
 

1 | P a g e  
 

 
 

 

PSEAH Policy Review: 
 
Amendments have been made after review and consultation with the Australian Volunteers 

Programme (AVP) who have assisted in aligning the Policy with the latest updated DFAT 
safeguarding standards. Amendments include the following: 

 
• request to make the policy to current dates (August 2026) 
• a PSEAH Code of Conduct to be annexed  
• PSEAH Guiding Principles 4, 5, 6 & 7 as you have only 1,2 & 3 ( 

https://www.dfat.gov.au/international-relations/themes/protection-sexual-exploitation-abuse-

and-harassment) 
• Under the definition of Sexual Misconduct – include “sexual exploitation” so that 

this is referenced across all throughout the policy. For example, in section 5.1 it 
only acknowledges the assessment to determine the level of sexual misconduct; 
however, sexual exploitation is not specifically included. 

  
 

 

 
  

https://www.dfat.gov.au/international-relations/themes/protection-sexual-exploitation-abuse-and-harassment
https://www.dfat.gov.au/international-relations/themes/protection-sexual-exploitation-abuse-and-harassment
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1. Purpose 

The Fiji Women’s Rights Movement (FWRM) is committed to a workplace that is free from sexual 

exploitation, sexual abuse and sexual harassment. Everyone has a responsibility to act in an ethical 

and transparent way to build a respectful working culture that rejects inappropriate behaviour, and 

where staff, partners and communities feel supported and valued. This policy sets out expectations 

and requirements for FWRM staff and partners to manage the risks of sexual exploitation, abuse 

and harassment incidents, should they occur in the delivery of our programmes and organisational 

matters. 

KEY DEFINITIONS 

Sexual misconduct Sexual misconduct is a type of violence that uses power, control, and/or 

intimidation to harm another. It includes sexual harassment, sexual 

assault, domestic violence, dating violence, and stalking. It occurs when 

there is an absence of consent. Consent is a free and clearly given yes, not 

the absence of a no, and cannot be received when a person is incapacitated 

by alcohol or drugs. 

Sexual Exploitation Any actual or attempted abuse of a position of vulnerability, differential 

power, or trust for sexual purposes. It includes profiting monetarily, 

socially, or politically from sexual exploitation of another 

Sexual abuse The actual or threatened physical intrusion of a sexual nature, whether by 

force or under unequal or coercive conditions. It covers sexual offenses 

including but not limited to: attempted rape (which includes attempts to 

force someone to perform oral sex); and sexual assault (which includes 

non-consensual kissing and touching). All sexual activity with someone 

under the age of consent is considered to be sexual abuse.1 

Sexual harassment A person sexually harasses another person if the person makes an 

unwelcome sexual advance or an unwelcome request for sexual favours, 

or engages in other unwelcome conduct of a sexual nature, in 

circumstances which the person harassed would be offended, humiliated 

or intimidated. Sexual harassment can take various forms. It can be 

obvious or indirect, physical or verbal, repeated or one-off and perpetrated 

by any person of any gender towards any person of any gender. 

Consent Knowing, voluntary, and clear permission, to engage in mutually agreed 

upon sexual activity. Each person is responsible for gaining consent. A 

person cannot consent if they are unable to understand what is happening, 

helpless, asleep, or unconscious for any reason, including due to alcohol 

or other drugs. 

 

2. Scope 

This policy applies to all representatives of FWRM, including the following: 

• Staff 

 
1 In compliance with DFAT guidelines, it is recommended to use the age of consent according to law in Fiji (13 
years) or that of Australian Capital Territory law (16 years), whichever is greater. Thirteen is considered too young. 



