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Terms of Reference (ToR): Purchasing for E-Procurement Software with E-Tendering Module
Background of Plan International

Plan International is an independent development and humanitarian organization that advances children’s rights and equality for girls. Plan International envisages a world in which all children and young people realize their full potential, a vision now shared by the 193 Heads of State and Government who adopted the 2030 Agenda for Sustainable Development in September 2015. We believe in the power and potential of every child. This is often suppressed by poverty, violence, exclusion and discrimination. Its girls who are most affected. Plan International’s new Global Strategy aims to transform the lives of 100 million girls by implementing an integrated programme and influence approach. 

In Bangladesh, we have set our vision for 2030 as, ‘We will partner to empower girls and young women, to be heard, to live without fear of violence and to achieve their rights’. We have started the new country strategy in July 2020 aiming to achieve this exciting and ambitious vision. This would require the organization to have an effective, efficient and committed workforce willing to challenge the prevailing status-quo, engaging men, women, boys, youth people, specially girls and bringing best out of all to create synergy for movement at all levels – from community to national, and beyond.

1. Introduction 

Plan International Bangladesh is a development organization committed to improving procurement efficiency, transparency, and accountability. To enhance our procurement processes, we seek to acquire an e-procurement software solution with a robust e-tendering module. This Terms of Reference (ToR) outlines the requirements, scope, and evaluation criteria for selecting a qualified software company to develop and implement the solution.

2. Objectives The main objectives of this engagement are:

· To develop a user-friendly e-procurement system that supports the e-tendering process.

· To streamline procurement processes by digitizing tendering and supplier management.

· To ensure compliance with relevant procurement regulations and guidelines.

· To enhance data management and reporting capabilities.

· To improve supplier engagement and communication.
· To maintain a centralized repository for procurement data and documents.

· To ensure compliance with international procurement standards and best practices.

3. Scope of Work The selected software company will be responsible for:

· Developing, customizing, or deploying a ready-made e-procurement system.

· Implementing an e-tendering module that includes: 

· Vendor registration and management

· Tender advertisement and document distribution

· Bid submission and opening (online/electronic)

· Bid evaluation and awarding

· Contract management and tracking

· Reporting and analytics
· Providing user training and capacity-building sessions.

· Ensuring system security, including data encryption and role-based access controls.

· Offering technical support and maintenance for an agreed period post-implementation.
4. Key Features Required
The e-tendering module should include, but not be limited to, the following features:

· User registration and profile management.

· Bid submission and evaluation process.

· Notification and communication system for bidders.

· Document management for tender documents.

· Procurement Workflow Automation which includes approval workflows, document tracking, and notifications.

· Reporting and analytics dashboard with procurement insights & audit logs
· Integration Capabilities includes Compatibility with financial and enterprise systems.

5. System Security

· Implementation of encryption, authentication, and access control mechanisms.

· Compliance with data protection laws.

· Secure audit logs for tracking all system activities.

6. Deliverables
· Fully functional e-procurement software with an integrated e-tendering capability.

· User manuals and training materials.

· Training sessions for relevant staff.

Ongoing technical support and maintenance plan.
8. Eligibility Criteria Interested firms should meet the following criteria:

· Proven experience in developing and implementing e-procurement solutions.

· Strong understanding of international procurement standards (e.g., USAID, World Bank, EU procurement guidelines).

· Expertise in secure web application development.

· Demonstrated ability to deliver similar projects within the specified timeline.

· Adequate technical and human resource capacity.

9. Proposal Requirements Interested firms should submit a detailed proposal, including:

· Company profile and relevant experience.

· Proposed approach, methodology and technology stack.

· Implementation timeline.

· Cost breakdown.

· References from past clients.

· 12 months warranty period after full delivery of the software

· Post warranty period annual maintenance contract price 

10. Evaluation Criteria Proposals will be evaluated based on the following:

· Technical expertise and experience (25%)

· System functionality and compliance with requirements (20%)

· Implementation timeline (10%)

· Gender responsive eligibility 5%

· Cost-effectiveness (30%)

· Post-deployment support and training plans (10%)

11. Application Process

The technical and financial proposals should be submitted electronically to the email address: planbd.purchase@plan-international.org with an email title ‘Proposal for E-Procurement Software with E-Tendering Module’ as subject line. 

The financial proposal must be submitted in a single document (MS Excel or PDF format), with clear separate sections for the E-Procurement Software and the E-Tendering Module, detailing the cost breakdown for each. The proposal should also include the agency profile for evaluation.
Proposal submitted to any other email account except the one stated above or in any other form will not be considered. 

Submissions after the deadline of 30 March, 2025 will be treated as disqualified.  

Women-owned businesses and companies actively engaged or advancing gender equality and women empowerment in the workplace are especially encouraged to apply.  

For any technical queries related to the assignment, please communicate to Mr. Enamul Haque, Supply & Procurement Specialist, Plan International Bangladesh, E-mail: enamul.haque@plan-international.org 

12. Mode of Payment: The mode of payment will be through account payee cheque/bank transfer in the name of the company/ firm. Plan International Bangladesh will deduct VAT and specific Income Tax at source as per Bangladesh Government rules. 
13. Global Policy Safeguarding:

The consultant/firm shall comply with the Global Policy Safeguarding of Plan International Bangladesh. Any violation/deviation in complying with Plan’s child protection policy will not only result-in termination of the agreement but also Plan will initiate appropriate action in order to make good the damages/losses caused due to non-compliance of Plan’s Child Protection Policy.

14. Non-Staff engaged by Plan International Inc. (PII) Code of Conduct: 

The consultant/firm shall comply with the non-staff engaged by Plan International Inc. (PII) Code of Conduct of Plan International Bangladesh. Any violation /deviation in complying with Plan’s Non-Staff engaged by Plan International Inc. (PII) Code of Conduct will result in termination of the agreement.
15. Anti-Fraud, Anti-Bribery, and Corruption: 

The consultant/firm shall comply with the Anti-Fraud, Anti-Bribery, and Corruption of Plan International Bangladesh. Any violation /deviation in complying with Plan’s Anti-Fraud, Anti-Bribery, and Corruption policy will result-in termination of the agreement.
16. Annexes
Annex 1: Global Policy Safeguarding 
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Annex 2: Plan International Non-Staff Code of Conduct 
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Annex 3: Plan International Global Anti-Fraud Policy
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Annex 4: Plan Supplier Questionnaire 
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) PLAN

INTERNATIONAL

SUPPLIER AND CONSULTANT
CODE OF CONDUCT

INTRODUCTION

Plan International, Inc., including its subsidiaries, regional offices, country offices, liaison offices, and the
international headquarters (“PII”) is committed to achieving its mission of a just world that advances children’s
rights and equality for girls.

Suppliers & consultants of PIl are considered trusted associates of the organisation. The actions and behavior of
suppliers & consultants (whether inside or outside of the PIl offices and environment) can positively impact PIlI’s
ability to achieve its mission but can also undermine PII’s ability to achieve its mission and damage PII’s
reputation.

As such, PII expects all suppliers & consultants that it engages with to manage their work and behavior in a way
that complies with this Code of Conduct (“Code”).

APPLICATION AND SCOPE

This Code applies to all suppliers & consultants who are engaged by or on behalf of PII.

The Code forms part of the contract that a supplier or consultant enters into with PII. A failure to adhere to the
Code could result in that supplier or consultant’s engagement with Pll being terminated. In agreeing to this Code,
suppliers & consultants confirm that they also hold their employees, subsidiaries, sub-contractors, consultants,
and third parties that they engage accountable to the values and standards in this Code.

PIl recognises that local laws and culture can differ considerably from one country to another and as such, this
Code should be read in conjunction with applicable local laws.

Where a supplier or consultant through their work with PIl has direct access to or engagement with children and
young people, they must also read and comply with PIlI’'s “Global Policy on Safeguarding Children and Young
People”.

