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[bookmark: _Toc316466437]Implementation of ADRA’s Safeguarding Framework
Sample Terms of Reference: Safeguarding Focal Point
Context

ADRA is committed to ending sexual misconduct within the organization and in response has strengthened its framework, policies and procedures to initiate a culture change on accountability and safeguarding. 

While the new ADRA safeguarding policies were approved in June 2020, we recognize that it is people who bring these policies to life and begin to build a culture across all offices, teams, and activities. Thus, ADRA International’s Safeguarding Office has developed a sample Terms of Reference for Safeguarding Focal Points to outline some of the key responsibilities an individual would likely take on in order to establish, maintain, and monitor internal and external safeguarding activities that help form part of each country office’s safeguarding country plan, which should be developed by Safeguarding Officers and Task Forces to meet ADRA’s Safeguarding Standards.
What is the role of a Safeguarding Focal Point?

Sexual exploitation and abuse by aid workers is a global problem. Data available still does not reflect the true extent of the problem. Lack of awareness, poor reporting mechanisms, lack of faith in investigative and disciplinary systems and a dearth in services to victims have all impacted on ADRA’s and its partners’ ability to prevent and respond effectively to sexual exploitation and abuse. 

All ADRA Representatives have an obligation to create and maintain an environment that prevents sexual exploitation and abuse. The role of the Safeguarding Focal Point is to identify ways to enhance prevention strategies and initiate and undertake activities that support this goal. While Country Directors, Safeguarding Officer/Task Forces, and managers have a responsibility to support and develop systems that prevent and respond to sexual exploitation and abuse, Safeguarding Focal Points can assist managers in fulfilling this responsibility. While the Safeguarding Focal Point may undertake certain tasks independently, most actions to be implemented require the mobilization of the administrative and operational teams. The objective being that field teams take ownership over the system and are empowered on the issue of the prevention of sexual harassment, exploitation, and abuse (PSHEA). Lastly, the Focal Point serves an integral role to implement ADRA’s reporting structure and to ensure that all complaints are referred to the appropriate person/office. 
Roles and Responsibilities for the Safeguarding Focal Point

The main responsibilities of the Safeguarding Focal Point include: 

· Training staff, partners, and other ADRA Representatives on safeguarding and related matters
· Sensitizing local communities to their rights and reporting mechanisms; raising awareness on ADRA’s Code of Conduct and safeguarding policies  
· Receiving and referring sensitive concerns in a survivor-centred manner that is in line with ADRA’s reporting procedures 
· Inform program and MEAL activities based on lessons learned from reports received
· Managing context and service mapping; supporting in survivor assistance 
· Supporting on the prevention and identification of safeguarding risks 
· Participation in local or national PSEA networks 



	Safeguarding Focal Points Terms of Reference:

The Safeguarding Focal Point’s function must be highly visible and clearly known to the team. He/she must:

· Be familiar and well-versed with ADRA’s Code of Conduct, Safeguarding Code of Conduct, Safeguarding Standards and associated policies and procedures; 

· Take a lead role in raising awareness about ADRA’s safeguarding policies and procedures, including the Code of Conduct and other related policies, and provide/coordinate training for ADRA Representatives, including partner staff and volunteers, on these measures.  

· With relevant leadership / management staff, facilitate regular discussions within the workplace, with partners, and communities as appropriate on key topics related to safeguarding and protection from sexual exploitation, abuse and harassment (PSEAH). 

· Maintain safeguarding context maps, conduct referral service mapping, and support on safeguarding risk assessments for activities and partners for the office and project locations if necessary 

· Ensure that staff in specific locations remain aware of changes and keep detailed, accurate and up-to-date information about local, available services and their quality for referrals and signposting when necessary. Create and share an internal log to monitor information on services and who is managing it.

· Attend local safeguarding/PSEA (or SGBV and child protection) meetings and working groups (within government structures, UN bodies, INGOs and local NGOs)

· Receive safeguarding reports (concerns, reports, allegations, et cetera) and respond in accordance with ADRA’s procedures; provide referral or next step support and information, prioritizing a focus on the welfare and safety of the victim and survivor.