 

4 | P a g e  
 

• Members of FWRM 

• Friends of FWRM 

• Volunteers 

• Interns 

• Governance Board members 

• Clients 

• Consultants/ Resource persons 

• Family members or carers accompanying staff on travel and assignment 

• Family members or guardians of Girls as part of the GIRLS programme 

• Any other organisations or people acting for or on behalf of FWRM 

This policy applies at all times when such persons are working for, travelling or representing 

FWRM, both during and outside normal working hours. On-site such as public and private spaces 

designated as workplaces; areas designated for breaks, meals, and sanitary facilities; places of 

accommodation and transportation provided by the organisation. Off-site locations such as events, 

conferences, work travel, and work-related social gatherings. Remote working arrangements, 

online platforms, and digital communications. FWRM programme partners are also required to 

comply with the requirements of this policy as set out in clause 4.2. 

This Policy is to be read in conjunction with FWRM’s Employee Handbook, Child Safeguarding 

Policy and Sexual Harassment Policy. 

3. Legal Framework Influencing PSEAH Policy 

International Standards and Guidelines Local Laws (Fiji) 

UN Secretary-General's Bulletin on Special 
Measures 
for Protection from Sexual Exploitation and 
Sexual 
Abuse (ST/SGB/2003/13) 

a) Sets minimum standards of behavior 
for UN staff and associated personnel. 

b) Prohibits sexual relationships with 
beneficiaries and the exchange of 
goods/services for sex. 

Fiji Constitution (2013) 
a) Guarantees freedom from cruel, 

degrading, or inhuman treatment 
(Section 11). 

b) Provides equal protection before the 
law and the right to dignity (Section 
26). 

c) Section 41 in constitution on Rights of 
Children provides protection to 
children from abuse, neglect, harmful 
cultural practices, and form of 
violence, inhumane treatment and 
punishment, and hazardous or 
exploitative labour 

Convention on the Elimination of All Forms 
of Discrimination Against Women (CEDAW) 
- ratified 
by Fiji in 1995. Legally binds state parties to 
eliminate discrimination and protect women’s 
rights, including protection from gender-
based violence. 

Crimes Act 2009 
a) Defines and criminalizes sexual 

offences, including rape, sexual 
assault,  and exploitation. 

b) Covers abuse of trust or authority, 
including by employers or service 
providers. 

Convention on the Rights of the Child (CRC) 
- ratified 

Employment Relations Action 2007 
(currently under review) 
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by Fiji in 1993 Requires state parties to 
protect children from all forms of sexual 
abuse and exploitation. 

a) Prohibits sexual harassment in the 
workplace and requires employers to 
take reasonable steps to prevent it. 

b) Provides grievance procedures and 
recourse for victims 

ILO Convention No, 190 on Violence and 
Harassment in the World of Work – ratified 
by Fiji in 2020. Recognizes the right to a 
workplace free from violence and harassment, 
including gender-based violence. 

Child Care and Protection Act 2024 
Strengthens child protection by prioritising 
family preservation, early intervention, and 
mandatory reporting of abuse, establishing a 
dedicated Department for Children to 
safeguard against violence, neglect, and 
exploitation. 

Core Human Rights Treaties 
a) Universal Declaration of Human 

Rights (UDHR) 
b) International Covenant on Civil and 

Political Rights (ICCPR) 
c) International Covenant on Economic, 

Social and Cultural Rights (ICESCR) 
These enshrine rights to dignity, equality, 
safety, and access to justice. 

Domestic Violence Act 2009 
Provides protection mechanisms for survivors 
of intimate partner or familybased sexual 
violence. 

Sphere Standards / Core Humanitarian 
Standard (CHS) Emphasize safeguarding and 
accountability to affected populations in 
humanitarian response. 

Online Safety Act 2018 
Addresses abuse and harassment in digital 
spaces, including image-based abuse and 
cyberbullying (Section 24 & 25). 

The Paris Principles and Commitments (for 
Child Protection in Emergencies) Set 
standards for protecting children in conflict 
and emergency settings, including from 
sexual violence. 

 

 

4. Our Policy Principles  

FWRM does not condone any sexual exploitation, sexual abuse or sexual harassment of any kind. 