Functional Area Supply chain

Business Owner Director of Supply Chain
Version final

Approval Body LeadTeam

Approval Date 29.06.2020

Effective Date 01.07.2020

Applicability and Exceptions  All suppliers & consultants engaged by Plan International Inc., including its
subsidiaries, country offices, regional offices, liaison offices, and
international headquarters.

Related policies Global Policy on Safeguarding Children and Young People.
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RESPONSIBILITIES

.a SAFEGUARDING
. Supplier & consultants agree:

e To conduct their work in a way that prevents
violence against children and promotes fair chance
to everyone.

e Totreat children and young people in a manner that
is respectful of their rights and to not discriminate
against girls.

e To protect all people from sexual abuse and sexual
exploitation, meaning any actual or attempted
abuse of a position of vulnerability, differential
power, or trust, for sexual purposes.

e That where suppliers or consultants engage directly
with children and young people, they will comply
with PII’s “Global Policy on Safeguarding Children
and Young People”.

s LABOUR & HUMAN RIGHTS
& Suppliers & consultants agree:

e To not employ children (under 18).

e To not engage in slavery, forced labour, human
trafficking, unfair working practices or inhumane
working conditions.

e To create and maintain an environment that treats
all employees with dignity and respect and will not
use any threats of violence, verbal or psychological
harassment or abuse.

e To ensure equality of opportunity and treatment in
respect of employment and occupation without
discrimination on grounds of race, colour, ethnic
background, sex, gender, sexual orientation, age
religion or belief and political opinion.

e To immediately report any concerns or suspicions
in relation to slavery, forced labour, human
trafficking, unfair working practices or inhumane
working conditions.

e To ensure the payment of fair wages in full and
directly to the workers concerned.

e To fulfill their obligations under local law regarding
social contributions & tax payments.

e To maintain full compliance with all laws and
regulations applicable to their business.

®

e To ensure, so far as is reasonably practicable, that
the workplaces, machinery, equipment, and
processes under their control are safe and without
risk to the health of their employees.

SAFETY AND SECURITY
Suppliers & consultants agree:

e Totake due care to ensure their work product meets
relevant national or international standards.

@ PLAN

e To develop, implement, and maintain processes
appropriate to their products to remove the risk of
introducing counterfeit parts and materials into
deliverable products.

e To report any security or safety incidents occurring
where working with, for or on behalf of PII.

(] PROFESSIONAL CONDUCT
AND ETHICAL BEHAVIOUR
Suppliers & consultants agree:

e To ensure that individual behaviour does not bring
Pll into disrepute.

e To be open, honest and show integrity in working
with PII.

e Where using PII’'s equipment, to not use it to view,
download, create or distribute inappropriate
material.

e To not use any PII related premises or sites other
than for PII authorized activities.

e To not engage in arms manufacture, sale or export
to governments which violate the human rights of
their citizens.

e To reduce or eliminate waste of all types, including
water and energy, at the source or by practices such
as recycling and re-using materials; and to
undertake initiatives to promote environmental
responsibility and sustainability.

BRIBERY,

“9 CORRUPTION

Y Suppliers & consultants agree:

FRAUD AND

e To not engage in any form of bribery, both giving or
receiving.

e Toimplement measures to prevent opportunities for
fraudulent activities to be undertaken by its
employees.

e To report any suspected or confirmed incident
relating to bribery, fraud or nepotism at the earliest
opportunity to Pl and will not withhold any relevant
information for any investigation.

e To ensure the proper use of PllI's resources and
prevent them from theft, fraud or other damage
(where in their control).-

“Bribery”: This is the offering, giving, promising or
accepting of any financial incentives from one person
to another in order to influence a decision or obtain an
unfair advantage.

“Fraud”: This is civil or criminal deception, intended for
unfair or unlawful financial or personal gain or to cause
loss to another party, such as by misappropriation of
assets, abuse of position, collusion, false
representation and/or prejudicing someone's rights.





;7. CONFLICT OF INTEREST
=2>564& . )
-, Y.~ Suppliers & consultants agree:
1

To report any actual, possible or potential conflict
of interest and declare to relevant management or
a contact within PII if the supplier or consultant is
party to any business relationship with any
organisation or person with whom PIl does
business if that relationship creates a potential
conflict of interest to working with PII.

% TERRORISM AND FINANCIAL
CRIME

Suppliers & consultants agree:

To not employ, provide funds, economic goods or
material support to any entity or individual
designated as a “terrorist” and anyone carrying out
“terrorist activities” as defined under the relevant
national legislation. Note that PIl may carry out
various verification checks.

Where a supplier or consultant is incurring
expenses on behalf of PIl, to conduct its own
verification checks where possible to check that
PlI resources are not paid to a sanctioned entity or
used to support terrorism.

To not engage in money laundering and will take
reasonable steps to prevent involvement in any
money laundering activities.

INICIDENT REPORTING
Suppliers & consultants agree:

To report any concern or matter in relation to their
own organisation, PIl or a third party which
contravenes this Code to their PIl contact. Where
not possible to report to their PIl contact or feel
uncomfortable to do so, report any concerns or
suspicions using Safecall® through the dedicated
telephone number appropriate for the country
location (as displayed in all Plan International
offices), or www.safecall.co.uk/report or email to
plan@safecall.co.uk.

To support any investigation into suspected,
alleged or known breaches of this Code.

@ PLAN

DATA PROTECTION
Suppliers & consultants agree:

To keep information relating to PII or its staff or
beneficiaries confidential unless disclosure is a
requirement of the law or they have the explicit
permission of Pll to do so.

To have measures in place to aid the ethical
treatment of data including appropriate collection,
storage, processing, sharing and deletion of data.
To ensure informed, freely given consent is
obtained when collecting data.

The provisions as set forth in this Code of Conduct
provide the minimum standards expected of suppliers
and consultants to PII. Pl also expects that suppliers
encourage and work with their own suppliers and
subcontractors to ensure that they also meet the
principles of this Code of Conduct.

Pll asks suppliers to promptly report deviations from
this Supplier Code of Conduct to the relevant PII
member for resolution between the supplier/consultant
and that member.

3 If you are a consultant having direct involvement
with children and young people, you confirm by
signing this document that you also have read and
signed the PIl “Global Policy on Safeguarding
Children and Young People”

[, undersigned [Name & Title]

representing [name of the company]

declare that | understand the requirements of the above
code of conduct and undertake to comply with them in
the course of my activities.

Date & Signature:

1 safecall: An external provider of an ethics telephone hotline they will automatically be offered a series of languages
and online reporting system, with the ability to handle reports in ~ appropriate to the location they are calling from.
over 170 languages. When an individual telephones Safecall 3

NON-STAFF CODE OF CONDUCT




http://www.safecall.co.uk/report

mailto:plan@safecall.co.uk
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Anti-Fraud and Anti-Bribery and Corruption

Functional Area:
Owner:
Approved by:
Date of Approval:
Version:

Date of next review:

Language:
Applicable to:

Related policies:

Related procedures:

Contact:

Governance

Director of Global Assurance
Members’ Assembly
21/11/2014

Final

English

Plan International Inc. and Subsidiaries,
National Organisations and Subsidiaries
e (Code of Conduct and Whistle Blowing
e Grievance Resolution Policy

e Conflict of Interest Policy

e Contract Management Process

e Operations Manual — Procurement
Head of Counter Fraud




https://planet.planapps.org/Operations/HROD/_layouts/15/WopiFrame2.aspx?sourcedoc=/Operations/HROD/PoliciesLibrary/GLO-Global_Grievance_Resolution-Final-IO-Eng-aug11.pdf&action=default

https://planet.planapps.org/Operations/Legal/Pages/Contractprocess.aspx

https://planet.planapps.org/Operations/Finance/_layouts/15/WopiFrame2.aspx?sourcedoc=/Operations/Finance/Operations%20Manual/GLO-OM_09.02_Procurement-Final-IO-Eng-jul12.docx&action=default



Anti-Fraud and Anti-Bribery and Corruption

Summary/Purpose

This policy sets out the responsibilities of Plan managers, employees and volunteers with regard to the risks of
fraud and bribery and corruption.

