female boss can harass a male subordinate, or harassment can occur within same sex relationships. 





REPORTING/COMPLAINTS MECHANISMS


Ideally, both formal and informal options must be made available to the reportee-whether it is someone who has observed an incident or experienced it. No rigid/mandatory conditions should be laid down like written formal complaints, reporting only to one designated person, or reporting directly. This is important considering the sensitivity of the issue and the fear, stigma and mistrust that often surrounds such incidents. It is important to give the person who has faced harassment/exploitation an option to report to anyone s/he finds to be approachable.                                           


While it is important to create a culture of zero-tolerance for any kind of harassment and exploitation in the organization, it is equally important to respect safety issues and comfort level of the person who has experienced it. Therefore, we must take the person who has been harassed/exploited into confidence before formally reporting an issue on his/her behalf. 


While in most relationships between CARE staff and beneficiaries, unequal power is inherent; there are some relationships which may be genuine and sincere. As mentioned in the CARE USA policy, in such a situation, a consensual and mutually agreed upon sexual/romantic relationship must be discouraged but not prohibited. Concerned staff must report it to his/her supervisor or to a designated authority in CARE to ensure accountability and prevent any probable exploitation.











INVESTIGATION


Generally in the context within which CARE operates, a large number of regions/states/field offices/programs are involved. Therefore, it is recommended to have ad hoc committees to screen and investigate complaints. However, in some contexts instituting a permanent body with specified tenure may be more practical.


There must be standardized criteria for selection of the committee members, whether the committee is ad hoc or permanent.


A select number of people should be involved in the reporting and investigation process to ensure confidentiality, speedy resolutions, and a comfortable space that makes it easier to report.  


Criteria for appointment/selection of the committee members responsible for conducting investigation must be specified. Further, terms of reference of investigation committee must be clearly articulated, that is, details about issues related to termination, resignation, replacement, tenure and so on.


It is important to have the complainant’s sex, level, and position represented in the investigation committee.


It is advisable to specify a time-frame within which investigation into complaints must commence and end. 


It is important to document the process of investigation and the decisions arrived at in each case to enhance accountability.


Investigation mechanisms used for complaints involving staff within CARE and outside of CARE shall differ. This must be addressed in the policy by articulating separate and clear investigation mechanisms for different contexts.


CARE can only initiate proactive investigations in cases where CARE staff is accused of sexual harassment/exploitation of project partners/beneficiaries. 


Some of the options to deal with probable complaints against partners/beneficiaries are:


Representation of the partner organization and beneficiary community involved in a particular case, in the investigation committee.


Pushing the partner organizations to institute a policy of their own to prevent or respond to sexual harassment/exploitation incidents.


Consider including sections on ‘factors that influence sexual exploitation’ (poverty, gender, power dynamics, social inequality), ‘indications of sexual exploitation/harassment’ and impact of sexual harassment and exploitation’ This will help in making investigation mechanism just and sensitive.











PENALTY


Nature of penalties for allegations of sexual harassment/exploitation that are proven true after due investigations must be clearly specified.


Some CO policies have mentioned stringent actions be taken in case of failure to report an observed incident of sexual harassment and exploitation, stating that staff is obliged to report any such incidents. Considering issues of confidentiality, safety and trust, it is advisable not to treat the failure to report an incident as a major misconduct. Reasons for doing so must be evaluated before terming it as misconduct. 








MALICIOUS COMPLAINTS


One common fear reflected in most policies is that it will be misused against men co-workers. To address this fear, policies often have a section saying false complaints will be dealt with severely. However, since in incidents of sexual harassment, subjective perception of the recipient/complainant is of foremost importance, due diligence must be followed before accusing the complainant of making false charges. At the same time, one recognizes the need to safeguard rights of the accused. Therefore, it may be useful to say that false complaints made with definite malicious intent will be dealt with strictly. In general, one cannot be punished for feeling harassed! 


One must clearly distinguish between false complaints made with malicious intent and inconclusive findings. A lack of sufficient evidence does not automatically imply that the complaint was false. 








APPEAL


It is advisable to keep an option of appeal available to the complainant and the person who is the alleged perpetrator, in case either of them is dissatisfied with the decision taken by the investigation person/committee. 