FWRM will take all reasonable steps to prevent sexual exploitation, sexual abuse and sexual 

harassment, and to promote the rights of people and communities with whom we work. The 

principles that underpin FWRM’s Policy are: 

Principle 1: Zero tolerance of inaction. Sexual exploitation, abuse and harassment are never 

acceptable. Zero tolerance is not the same as zero incidents. FWRM defines zero tolerance as 

acting on every allegation in a fair and reasonable way with due regard for procedural fairness. 

Principle 2: Survivor needs are prioritised. Action to address sexual exploitation, abuse and 

harassment should be underpinned by a “do no harm” approach prioritising the rights, needs, and 

wishes of the survivor, while ensuring procedural fairness to all parties. This approach treats the 

survivor with dignity and respect, involves them in decision making and provides them with 

comprehensive information. It also protects privacy and confidentiality, does not discriminate 

based on gender, age, race/ethnicity, ability, sexual orientation, or other characteristics and 

considers the need for counselling and health services to assist the victim/survivor with their 

recovery. 
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Principle 3: Gender inequality and other power imbalances are addressed. Available data indicates 

that the majority of survivors are female and the majority of perpetrators are male. However, there 

are also other power imbalances at play. Inequalities based on the distinctions of 

worker/beneficiary; ability/disability; ethnic and Indigenous status; religion; gender identity and 

sexual orientation; age; health and poverty, can also result in sexual exploitation, abuse and 

harassment. The intersection of gender with other forms of inequality can further increase the 

likelihood of SEAH occurring. Engagement with intended beneficiaries should be based on respect 

for diversity, promotion of gender equality and social inclusion, accountability, and a strong “do 

no harm” focus. 

Principle 4: Prioritise prevention as a critical strategy to prevent gender-based violence before it 

starts, minimizing the risk of SEAH and creating safe environments in all contexts, both in the 

physical environment and online. Actions to prevent SEAH and promote safety are embedded in 

all policies, programmes, recruitment, staff training and daily operations to minimise risks. 

Principle 5: A feminist, rights-based, and participatory approach to PSEAH whereby the 

organisation will meaningfully engage staff, volunteers, partners, programme participants, and 

communities—particularly women, girls, and groups at greater risk—in identifying PSEAH risks 

and strengthening safeguarding measures. We will ensure inclusivity, accessibility, survivor-

centered and culturally appropriate, while building on trusted community and national 

safeguarding mechanisms where appropriate. 

 

Principle 6: Reporting incidents is immediate and mandatory of all suspected or actual incidents, 

allegations, or concerns of sexual exploitation, abuse, and harassment (PSEAH). Reporting 

mechanisms will be clear, accessible, confidential, and survivor-centred, ensuring that concerns 

are addressed promptly, appropriately, and without fear of retaliation. 

Principle 7: PSEAH is embedded across the organisation’s governance, leadership, and 

organisational culture. Leadership will promote accountability, allocate appropriate resources, and 

regularly review and strengthen PSEAH policies, systems, and practices to ensure a safe, 

respectful, and inclusive environment. 

5. Implementation 

FWRM will apply this policy and requires that all staff, volunteers, board members and all other 

stakeholders to be made aware of the Policy and that they will agree to abide by the FWRM’s 

Employee Handbook, including the requirements to comply with this policy. 

5.1 Risk Management 

While we acknowledge that it is not possible to eliminate all risks of sexual misconduct and sexual 

exploitation, FWRM has adopted a risk management process by which risks are identified, 

monitored and reasonably mitigated against in the assessment of all our activities. This includes a 

process by which activities are assessed to determine the level of risk for sexual misconduct. This 

Policy and the FWRM Employee Handbook will be included in inductions and in orientation 
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sessions, as well as communicated through internal communications, contracts and via FWRM’s 

website. Those who are directly engaged in activities assessed as high risk or above, will complete 

additional PSEAH induction and refresher training (every 1 year). FWRM will undertake a risk 

assessment for all partners or other organisations acting for or on behalf of FWRM to identify 

risks, classify any high risk activities and document steps being taken to reduce sexual misconduct 

risks. The risk assessments will be undertaken at the program design and proposal stage, form part 

of regular monitoring and be reviewed at regular reporting intervals. 