The principles and definitions in this policy also extend to relationships Plan has with third parties (including,
without limitation, implementing partners, contractors, government officials and donors).

Policy

Introduction

To ensure that Plan (i.e. Plan International Inc and subsidiaries and Plan National Organisations and subsidiaries)
continues to have high standards of accountability, transparency and legal compliance’, it is imperative that Plan
should provide clear guidance to its staff, on its organisational framework for addressing the risks of fraud and
corruption.

This policy sets out the specific responsibilities of managers, employees and volunteers with regard to the risks of
fraud, and bribery and corruption. It is also a clear demonstration of the commitment of Plan’s senior leadership
and governing bodies to the promotion of a culture of integrity and transparency throughout the organisation

Policy

Plan has a policy of zero tolerance of fraud and corruption, and requires staff and volunteers at all times to act
honestly and with integrity, and to safeguard the assets for which they are responsible. Fraud and corruption are
ever-present threats to Plan’s assets and reputation and so must be a concern of all members of staff and
volunteers.

Plan takes the most serfous view of any actual or attempted act of fraud or corruption by members of Plan staff,
volunteers, Plan contractors or their employees, implementing partners and agents acting on behalf of Plan.
Employees and volunteers involved in actual or attempted fraud or corruption of any kind will be subject to
disciplinary action up to and including dismissal (if legally bound), and may be reported to law enforcement
authorities for criminal prosecution. Plan will endeavour to recover, by any and all legal means, any funds lost
through fraud from those responsible

Scope

The scope of this policy applies to all Plan International Inc and Plan National Organisations employees and
volunteers, and employees of subsidiaries. The principles and definitions in this policy also extend to relationships
Plan has with third parties (including, without limitation, implementing partners, contractors and donors).

Definitions: What are Fraud and Bribery and Corruption?

Fraud is civil or criminal deception, intended for unfair or unlawful financial or personal gain or to cause loss to
another party, such as by misappropriation of assets, abuse of position, false representation andy/or prejudicing
someone’s rights. Additionally, acts of theft are included in this policy

Bribery and Corruption involves the (attempted) complicit exchange of private gain and abuse of entrusted
authority. This includes offering, promising, giving, accepting or soliciting ...
e money, a gift or other private advantage ...

" The UK Bribery Act 2010 and US Foreign Corrupt Practices Act 1977, among other standards, impose stringent global legal and
procedural requirements on Plan and its staff.




http://www.legislation.gov.uk/ukpga/2010/23/contents

http://www.justice.gov/criminal/fraud/fcpa/statutes/regulations.html



e as an inducement to, or reward for,
e doing something that is illegal, an abuse of power or authority, a breach of trust or duty, or otherwise
improper, in the course of carrying out an organisation’s activities.

Corruption can include nepotism or favouritism. Neither fraud nor corruption are restricted to monetary or
material gain (of any size), but could also include intangible benefits such as status or information, and can be for
the benefit of an individual or interest group.

Non-Retaliation for reporting fraud or refusal to pay bribes

Plan supports its staff to take a firm stand against fraud and corruption, and shall ensure that staff will not suffer
from negative performance assessment, adverse employment-related consequences or retaliation, for reporting
suspicions of fraud and/or corruption (refer to Whistleblowing Policy) or refusing to pay bribes. For bribery this
applies in all cases, including where such refusal to pay bribes has some negative implications for Plan’s
programming delivery. The long-term imperative of promoting integrity in decision-making outweighs short-term
tactical programming hurdles. Indeed, the payment of bribes itself perpetuates the risks and culture of
corruption.

Therefore, Plan prohibits retaliation for refusing or reporting the payment of bribes, or for raising or helping to
address a concern in connection with fraud or corruption. Retaliation is grounds for disciplinary action up to and
including dismissal.

Duress

Circumstances may arise in which payments are made to protect against an imminent threat to the life, health,
safety or liberty of Plan staff or those around them. Staff making a payment under such extreme duress must
report the incident but will not be subject to sanction by Plan.

Role-Specific Responsibilities

Plan is committed to preventing fraud and corruption and developing an anti-fraud and anti-corruption culture.
To achieve this, Plan will:

. Develop and maintain effective controls to prevent fraud and corruption at all levels

o Ensure that if fraud or corruption occurs, a vigorous and prompt investigation takes place
o  Take appropriate disciplinary and legal action in all cases, where justified

o  Take all appropriate and reasonable steps to recover any financial losses

o Review systems and procedures to prevent similar frauds or acts of corruption, and

. Ensure fraud and corruption risks are taken into consideration in programme planning

Where donor requirements regarding investigation procedures relating to grant funds conflict with those
described in this policy, the donor requirements will take precedence.

Staff Responsibilities

All staff are responsible for:
e Acting with propriety in the use of Plan’s assets and resources
. Conducting themselves in accordance with the principles set out in the Code of Conduct, including:

. Declaring at the earliest opportunity any actual or apparent conflict of interest having a bearing on their
responsibilities (further details in the Conflict of Interest Policy)

o Alerting their line manager where they believe the opportunity for fraud or corruption exists
o  Reporting details immediately to their line manager of
(a) any suspected or actual fraud or corruption
(b) any suspicious acts or events which might give rise to a suspicion of fraud or corruption





If for any reason a member of staff does not feel able to report a suspected fraud or corruption to their line
manager, a more senior manager or the Director of Global Assurance should be informed. Staff should refer
to the Plan Whistle Blowing Policy for guidance where they do not feel able to report suspected fraud or
corruption to line management or are not satisfied that their concerns have been addressed. The
confidential Safecall reporting facility is available for this purpose (see Appendix A)

o Assisting in any investigations by making available all relevant information and by cooperating in interviews
Managers’ Responsibilities

The day-to-day responsibility for the prevention and detection of fraud and corruption rests with line managers
who are responsible for:

o Identifying the risks to which systems, operations and procedures are exposed
o Developing and maintaining effective controls to prevent and detect fraud and corruption
o  Ensuring that controls are being implemented

National Directors, Country Directors, Regional Directors and Divisional Directors are responsible for:

e Ensuring that all cases of suspected and/or alleged fraud are reported at the earliest opportunity to the
Head of Counter Fraud using the standard incident report mechanism in place. /ncident Report Form

o  Additionally, where the alleged fraud affects grant funds, reporting such to the relevant NO

e Assisting the Head of Counter Fraud in providing an appropriate investigative response.

o  Exceptionally National Directors may, at their discretion and as an alternative to passing responsibility to the
Head of Counter Fraud, direct or delegate investigations themselves and/or refer the matter to their
respective national law enforcement authorities if wholly contained within the jurisdiction of their NO
country and not involving any Plan staff outside the NO. In such case full reporting requirements to the
Head of Counter Fraud will still apply.

e Responding to recommendations made in consequent investigation reports.

. Ensuring that staff and third parties are made aware of this Policy, supplementary Procedures and
Guidelines, and their responsibilities hereunder, in training including that to be provided to all new
employees as part of the induction process.

o NDs are additionally responsible for reporting fraud incidents affecting the NO to the NO Board Chair
PIl role-specific responsibilities

For Pll, the Chief Financial Officer is responsible for:

o  Establishing the internal control system designed to counter the risks of fraud and corruption and ensuring
the adequacy and effectiveness of this system

For Pll, the Director of Global Assurance is responsible for:
. Ensuring that the risks of fraud and corruption have been properly identified and assessed by management

o Assessing that the internal control framework has been properly designed to address the risks of fraud and
corruption, and that it is working effectively

o  Ensuring that there are arrangements in place for the prompt and proper investigation of all actual,
suspected and alleged fraud or corruption to a consistent standard

For Pll, the Head of Global Risk Management is responsible for:
o  Ensuring that the assessment of fraud and corruption risks forms part of Plan’s overall and ongoing risk

management process.