· Ensure that people who report SHEA, bullying and harassment, child abuse, or other safeguarding concerns will be safe and protected 

· Monitor the progress of all local safeguarding cases. Uphold data protection requirements and the confidentiality of all cases and monitor process progress only. Note: Procedures should be led by HR and/or delegated authority.

· Coordinate logistics and administration of any investigation procedures into safeguarding/SEA incidents upholding data protection requirements throughout.  Note: Depending on the case, the actual investigations and associated recommendations will be led by external investigators or trained internal investigators.[footnoteRef:1] [1:  Administrative Safeguarding Investigation Manual for the ADRA Network] 


· Maintain a focus on the welfare and safety of the victim and survivor throughout the investigation process. This may include providing next step support and information

· In collaboration with the Country Director, monitor the implementation of the management implication recommendations from each investigation report  

· Have regular contact with the ADRA International Safeguarding Office and Regional Protection Focal Point (if role exists) for reporting, information sharing and learning on PSEA and child protection issues

· Build relationships with colleagues and others to receive regular analysis of safeguarding risks, issues and trends (this can include non-written information, through observations and conversations). 
· Lead ad hoc research on risks, issues and trends as required or as risks are identified.

· The Safeguarding Focal Point will encourage program teams to implement safeguarding activities within projects or within the design of projects to reduce the risk of SEA. This will include, but is not limited to:

· Remain up-to-date with donor requirements related to safeguarding (this is also the responsibility of the Country Director and managers.  

· Promote the participation of affected populations so they can provide input on the program design, implementation, and monitoring. 

· Facilitate trainings or sensitization activities that inform local communities of their rights and of ADRA’s safeguarding/PSHEA measures including their right to protection including how they would raise a concern about Sexual Exploitation and Abuse (SEA). 

· Conduct in-depth and adapted awareness sessions on safeguarding (for staff, volunteers, partners, and other people who represent ADRA and its work)

· Create PSEA awareness materials that outline appropriate behaviors by ADRA Representatives and reporting channels 

· Support operational teams in the implementation of safeguarding activities (accompany project managers in their risk assessment activities, propose risk reduction measures...);

· Help establish and monitor specific prevention tools and reporting mechanism (e.g. suggestion boxes)





Requirements for Safeguarding Focal Point  
•	A strong belief and interest in the importance of keeping all individuals in ADRA workplaces and programs safe from abuse and harm.
•	A personality that can inspire others to work together to maintain a safe, secure and open culture in ADRA workplaces and programs.
•	Strong communication and collaboration skills, notably the ability to present complex issues and required action in a simple, relevant, appropriate and practical way.
•	A strong interest and understanding in gender and social change issues in communities.
•	An ability to involve men, women, children and others across all groups in achieving change in communities.
•	Negotiation skills and proven experience or interest in organizing and facilitating dialogues in communities, in the workplace and with partners.
•	Demonstrated ability to motivate and inspire staff, partners and other stakeholders with diverse backgrounds.
•	Team player who can develop strong collaborative relations across the organization, partners and communities.
•	Proven experience or interest in organizing and facilitating trainings.
•	Ability to maintain confidence and not to share any information about individual safeguarding cases, even in situations where colleagues or partners show a particular interest.

Desired Skills for Safeguarding Focal Point  
· Existing relationships with partners and other key stakeholders across the country.
· Experience or interest in protection from PSEAH, gender and inclusion, gender-based violence (GBV) and / or child protection programming.
· Strong writing skills.
· Ability to follow policy and procedure in all situations, even in situations where there may be influence or obstacles from others. 


Available Resources for Safeguarding Focal Points

· Safeguarding Focal Point Trainings
· Safeguarding Implementation Toolkit
· Safeguard Training Materials
· PSEA Awareness Materials
· Safe Program Guide
· External (Non-ADRA) Safeguarding Tools
· Communicating Safeguarding to Local Communities – CDAC Tools and Resources 