5.2 Program Partners 

It is mandatory for all partners to comply with FWRM’s PSEAH Policy in any kind of engagement. 

All programme partners will: 

• act in accordance with the principles and requirements in this Policy; 

• have Prevention of Sexual Exploitation, Abuse and Harassment clauses included in all 

partnership agreements and agree to yearly compliance monitoring by FWRM; and 

• adopt and comply with their own policies and procedures by which risks are identified, 

monitored and mitigated against, including assessing the level of risk for sexual misconduct 

and mitigating the same in, establishing organisational reporting and investigation 

procedures. 

FWRM will assist partners with information to support their compliance with these sexual 

exploitation, abuse and harassment requirements and to develop their own policies and reporting 

processes and systems. FWRM will review partner PSEAH related compliance on a regular basis. 

6. Reporting 

Reporting assists in monitoring SEAH incident management. Where any person has reasonable 

grounds to suspect that FWRM or any persons within the scope of this Policy have engaged in 

sexual exploitation, sexual abuse or sexual harassment, FWRM encourages them to report their 

concerns immediately in accordance with this Policy. 

Person reporting shall not suffer any sanctions from FWRM on account of their actions in this 

regard provided that their actions: 

• are in good faith based on reasonable grounds, and 

• conform to the designated procedures outlined below. 

An individual victim or survivor is under no obligation to report any incident that has happened to 

them; however, FWRM will ensure individuals who self-report will have access to timely and 

suitable assistance. 

All complaints will need to be reported to the donor (DFAT in particular) and the international 

partner organisation that FWRM is working with. 

6.1 How to report 
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• Mandatory and immediate (within two working days of becoming aware of an alleged 

incident) reporting by all staff and FWRM partners of any alleged incident of sexual 

exploitation, abuse or harassment related to the delivery of FWRM business. This includes 

any alleged incident that poses a significant reputational risk to FWRM. For example, an 

allegation against a senior staff member of a partner organisation. 

• Mandatory reporting (within five working days) by all staff and FWRM partners of any 

alleged Policy non-compliance; for example, failure to adhere to the PSEAH Policy 

Minimum Standards (See Annex 1). 

• Who reports? All FWRM staff and partners as defined under the Policy’s scope (see 

Section 2 - Scope) must report any alleged incidents of sexual exploitation, abuse or 

harassment or Policy non- compliance. 

• What is reported? Reporting is for any suspected or alleged cases of SEAH perpetrated by 

anyone within scope of the Policy in connection with official duties or business. If in doubt, 

staff and FWRM partners should report an alleged incident. In line with Principle 1- Zero 

tolerance of inaction—individuals and organisations found not reporting alleged incidents 

will be viewed as being non-compliant. 

• Reports of abuse or exploitation of individuals under the age of 16 years must follow 

FWRM’s Child Protection Policy–see https://fwrm.org.fj/images/PDFs/FWRM-Child-

Protection- Policy.pdf  

How to report? 

Anyone wishing to report under this Policy can notify FWRM by informing their supervisor or 

member of the Management Team or the Executive Director within FWRM at any time in person 

or via phone, text, email or other communication. When  making  a disclosure,  the reporting  

person may  do  so  anonymously  by  email,  through  a phone call or by mail. People are 

encouraged to share their identity when making a disclosure, as it will make it easier for FWRM 

to address the disclosure, but they are not required to do so. If they do not share their identity, 

FWRM will assess the disclosure in the same way as if they had revealed their identity. However, 

there may be some practical limitations in conducting the investigation. 