NO role-specific responsibilities



https://planet.planapps.org/Operations/HROD/PoliciesLibrary/GLO-Incident_Loss_Notification_Form-Final-IO-Eng-mar10.doc



NOs do not all operate to a common organisational model. However NDs must ensure that the equivalent
responsibilities of specified Pl staff (as above) are assigned to designated NO staff for the NO, whether to the ND
him/herself or delegated. A documentary record of these responsibilities shall be maintained by the NO.

The Head of Counter-Fraud (under Director GA) is globally responsible for:

o The conduct of all fraud investigations — except where the ND has exercised his/her discretion to direct in
circumstances described above. On receipt of any allegation of fraud or corruption, whether from Pll or a
NO, he/she will determine, in consultation with the Director(s) concerned, the nature and composition of
any consequent investigation. Staff engaged on investigations will be directed by him/her or by person so
delegated by him/her

. Ensuring the maintenance of an investigative capacity within the organisation
. Maintaining a fraud and corruption register

e Reporting to the Chair of the relevant NO Board, through the ND (unless inappropriate), details of fraud
investigations directed by him/her concerning NO staff or NO funds within the country concerned.

e  Reporting a summary of all cases of fraud and corruption to the Financial Audit Committee (FAC) of
the International Board on a quarterly basis. To ensure global oversight at management level, such
quarterly reports will be circulated, prior to the FAC, to the Global Management Committee (GMC)

. Providing a counter-fraud and counter-corruption support service to management to help reduce exposure
to fraud and corruption risk and ensure compliance with this policy

Staff from the Counter Fraud Unit, Global Finance and Global Assurance are available to offer advice and
assistance on control issues and fraud prevention, and managers are encouraged to make use of this service.





APPENDIX A - GENERAL GUIDELINES
(references in these guidelines may be updated periodically)

Plan values long-lasting relationships, and deals with its suppliers, program partners, regulators, governmental
agencies, public officials, political figures and other stakeholders on the basis of merit, professionalism, trust and
integrity - never illicit payments, unlawful “favours” or other actions that could expose Plan to the many risks of
financial loss, operational impairment, dependency, blackmail, extortion, legal sanction and reputational harm.

» “DO NOTs” - Plan prohibits all forms of fraud and corruption with a zero-tolerance policy.

You must not make or receive any payments or gifts, or provide or receive other favours, to or from
any public official, political figure, representative of a regulatory body or government agency, nor to
or from any of our suppliers, programme partners or any other party (whether public or private) /n
order to influence or reward any act or decision to grant a license or regulatory approval, obtain or
retain business, or to seek any other unlawful or improper purpose of advantage.

This prohibition excludes gifts and hospitality of minor value which are in keeping with general business
practices and which are not subject to interpretation as an inducement

> “DO0s” - In critical situations, act as follows:

¢ Ignore or reject any hints at committing an act of fraud or corruption.

e Try to have someone as your witness to support you.

e Agree to nothing improper, even if the suggestion includes a “charitable donation”.

¢ Maintain fair and accurate records, documenting the details of any requested, attempted or
actual act of fraud or corruption, as soon as possible after the event.

> “IF YOU SEE SOMETHING, SAY SOMETHING”

e Report all suspected, requested, attempted or actual acts of fraud or corruption to your own or
other more senior manager, or use the Safecall confidential reporting service.
Safecall can be contacted via country specific telephone numbers , on-line or via e-mail. For details see
Planet /ink

‘Red Flags’

The following examples of general ‘red flags’ may raise suspicion and be helpful indicators of fraud and
corruption risk (NB. this is not an exclusive list):

e  Financial record-keeping and accounting discrepancies, such as ...
0 absent, vague, inconsistent or false transaction descriptions or account allocations;

absent, false or unusual record of the identity of the payee / agent / counter-party;

excessive or unusually high compensation without supporting detail;

unusual payment patterns or structures, use of shell companies or other financial arrangements

general purpose or miscellaneous accounts that can be used to hide improper payments;

over-invoicing; false or inaccurate invoices, travel and/or expense forms; unrecorded accounts or

transactions;

e A third party does not appear to be qualified to perform the duties for which it is engaged to assist Plan;

e A third party refuses to certify, or provide information about its governmental relationships to verify, its
compliance with anti-corruption requirements;

e Requests for commissions to be paid in a third party country, to a third party, or in cash or untraceable
funds;

e Heavy reliance by a party on political or government contacts as opposed to knowledgeable staff and
investment of time to promote Plan’s interests;

e Adesire to keep third party representation secret;

OO0 O0O0Oo





e Lack of written agreements, anti-bribery policies, training or code of conduct at target company.
e  Misrepresentation or failure of the target company to cooperate in due diligence process.

Specific Risks
Plan’s diverse international operations are exposed to risks of fraud and corruption. This requires all Plan staff to
be aware of and adhere to the following standards:

o Gratuities: It is against Plan policy for any of its staff to incur Plan expenditures for the provision of gifts,
travel, entertainment or other gratuities to external parties, with the very limited exception of de minimis
hospitality charges covering external guests’ attendance at Plan events, where such hospitality does not
create even the appearance of impropriety or influence over the objectivity of decision-making. This does
not include circumstances where Plan is paying the expenses of an external party (such as a celebrity)
engaged to promote our work

¢ Government officials: Plan must sustain collaborative relationships of integrity with diverse governmental
bodies, to enter the respective countries, establish offices, hire local and expatriate staff, raise funds, conduct
programming activities, maintain tax-exempt status and so on. Accordingly, Plan shall not induce or reward
inappropriate public administration. In particular:

¢ Facilitation payments are payments made to government officials to perform or expedite an
existing duty or administrative process where the outcome should already be pre-determined.
Under legislation applicable to Plan, a facilitation payment is considered a form of bribery, which
Plan therefore prohibits with a ‘zero tolerance’ policy. Staff should be alert to the risk that such
payments are sometimes included, but hidden, within agency fees. Transparent ‘per diem
payments are not however considered as facilitation.

e Programming activities: particularly when government agencies are involved in the planning and
coordination of programming activities, e.g., in disaster response and large infrastructure projects,
individual government officials may seek to unduly influence Plan’s decision-making process around
third-party procurement, sub-contracting, partner selection and payment.

Unless the respective grant-funding contract explicitly provides for such governmental involvement,
Plan shall make such decisions objectively independent of any such attempted influence.

e Procurement and partnerships: When engaging with external stakeholders such as in procurement and
programming partnerships, Plan staff shall implement the applicable mandatory standards, best-practice
processes and facilitating tools, to comply with legal requirements and maximise such engagements’
effectiveness.

In practice, conducting “Know Your Counter-party” due diligence checks, implementing financial
controls and performance monitoring are among the best tools to combat both fraud and corruption.

In General: Fulfilment of the above obligations typically requires
e implementing a tender process,
e conducting a due diligence assessment,
e selecting the best counter-party, and
e negotiating the contractual terms of engagement,
e  segregating, limiting and delegating expenditure authorisations,
all at “arm’s length” and with regard to objective criteria, including the
o effectiveness,
e quality, and
e  pricing, of the proposed goods / services.





The PII Finance Operations Manual — Procurement sets out specific functional responsibilities for
management of the supply chain, covering key purchasing standards, to ensure that all goods and services
are procured in Plan’s best interests.

The PII Contract Management Process provides a straightforward flow-chart of necessary steps and tools to
navigate many of these complexities in a streamlined manner.