Appeal should be made to a person/group separate from the investigation committee and the decision must be final and binding.








PREVENTION


Prevention must be an integral part of such a policy since the main aim is to prevent any such incident from occurring. Response is to be considered only if preventive mechanisms fail. Therefore, it is important to clearly articulate the organizational commitment and plans for prevention.


Broadly, preventive activities include any initiatives taken to create a friendly, safe and trusting environment where respect and dignity of each individual associated with the organization is upheld. Some of the suggested preventive steps are as follows:


Institute a policy and work towards its effective implementation.


Translation of the policy in local/regional/national languages to ensure it is understood by all stakeholders.


Dissemination of the policy to all stakeholders.


Orientation of all stakeholders to the contents of the policy through interactive discussions.


Sensitization of all stakeholders and staff to issues of sexual harassment/exploitation through interactive workshops and training. 


Additional training/ coaching of staff with specific responsibility to facilitate wider dissemination and understanding of issues related to sexual harassment/exploitation.


Linking the policy implementation to other organizational initiatives that contribute to creating a culture of trust and security, promoting equity and respect thereby creating healthy work environments and work relationships.


Including the policy in employee induction program.


Monitor and review the policy implementation and revise the policy contents if required.








ACCOUNTABILITY


Clear accountability mechanisms (who is accountable, to whom and in what way) need to be stated in the policy for the following reasons: 


Overall implementation and review of the policy.


Constitution of investigation committee.


Investigation into complaints and making a speedy decision.


Implementation of the decisions taken by the investigation committee.


Preventive steps.


Monitoring and evaluation of policy implementation.











LEGAL ASPECTS


While it is recommended that the policy be reviewed and approved by a legal expert, the language/tone used should be simple, easily understood and non-threatening for all concerned.








GUIDELINES FOR ESTABLISHING REPORTING AND INVESTIGATION MECHANISMS FOR INCIDENTS OF SEXUAL HARASSMENT/EXPLOITATION AT WORKPLACE








Reporting mechanisms must be trust-worthy, flexible, and accessible to suit different contexts and needs








An effective investigation process is rigorous, speedy, just and rights-based

















3


3


4


5











6


7


8


8











9


10


10


11











12


12


13


13


13














14


15


15


16











17











Current Organization Structure*, CARE International





CARE International





Secretariat only (coordination,�not decision-making)





Non-lead Members





Contractual agreements to fund projects in Country Office





CARE USA Regional


Management


 Units





Country Offices (64)





Project Partners





Aid operations 


managed and owned by Lead Members








Lead Members








Code of Conduct to Prevent and Respond to Sexual Harassment, Exploitation and Abuse of Program Participants








Agreement to Abide by CARE International's Code of Conduct


to Prevent and Respond to Sexual Harassment, Exploitation and Abuse


of Program Participants











� Children are defined as people between the ages of birth and 18 years of age, including adolescents.


� These principles were adapted from UNICEF’s “Principles for Ethical Reporting on Children,” available from � HYPERLINK "http://www.unicef.org/media/media_tools_guidelines.html" ��http://www.unicef.org/media/media_tools_guidelines.html�.  


� This checklist was adapted from UNICEF’s “Principles for Ethical Reporting on Children,” available from � HYPERLINK "http://www.unicef.org/media/media_tools_guidelines.html" ��http://www.unicef.org/media/media_tools_guidelines.html�, and from “Five Key Questions to Ask Yourself about Children and Displays & Media Exposure.”


� Prepared by Madhuri Narayanan, Senior Advisor, Gender Equity and Diversity, CARE USA, February 2004


� For detailed information on implementation design and planning of the first phase of PRESHEP program read the ‘Final Project Implementation Report’, prepared by CARE Sierra Leone, which can be made available by Madhuri Narayanan (Senior GED Advisor) on request.





� CARE workers include all CARE permanent/temporary, field/HQ staff, volunteers, consultants and all others who 


  are working as part of CARE-run projects and programs and are connected to CARE, including para-professionals  


  and community workers.


� These principles are based on CARE's programming principles and Inter-Agency Standing Committee's policy statement 


   on protection from Sexual Abuse and Exploitation 


� Developed by Vasuda Arora and Madhuri Narayanan, CARE, August 2005
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