6.2. How FWRM will manage disclosures 

FWRM will make all reasonable effort to keep the identity of the person making the disclosure 

and the individual victim or survivor confidential unless that disclosure is authorised by the 

relevant person or required by this Policy or the law.  

Following receipt of a report of SEAH, FWRM Executive Director will undertake the following 

actions in compliance of the Safeguarding Reporting Procedure (see Annex 2): 

• Undertake a prompt impartial and appropriate investigation, to determine what action, if 

any, should be taken in the circumstances. Any such investigation shall observe the rules 

of natural justice and the provisions of procedural fairness. 

• Advise the Chair of the Governance Board of the report. 

• Make any notifications required under law. 

https://fwrm.org.fj/images/PDFs/FWRM-Child-Protection-%20Policy.pdf
https://fwrm.org.fj/images/PDFs/FWRM-Child-Protection-%20Policy.pdf
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• If the complaint or concern relates to a person employed by an FWRM partner organisation, 

subject to obligations of confidentiality, FWRM’s Executive Director, or her delegate, will 

discuss the allegations with the partner organisation’s Executive Director and decide 

together upon the next steps. Before any adverse finding, the subject of the report shall be 

informed of the allegations against them and provided with an opportunity to reply to the 

allegations. 

• At an appropriate time the person making the report may be asked to comment on any 

additional evidence obtained/and or the need to be a witness 

• If at the conclusion of the investigation, the allegations disclosed are considered to be 

substantiated, effective remedial action, commensurate with the severity of the offence will 

be taken. 

• Where safe to do so, and when in accordance to the wishes of the victims, survivors and 

whistleblowers, all alleged SEAH incidents that involve a criminal aspect should be 

reported through the correct local law enforcement channels. 

6.3 Protection against Retaliation 

• FWRM is committed to protecting the rights and safety of all personnel and the 

organisation encourages all Staff to report sexual exploitation abuse and harassment 

(SEAH) or retaliation concerns without fear of consequences. 

• Retaliation is strictly prohibited and will result in disciplinary action. 

• FWRM is fully committed to protecting those who come forward in good faith to report 

concerning workplace conduct or assist in review processes. 

• Staff who make a complaint under this Policy will be protected against any retaliation by 

the alleged harasser or any other representative of the organisation. 

• Examples of prohibited retaliation include, but are not limited to: 

o Termination, demotion, or other employment consequences 

o Threats, verbal/physical abuse or harassment 

o Victimisation such as unfair denial of promotions, training opportunities or other 

benefits 

• Any Staff who feel they have experienced retaliation should immediately report it to 

[designated contact]. All reports of retaliation will be promptly investigated and FWRM 

will take all appropriate measures within its control, to minimise the risk of any retaliation 

against the complainant or the alleged offender.   

• In the event that management is made aware of any retaliation or threat of retaliation taking 

place outside of the workplace, appropriate action will also be taken. Support services shall 

be made available to the complainant and, where appropriate, the act or threat may be 

reported to the police. 

• Substantiated retaliation is considered a serious violation of this Policy and may result in 

discipline up to and including termination of employment. 

6.4 Misconduct 
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Any FWRM staff found to be involved in SEAH may be subject to disciplinary action (including 

but not limited to termination of employment or engagement). FWRM may refer any person that 

has engaged in SEAH to law enforcement authorities for further investigation. Any person making 

allegations frivolously, maliciously or for personal gain, may also be subject to disciplinary action 

(including but not limited to termination of employment or engagement). 

7. Compliance and assurance 

It is all staff, members and partners responsibility to support the implementation of this policy. In 

order to ensure role specificity, the Executive Director, in conjunction with the FWRM 

Management Team, is responsible for the administration, interpretation, and application of this 

policy. A copy of this policy shall be placed on FWRM’s shared drive and website. 

8. Review and amendment 

This policy will be reviewed not less than every 3 years to ensure it remains compliant with law, 

relevant and effective. This policy may be amended by the Governance Board. 