NOs are highly recommended to integrate appropriate similar controls and guidelines within their control
framework and/or procurement policies and procedures

Further Resources

Transparency International — Preventing Corruption in Humanitarian Operations

http://www.transparency.org/whatwedo/pub/handbook of good practices preventing corruption in _huma
nitarian operations

Bond - Anti-Bribery Principles and Guidance for NGOs

http://www.transparency.org.uk/our-work/publications/10-publications/128-anti-bribery-principles-and-
guidance-for-ngos

LRN - Coordinating UK Bribery Act and FCPA Compliance

http://www.lrn.com/sites/default/files/Coordinating%20UK%_20Bribery%20Act%20and%20FCPA%20Compli
ance 0.pdf

Red Flag Group - Best Practices in Conducting FCPA / Anti-Bribery Due Diligence
https://www.redflaggroup.com/whitepaper/best-practices-in-conducting-FCPA-anti-bribery-due-diligence.pdf

Transparency International - Business Principles for Countering Bribery
http://www.transparency.org/whatwedo/tools/business principles for countering bribery/1/

Corruption is an insidious plague that has a wide range of corrosive effects on societies. It undermines democracy
and the rule of law, leads to violations of human rights, distorts markets, erodes the quality of life, and allows
organized crime, terrorism and other threats to human security to flourish.

This evil phenomenon is found in all countries big and small, rich and poor but it is in the developing world that
its effects are most destructive. Corruption hurts the poor disproportionately by diverting funds intended for
development, undermining a government's ability to provide basic services, feeding inequality and injustice, and
discouraging foreign investment and aid. Corruption is a key element in economic under-performance, and a
major obstacle to poverty alleviation and development.

UN Secretary General Kofi Annan, United Nations Convention against Corruption 2004



https://planet.planapps.org/Operations/Finance/_layouts/15/WopiFrame2.aspx?sourcedoc=/Operations/Finance/Operations%20Manual/GLO-OM_09.02_Procurement-Final-IO-Eng-jul12.docx&action=default

https://planet.planapps.org/Operations/Legal/Pages/Contractprocess.aspx

http://www.transparency.org/whatwedo/pub/handbook_of_good_practices_preventing_corruption_in_humanitarian_operations

http://www.transparency.org/whatwedo/pub/handbook_of_good_practices_preventing_corruption_in_humanitarian_operations

http://www.transparency.org.uk/our-work/publications/10-publications/128-anti-bribery-principles-and-guidance-for-ngos

http://www.transparency.org.uk/our-work/publications/10-publications/128-anti-bribery-principles-and-guidance-for-ngos

http://www.lrn.com/sites/default/files/Coordinating%20UK%20Bribery%20Act%20and%20FCPA%20Compliance_0.pdf

http://www.lrn.com/sites/default/files/Coordinating%20UK%20Bribery%20Act%20and%20FCPA%20Compliance_0.pdf

https://www.redflaggroup.com/whitepaper/best-practices-in-conducting-FCPA-anti-bribery-due-diligence.pdf

http://www.transparency.org/whatwedo/tools/business_principles_for_countering_bribery/1/
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ANNEX 04 – ALL SUPPLIERS

Plan International Supplier Questionnaire

		



		



		[bookmark: _GoBack]Thank you for your interest in this tender. As part of a due diligence process, we require all applicants to complete this form. As a child centred organisation Plan International promotes the rights of children and girls around the world and wishes to ensure that all companies we work with strive for the same or similar values to that which we do. Our Values outline how we should work to secure the change we want to see in the world and to achieve our purpose.



We strive for a just world that advances children's rights and equality for girls, and we motivate our people and partners to:

· empower children, young people and communities to make vital changes that tackle the root causes of discrimination against girls, exclusion and vulnerability 

· drive change in practice and policy at local, national and global levels through our reach, experience and knowledge of the realities children face 

· work with children and communities to prepare for and respond to crises, and to overcome adversity

· support the safe and successful progression of children from birth to adulthood 

The information collected via this form allows Plan International to review your company’s background, ethical standards and practices. We review the information provided to assess your company’s capacity, both staffing levels and financial standing, and to ensure there is no conflicts of interest. In addition to this we use the form to confirm company registration status and certifications and to ensure a geographical/ physical presence exists to enable us to comply with all local laws. The information in this form will remain confidential and will only be used during the tendering process. 



If you have any questions or queries about the form, please contact enamul.haque@plan-international.org 

 



Please note that if your company, parent company or subsidiary has any involvement in the any of the following industries or practices you will be automatically disqualified from this process.

 

· Manufacture, supply or distribution of Alcohol

· Manufacture, supply or distribution of Tobacco

· Manufacture, supply or distribution of Armaments

· Production, distribution and/or marketing of Pornography 






	























		



		



		



Please return the completed form as part of your bid with your proposal or in the below E-mail.



		



		Name

Md. Enamul Haque

		Department

Administration

		Email Address

Enamul.haque@plan-international.org



		

		

		



		

		

		

		

		

		

		

		

		

		



		

Part A: Your Company Information

		

		

		

		

		



		A1. Please provide the name of your business and any parent or subsidiary companies



		

		



		 

		 



		

		

		

		

		

		

		

		

		

		



		A2.  Please provide all addresses of your registered businesses and any parent or subsidiary companies



		

		



		Registered Office 

		Ordering Address (if different)

		Payment Address (if different)

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		

		

		

		

		

		

		



		A3.  Please provide your telephone number, web site address and central email address (if applicable)



		

		



		Phone

		Web Site

		



		

		

		



		Email

		



		

		



		

		

		

		

		

		

		

		

		

		



		A4.  Complete the following information for your various operational locations as follows below



		

		



		

		

		



		 Office Location

		Functions carried out at this location

		Number of staff

		



		

		

		

		



		

		

		

		



		

		

		

		



		

		

		

		





		

		

		



		



		

		



		

		

		



		A5.  Please state the nature of your business and your main products / services

		

		



		



		

		



		

		

		



		A6. Please specify the product(s) or service(s) you are proposing to supply to Plan International



		 





		

		



		

		

		



		

		

		

		

		

		

		

		

		

		



		A7.  Please provide your company registration number, number of years in business and VAT number (or equivalent): 

		

		



		

		

		



		Company Reg. No

		Years in Business

		VAT Number

		

		



		

		

		

		

		



		

		

		

		

		

		

		

		

		

		



		A8.  What is the legal status of your business?

		

		



		Public Limited Company

		 

		

		Partnership

		 

		

		



		Not for profit organisation

		 

		

		Sole Trader

		 

		

		



		Private Company

		 

		

		Government Agency

		 

		

		



		Self Employed

		 

		

		Other

		

		 

		

		



		

		

		

		

		

		

		

		

		

		



		A9. In which country/countries are you registered and paying company taxes?     



		

		

		

		

		

		

		      ______________



		



		A10. Please provide of your tax status, audit findings and management actions from the past 2 years



		

		

		



		

		

		



		

		

		



		A11. Financial Year Dates

		

		

		



		

		

		

		



		





		

		

		



		Please provide financial information on the following:

		 

		

		



		Company turnover and currency  

		

		

		



		Net Income

		

		

		



		Net Income Growth

		

		

		



		Turnover of the part of the business that would supply Plan International  

		 

		

		



		Plan International business as a % of total business (current or projected) 

		 

		

		



		

		

		

		

		

		

		

		

		

		



		

Part B: Your Workforce



		



				B1. How many people in total does the company employ?

		

		 

		



		

		

		

		







		 

		

		 



		B2. % of female employees / % of male employees 

		 

		

		 



		

		

		

		

		



		B2.2 Is your organisation a Gender Responsive Enterprise?           Yes/ No

If yes, please provide details and include any robust gender equality initiatives in place e.g. Women Empowerment Principles signed (https://www.weps.org/), gender equality policy and other programmes implemented

		







		

		

		

		



		

Plan International defines Gender- Responsive Enterprise as one that meets criteria for integrating gender equality and women’s empowerment principles in its policies and practices that are in alignment with international norms and standards. This could be: 

a) A Women-Owned Business:  A legal entity in any field that is more than 51% owned, managed and controlled by one or more women. 

b) A Women-led business: A legal entity in any field that has a minimum of 50%women representation in management with senior-level, strategic decision-making capabilities. 

c) A Gender-responsive business: Legal entity that actively promotes gender equality and empowerment of women and young women through  their policies and labour practices. 



B3. Provide your staff turnover per annum for the last 3 years

		

		

		



		

		

		

		



		

		

		

		 



		B4. Does your company have any of the following policies or statements?  Please provide copies:

		

		



		

		

		



		Harassment in the workplace / Grievance / Bullying

		 

		

		Social Objectives

		 

		

		 



		Training and Development

		 

		

		Health & Safety

		 

		 

		



		Employee Conflict of Interest

		 

		

		Diversity

		

		 

		 

		



		Environmental 

		

		

		Equal Opportunities

		 

		 

		



		

		

		

		

		

		

		

		

		

		





		

		

		



		B5. What % of your workforce are on the minimum wage?

		

		

		

		



		

B6. Are you a living wage employer?

		   Yes / No           

		

		



		

B7. If not, do you have plans to become a Living Wage Employee in the next 12 months?

		Yes / No           

		

		



		

B8. What % of your workforce are on the Living Wage?

		

		

		

		



		

		                                              

		

		

		

		

		

		



		B9. What are the normal weekly working hours for employees? 

		 

		

		 



		

		

		

		

		

		

		

		

		

		



		B10. Is overtime voluntary?

		

		

		

		

		

		

		



		Yes

		 

		

		Sometimes

		

		

		 

		

		 



		No

		 

		

		Not applicable i.e. no overtime worked

		 

		

		



		

B11. Is it paid at a premium rate?

		

		

		

		

		

		

		



		Yes

		 

		

		Time off in lieu given

		

		 

		

		 



		No

		 

		

		Depends on employee

		

		 

		

		



		

		

		

		

		

		

		

		

		

		



		B12. What is the youngest age at which someone can be employed by the company?     

		

		



		 

		

		 



		

		

		







		B13. How do you ensure employees are aware of their rights? 

		

		



		Written contracts

		 

		

		Staff notice boards

		 



		Email notifications

		

		

		Inductions

		



		Employee handbook

		

		

		Other (please specify)

		 







		Part C: Your Company Operating Standards



		C1. Does the company have any recognised Operational Standards for products supplied to Plan International

		

		



		

		

		



		

		Quality e.g. ISO9000

		Environment e.g. ISO14001

		Labour e.g. SA8000

		Training e.g. Investors in People



		

		

		

		

		



		Certified to :

		 

		 

		 

		 



		Working towards:

		 

		 

		 

		 



		Other standards:

		 



		

		

		

		

		

		

		

		

		

		



		C2. Is there anyone designated as being responsible for Health and Safety issues for your company?                                                                                                                 Yes / No

		

		 



		

		

		



		Please provide details below;

		

		

		

		

		

		

		



		 

		

		



		

		

		



		

		

		

		

		

		

		

		

		

		



		C3. Did you carry out any Health & Safety risk assessments last year?                      Yes / No

		

		 



		Please provide details of the last risk assessment and key findings /recommendations actioned below;

		

		

		

		

		



		 

		

		



		

		

		



		

		

		



		

		

		



		

		

		

		

		

		

		

		

		

		



		C4. Has the company had a labour standards audit carried out?

		             Yes / No   

		

		 



		Please provide details of the results of the last audit and key findings / recommendations requiring action below;

		

		

		

		



		 





		

		



		

		

		



		

		

		



		

		

		

		

		

		

		

		

		

		



		C5. Plan International has a stringent ethical supplier engagement policy, and therefore is sensitive to any possible links to high risk commodities and practices. Please provide evidence as to how your company meets standards regarding child labour, armaments, anti-bribery and corruption and anti-slavery? Please provide information below;

		

		



		







		

		



		

		

		



		

		

		



		

		

		



		

		

		

		







		



		Part D: Your Supply Chain



		D1. How do you assess suppliers? Please provide more details in space provided



		Questionnaires

		

		

		Visits

		

		



		Internal Audits

		

		

		3rd Party Audits

		

		



		Other

		



		

		

		

		



		



		D2. Please provide details of frequency and nature of assessments below:



		

		



		D3. If you supply goods to Plan International, please list the main components you purchase / subcontract / outsource and the country of manufacture. If possible please attach a map showing evidence of supply chain traceability and assurance.



		



		



		 

		







		D4. Please read the following carefully. 

		

		



		

		

		

		

		

		

		

		

		

		



		Please select if your company, any parent or subsidiary, for these goods / services has any involvement in the any of the following industries or practices

		

		



		

		

		

		

		

		

		

		

		

		



		Industry or practice

		Yes

		No

		% of net income this activity represents?



		Manufacture, supply and distribution of tobacco

		

		

		



		Manufacture, supply and distribution of alcohol

		

		

		



		Manufacture, marketing and distribution of armaments

		

		

		



		Production, distribution and/or marketing of pornography

		

		

		



		Mining and production of non-renewable energy (e.g. oil, gas, coal)

		

		

		



		Commercial Gambling

		

		

		



		Genetically Modified Organisms (GMOs) and chemical pesticide manufacturers

		

		

		



		

		

		

		

		

		

		



		D5. Please describe or provide evidence of the processes you follow in your supply chain to assure against these risk areas:

		

		



		







		



		

		



		

		



		

		

		



		D6. How do you ensure compliance with the Modern Slavery Act?

		

		



		







		



		

		

		



		D7. How do you screen your suppliers against modern slavery on their supply chain, e.g. trafficking, slavery, forced labour and child labour?

		

		



		







		



		

		

		



		D8. Do you have your own Code of Conduct for your supply chain? 

		

		



		







		



		

Part E: Continuous Improvement

		

		

		

		

		

		



		

		

		

		

		

		

		

		

		

		



		E1. What actions are currently taking place or planned in the next year relating to any of the areas mentioned in this questionnaire. 

		

		 



		

		

		



		

		

		



		a) In your company

		Progress

		

		



		

		

		

		



		

		

		

		



		

		Plan

		

		



		

		

		

		



		

		

		

		



		b) In your sourcing from suppliers

		Progress

		

		



		

		

		

		



		

		

		

		



		

		Plan

		

		



		

		

		

		



		

		

		

		



		

		

		

		

		

		

		

		

		

		



		E2. Declaration (to be completed by senior manager responsible for governance and ethics. Please insert electronic signature or type name).

		

		



		

		

		



		

		

		

		

		

		

		

		

		

		



		I confirm that all the information given is accurate. For and on behalf of the supplier: 

		

		



		

		

		

		

		

		

		

		

		

		



		Signature

		Name

		

		



		

		

		

		



		Position

		Date

		

		



		

		

		

		



		



		



		



		OFFICE USE ONL



		Supplier checks carried out within last 12 months?

		Yes / No



		Anti-Terriorist Check carried out?

Accounts Reviewed?

Third Party Supplier notes included?

Companies House Check (UK registered companies)?