9. References/related documents 

The following key documents are referenced:  

• FWRM Employee and Consultant Contracts 

• FWRM Employee Handbook 

• IWDA PSEAH Policy 

• DFAT PSEAF Policy 

• FWRM Child Protection Policy 

• FWRM Sexual Harassment Policy 

 

 

 

 

 

ANNEX 1: MINIMUM STANDARDS 

The Policy takes a risk-based, proportional approach to PSEAH. FWRM staff and partners must assess the 

level of risk for SEAH occurring, and apply minimum standards accordingly. 

 

PSEAH Minimum Standards 
 

 

Minimum 

 

Obligation 

 

Applies to 
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standard  

Organisations Individuals Low 

Risk 

Med 

Risk 

High 

Risk 

Very 

High 

Risk 

1. Have a 

PSEAH 

policy or 

other 

documented 

policies and 

procedures in 

place and 

clearly 

communicate 

expectations 

of this Policy. 

Must have a PSEAH 

policy or other 

documented policies 

and procedures in 

place, which clearly 

meet the expectations 

of this Policy. Policy 

must be on the FWRM 

website and in the 

Employee Handbook. 

Staff sign the contract 

and are held to 

compliance of the 

Employee Handbook. 

Partners, members 

and public will be 

informed of this 

policy through the 

website and at every 

event. 

✓  ✓  ✓  ✓  

2. Have 

reporting and 

investigation 

procedures in 

place 

The PSEAH policy, or 

equivalent, documents 

how SEAH incidents 

will be managed, 

reported and 

investigated. 

Reporting and 

investigation processes 

must 

include engagement of 

and reporting to the 

Governance Board. 

Staff after their 

orientation and after 

each annual 

refresher on PSEAH 

can demonstrate 

knowledge of 

reporting 

requirements for 

concerns or 

incidents and policy 

non-compliance 

✓  ✓  ✓  ✓  

3. Have risk 

management 

processes that 

include the risk of 

SEAH. 

Have effective risk 

management processes 

that 

include consideration 

of the risk of SEAH. 

The process must 

document the controls 

already in place or to 

be implemented to 

reduce or remove 

risks. 

 X ✓  ✓  ✓  

4. Effective 

PSEAH 

training in 

place 

PSEAH training for 

personnel on an annual 

basis 

Complete PSEAH 

training annually and 

provide evidence of 

this- signed 

attendance sheets. 

X X ✓  ✓  

5. Recruitment 

and screening 

processes and 

employment 

practices 

address and 

Can demonstrate 

robust PSEAH 

recruitment and 

screening processes 

for all 

personnel/consultants 

Based on a risk 

assessment, 

assurances could 

include providing a 

recent police check, 

working with 

X X ✓  ✓  
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manage the 

risk of SEAH. 

including having in 

place 

appropriate and 

enforceable standards 

of conduct e.g. police 

clearance certificates, 

references 

vulnerable people 

check or location 

specific equivalent 

that provides 

assurance reasonable 

SEAH precautions 

have been taken. 

6. 6. Prohibit 

transactional 

sex for all 

personnel, 

while 

engaged in 

the direct 

delivery of 

FWRM 

activities 

Prohibits transactional 

sex in the field for all 

staff and personnel 

while engaged in the 

delivery of FWRM 

activities. 

Employment 

contracts are inclusive 

of PSEAH policy. 

X X X ✓  

 

 

 

 

 

 

 

 

 

 

 

ANNEX 2: Safeguarding Reporting Procedure 

Purpose 

This safeguarding reporting procedure outlines how to handle allegations or concerns regarding harm, 

abuse, or exploitation, as per the Preventing Sexual Exploitation, Abuse and Harassment (PSEAH) Policy 

ensuring the safety and dignity of all individuals involved, particularly vulnerable populations like children, 

women, and individuals with disabilities. 