		Yes / No

Yes / No

Yes / No

Yes / No



		Expected annual spend

		Under 5k

		 

		£5k-£25k

		 

		Over £25k

		 

		



		Questionnaire Section

		Risk Flags

		Notes

		



		A

		

		

		



		B

		

		

		



		C

		

		

		



		D

		

		

		



		Rated By:

		Name

		 



		Date

		

		



		Notes/Comments/Follow Up/Concerns
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APPLICATION

As a Global Policy, this policy applies to:

a. Plan International, Inc. (“PIl”), including its Global Hub in the United Kingdom (operating through its
UK subsidiary, Plan Limited), and all of its country offices, regional hubs, liaison offices, and any other
offices, some of which operate as branches and some as subsidiaries;

b.  All National Organisations? that have signed a Members’ Agreement and License Agreement with PlI;
and

c. All other entities that agree to be bound by the Global Policies.
(together, “Plan International Entities”, or may be referred to as “we” or “us” in this document).

The Policy applies to all staff2 (regardless of nature and terms of association or contract), associates® and
visitors* who must comply with its requirements, including requirement to report, and understand the sanctions
that may be applied for breaches of this Policy. In line with the Global Policy on Values, Conduct and
Whistleblowing, which includes the Code of Conduct this policy is binding for staff both in and outside of
working hours and in all aspects of a staff member’s life.

Each of the Plan International Entities, including PII, shall enact their own procedures, regulations or other
regulatory documents that enable compliance by its staff (and/or, when appropriate, contractors and other
partners) with this Global Policy. Where required by local law or practices, PIl offices and National
Organisations may enhance the standards and requirements set out in this policy.

Under this policy, any concerned child®, adult and/or member of a community where Plan International works
has the right to report any concerns, allegations or suspicions or raise a complaint via the appropriate and
available reporting procedures.

Reach

The protective scope of this Global Policy covers:

e all children, those aged under 18, regardless of their association with Plan International or our
programmes/projects; and

¢ any child or adult who is the target of, or who we know will be immediately affected by, one or more Plan
International associated projects or initiative outputs, hereafter referred to as programme participant®.
While we are a child-focused organisation our work reaches and involves programme participants of all
ages, as such we have a responsibility to safeguard these programme participants, irrespective of their
age’.

Violence® against any child or programme participant is against, not only the values and principles we uphold
as described in this Global Policy, but also in direct opposition to the aims of our work. It is therefore imperative

1 A legal entity that has signed a Members’ Agreement and License Agreement with PIl. Please see Appendix 1 for the full definition.

2 Individuals who receive a regular salary for work in any Plan International Entity as well as individuals paid by or through a Plan
International Entity but located in another entity. Please see Appendix 1 for the full definition of Staff.

3 A range of contracted paid and non-paid individuals who have committed to work with or support a Plan International Entity. It includes,
among others, board members, volunteers (including community volunteers), interns, sponsors, researchers, donors, consultants and
contractors, staff and/or representatives of partner organisations and local governments (when operating in partnership agreement with
a Plan International Entity). Please see Appendix 1 for the full definition of Associate.

4 A range of persons who are visiting our offices or programmes/projects and may come into contact with children and young people
through a Plan International Entity. A visitor may be a journalist, media, researcher, visiting sponsor or celebrity. Please see Appendix
1 for the full definition.

5 Any person — girl, boy, young woman, young man, and children of other gender identities - under the age of 18 years (UNCRC Article
1). Please see Appendix 1 for the full definition of Visitor.

5 Any child or adult that is the target of, and that we know will be immediately affected by, one or more project or initiative output; irrespective
of whether these are delivered directly by Plan International or by partners or organisations who are acting on behalf of Plan International.
Please see Appendix 1 for the full definition of Programme Participant.

7 We recognise that our programmes/projects may reach participants who are over 18 years. While these programme participants are
adults and may not require distinct consideration, as with children, they still require protection from violence and we retain a duty of care
towards them. “Young Person/People” or “Youth” in line with United Nations definitions, include individuals — young women, young men,
and young persons of other gender identities - aged 15 years to 24 years old. This group spans the categories of ‘children’, ‘adolescents’
and ‘adults.” We recognise that the young people we work with have particular safeguarding needs requiring distinct consideration.

8 Violence is used throughout this policy to describe all forms of physical or mental violence, injury or abuse, neglect or negligent treatment,
emotional ill-treatment or psychological violence, sexual abuse and exploitation, harassment, and commercial or other exploitation.
Violence consists of anything that individuals, groups, institutions or organisations do or fail to do, intentionally or unintentionally, which
either results in, or has a high likelihood of resulting in, actual or potential harm to a child, young person or adult's wellbeing, dignity,
survival and/or development. Please see Appendix 1 for the full definition of Violence.
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to our mandate to ensure that children and programme participants do not experience harm?®, abuse?°,
exploitation, or any other form of violence because of their engagement with us or our programmes/projects,
events, and processes. Where children who are not programme participants experience violence in the
communities, they will be referred to the appropriate authorities, support services and/or absorbed into our
protection and other programming interventions as appropriate/needed/can be done.

Safeguarding includes the responsibilities; preventative, responsive and referral measures that we undertake
to protect children and programme participants. For us, safeguarding includes protection from sexual
harassment, exploitation, and abuse (PSHEA). This Global Policy should be read in conjunction with our PlI
Policy on PSHEA which provides our clear and explicit stance on PSHEA of children and programme
participants and our commitment to preventing SHEA amongst staff. When reading this Global Policy, it should
be understood that when we use the term ‘safeguarding’ this includes the protection of children and programme
participants from all forms of sexual violence.

We acknowledge the need to consider gender, intersectionality’! and varying social identities thoroughly while
implementing this Global Policy. We must ensure that our safeguarding!? approach and response to
safeguarding concerns uphold a gender and intersectional lens. Gender Responsive Intersectional
Safeguarding®® is an approach that takes full account of an individual’s gender and overlapping social identities
and experiences to understand the complexity of the prejudice and/or inequality they face, or conversely, how
this may lead to heightened privilege. We use this understanding to identify and respond to an individual's
specific safeguarding needs. Our risk assessments; project and programme designs; and safeguarding
measures must fully consider and be aware of cultural/societal norms and all intersecting vulnerabilities4. See
Appendix 2 for more information on intersectionality.

PURPOSE

Plan International recognises that violence is prevalent throughout the world and in all societies. Furthermore,
children and adults may be vulnerable and at greater risk of violence due to their intersecting identities, for
example, due to their gender, sexual orientation, ethnic origin, disability, age or illness.

The purpose of the policy is to ensure:

o all staff, associates and visitors understand the importance of preventing violence in all its forms and
their responsibility to ensure that they, their behaviour and work does not result in violence or harm
against a child or programme participant.

o all staff, associates and visitors understand their role in preventing violence and harm as well as the
consequences of breaching this policy.

o all staff, associates and visitors understand their responsibility to report any concerns relating to
violence and harm and have access to clear guidelines on how to report suspected breaches of this

policy.

o all staff, associates and visitors understand our commitment to upholding the highest level of personal
and professional conduct amongst staff, associates and visitors working in or visiting programming
contexts, particularly humanitarian settings where vulnerabilities are increased, ensuring zero
tolerance to inaction on reports of any and all safeguarding concerns.

e children and programme participants are aware of our responsibilities to prevent and respond to any
harm against them arising from actions and behaviours of our staff, associates and visitors and the
routes for reporting such incidents.

Any intended or unintended detrimental effect on a child’s or young person’s physical, psychological, or emotional wellbeing. Please
see Appendix 1 for the full definition of Harm.

Includes all forms of physical or mental violence, injury or violence, neglect or negligent treatment, emotional ill-treatment or
psychological violence, sexual abuse and exploitation, harassment, and commercial or other exploitation. Appendix 1 for the full
definition of Abuse.

Intersectionality is a theoretical framework for understanding how aspects of a person's social and political identities (e.g., gender,
sex, race, class, sexuality, religion, disability, physical appearance, programme participant, etc.) intersect, overlap, and compound
to create interdependent forms of discrimination and privilege. Please see Appendix 1 for full definition of Intersectionality. You can
also see Appendix 2 for more information.