Step 1: Reporting a Concern  

1. Identify a Concern 
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• Any individual (staff, FWRM member, volunteer, beneficiary, or member of the public) can raise 

a concern if they suspect harm, abuse, or exploitation- as per the FWRM PSEAH Policy. 

• Recognize signs of safeguarding violations, such as unusual behavior, physical signs of harm, or 

direct disclosures of abuse. 

2. Report Immediately 

• Notify the Executive Director or member of the Management Team as soon as possible. 

• If the Executive Director or member of the Management Team is implicated, report directly to a 

higher authority within the organization, such as the Chair of the Governance Board. 

3. Document the Concern 

• Use the Safeguarding Reporting Template (see Annex a) to record details. 

• Document facts, observed behaviors, dates, times, and individuals involved but avoid investigating 

or interviewing any parties directly 

 Step 2: Initial Assessment by the Safeguarding Officer  

1. Risk Assessment 

• The Executive Director or member of the Management Team assesses the severity, urgency, and 

credibility of the report. 

• Prioritize immediate actions if the individual is at imminent risk of harm.  

2. Determine the Need for Further Investigation 

• Decide if a preliminary investigation is necessary or if the matter should be referred directly to 

external authorities (police, child protection services, etc.). 

3. Confidentiality Assurance 

• Ensure all reports are treated confidentially and that only relevant personnel are informed. 

• Communicate confidentiality boundaries to the reporter, explaining that some information may 

need to be disclosed to ensure safety. 

 Step 3: Investigation Procedure 

1. Assign Investigation Lead 

• Appoint a trained investigator who is impartial, experienced, and has no prior involvement with the 

case. 

2. Investigation Plan 

• Develop an investigation plan detailing key steps, timelines, individuals to interview, and 

documentation needs (see Investigation Template in Annex b). 

• Adhere to a trauma-informed, respectful approach to reduce further harm to involved parties. 

3. Collect Evidence and Conduct Interviews 

• Gather factual information from witnesses, records, and other documentation as per organizational 

guidelines. 
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• Conduct interviews with individuals involved, ensuring support for vulnerable parties and 

maintaining a non-judgmental environment. 

4. Report Findings 

• Summarize findings, determine if policy violations occurred, and recommend actions. 

• Share findings with relevant authorities or governing bodies if necessary 

Step 4: Decision and Follow-up 

1. Implement Disciplinary Actions 

• Based on investigation findings, take necessary disciplinary action in line with organizational 

policies, such as suspension or dismissal. 2. Support for Affected Individuals 

• Offer counseling or support services to those affected, including survivors and witnesses. 

• Monitor the situation to prevent retaliation or ongoing harm. 3. Report and Document Outcomes 

• Complete a final Outcome Report (see Annex c), summarizing the investigation findings, actions 

taken, and any preventative recommendations for the future. 

Step 5: Review and Reflect 

1. Case Review Meeting 

• Conduct a review meeting with the Safeguarding Committee or Board to discuss the incident, 

identifying lessons learned and opportunities to improve policies. 

2. Policy and Procedure Updates 

• Based on findings, update the safeguarding policies or training requirements to prevent similar 

incidents. 

 

 

 

 

Annexes 3: Reporting and Investigation Templates 

Annex a: Safeguarding Reporting Template 

Field Description 

Reporter’s Name  

Date and Time of Report  

Description of Incident  



 

15 | P a g e  
 

Individuals Involved  

Observed Behavior  

Action Taken (If any action taken prior to report) 

Signature  

 

Annex b: Investigation Plan Template 

Investigation Step Details 

Investigator Assigned  

Investigation Start Date  

Key Issues to Address  

Individuals to Interview  

Evidence Required  

Expected Completion Date  

 

Annex c: Outcome Report Template 

Field Description 

Case Summary  

Findings  

Policy Violations (if any)  

Actions Taken  

Recommendations  

Follow-up Support  

Final Review Date  

 