The responsibilities, preventative, responsive and referral measures that we undertake to protect children and programme
participants, ensuring that no child or programme participant is subject to any form of harm as a result of their association with the
organisation. Please see Appendix 1 for full definition of Safeguarding.

13 Please see Appendix 1 for full definition of Gender Responsive Intersectional Safeguarding.

14 A person’s ability, which is limited by their social and political identities to avoid, resist, cope with or recover from violence,
exploitation, and abuse. See Appendix 1 for full definition.

10

11

12
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POLICY STATEMENT

We are fully committed to:

Creating a safe and inclusive culture that allows children, programme participants, staff, associates and
visitors to thrive and feel secure while engaging with Plan International; and supports people to
understand, exercise their rights and report any concerns. We promote the active involvement of
children and programme participants in their own protection.

Addressing the drivers of gender inequality and unequal power relations that can lead to harm and
violence, including sexual harassment?®, sexual exploitation’® and sexual abusel” (SHEA) through
gender responsive intersectional safeguarding of all children and programme participants from all forms
of violence by staff, associates and visitors.

Strengthening, cultivating and sharing the capacity of all staff, associates and visitors so they
understand, and are supported in meeting, their safeguarding roles, responsibilities, and their duty to
do no harm. We take positive action to prevent anyone who might be a risk to children and programme
participants from becoming involved with us.

Promoting child and programme participant safe practices, approaches, interventions and environments
which respect, recognise and respond to the specific safeguarding needs and the different protection
risks faced by children and programme participants based on their gender and other identities. We will
challenge and do not tolerate inequality, discrimination or exclusion.

Encouraging, facilitating and receiving all reports related to safeguarding or SHEA concerns. We are
committed to ensuring appropriate, adequate and accessible mechanisms for reporting are in place for
staff, associates, children, programme participants and communities at large.

Responding in a timely, effective, safe, comprehensive, procedurally fair and confidential manner to all
Safeguarding complaints, allegations and incidents, ensuring victims’/survivors’ perspectives, voices
and best interests are central to any efforts to prevent and respond to any safeguarding concern and
providing necessary support to victims/survivors. We have zero tolerance to inaction on safeguarding
and SHEA reports.

Plan International’s values outline how we should work to secure the changes we want to see in the world and

to

achieve our purpose. Our Values and Behaviours Framework, underpinned by feminist leadership

principles, describes in practical terms, how we need to behave to live those values and deliver our leadership
commitments and strategy. Our commitment to safeguarding and the application of this policy is driven by our
commitment to these values and the following set of guiding principles.

Guiding Principles

1.

Indisputable Rights: All children under 18 years have equal rights to protection from all forms of violence
as declared in Article 19 of the United Nations Convention on the Rights of the Child. In addition, the
Universal Declaration of Human Rights recognises fundamental human rights, the dignity, worth and equal
rights of people at any age.

Plan International respects and upholds the rights of all children and programme participants irrespective
of any identities they may hold including their: age, sex, gender, gender identity, sex characteristics, sexual
orientation, nationality, ethnic origin, colour, race, language, religious or political beliefs, marital status,
disability, physical or mental health, family, socio-economic or cultural background, class, any history of
conflict with the law or any other aspect of their background or identity. Inequality, exclusion, and

15

16

17

Unwelcome sexual advance or an unwelcome request for sexual favours or engages in other unwelcome conduct of a sexual nature,
or indecently exposes themselves. See Appendix 1 for full definition.

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.

The actual or threatened physical intrusion of a sexual nature, whether by force or under unequal or coercive conditions. See Appendix
1 for full definition.
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discrimination will be challenged and will not be tolerated.

All children and programme participants must be empowered and encouraged to fulfil their potential.
Decisions made about children and programme participants will be made as far as possible with their
participation and in their best interests giving full consideration to how such decisions will affect them.
Children and programme participants will be encouraged to express their views and will be given ‘due
weight’ in accordance with their age and level of maturity.

. Zero Tolerance for Inaction: Plan International believes that any form of violence is unacceptable and

inaction on reports of any Safeguarding concern will not be tolerated. We recognize that zero tolerance
does not mean there will be no reports or incidents, nor does it mean that all reports of breaches will result
in termination of contracts or employment without due process and investigations. Instead, zero tolerance
for inaction means we will act on all safeguarding concerns and allegations, ensuring that our actions are
timely, appropriate, and centred on the best interest of the victim/survivor8, taking into account their specific
safeguarding needs and vulnerabilities.

We will take all reports of safeguarding concerns seriously and we will act on these reports with the highest
priority, and in accordance with the guiding principles and our procedures. Where investigations are
launched, they will be carried out by experienced and qualified professionals, who are trained on sensitive
investigations and a victim/survivor centred approach.

No one will be victimised for making a complaint which is made without malice or for personal gain. Plan
International is committed to working with complainants!® and victims/survivors to ensure they are central
to any response, are not further harmed or disempowered by any processes, and receive support
throughout.

Reports can be made using the relevant and/or country specific procedures which must and will be given
to all staff, visitors and associates.

Reports can also be made anonymously in accordance with Plan International’s Whistleblowing Policy.

Reports which are malicious will be sanctioned appropriately.

. Survivor-Centred: All decisions and actions in response to safeguarding concerns and allegations and

breaches of this policy will be trauma informed: Plan International will recognise the potential and actual
impacts of trauma and aim to prevent re-traumatisation. We will be guided by the safety, rights, needs,
wishes and empowerment of the victim/survivor, while ensuring procedural fairness to all parties. We will
retain the privacy and dignity of the victim/survivor by maintaining confidentiality (within the limits of
responding to the report), treating them respectfully, involving them in decision making, as appropriate, and
providing comprehensive information and committing to referrals and assistance to support the recovery
and safety of the victim/survivor.

Referring incidents of a potentially criminal nature to law enforcement or relevant authorities will be done
after taking into account the wishes of an adult victim/survivor, the best interest assessment of a child
victim/survivor and the welfare and safety of all parties. Where local or national laws mandate Plan
International to report a potential crime to the police or welfare authorities an appropriate safety plan that
manages the risks for all concerned must be implemented.

Support will be offered to Victims/Survivors and complainants according to our survivor-centred approach
and regardless of whether a formal response is carried out (e.g. an investigation). Support will also be
offered as appropriate to others involved in an incident management process, recognising the impact this
can have, for example on witnesses and those accused of carrying out inappropriate or harmful behaviours.
This can include specialist psychosocial counselling, medical support, legal support and/or access to other
specialist and appropriate support as needed. Victims/Survivors and complainants can choose if/when they
would like to take up the support options available to them. We are committed to learning from
victims/survivors and complainants and being guided by them, where safe and appropriate to do so. We
will ensure that cases are referred to appropriate professionals and organisations and that due diligence is
taken to ensure that they act in line with our values and puts the welfare of all parties concerned as the
highest priority.

Equality and Inclusion: Plan International recognises that imbalances in power and gender and social
inequality are key drivers for violence and SHEA. We recognise that in all societies in which we work,
gender and social inequality exists; staff, associates, and programme participants may have learned to
accept unequal norms and stereotypes; and that the very nature of our work can unintentionally create and
maintain differential power and unequal opportunities.

18

19

‘Victim’ is a term often used in the legal and medical sectors. ‘Survivor’ is the term generally preferred in the psychological and social
support sectors because it implies resiliency. We use both terms as part of our survivor-centred approach and allow those affected to
choose the term they prefer. Please see Appendix 1 for the full definition of victim.

Person making a complaint; it may be the person who experienced what is being reported, or it may be another person. Please see
Appendix 1 for the full definition of complainant.
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We take an intersectional approach to safeguarding. We consider the ways that multiple identities together
create a person’s experiences of power, gender and social inequality and therefore vulnerability to violence
and SHEA. We take appropriate measures to address implicit and explicit biases and other forms of
discrimination and violence, which may arise because of a person’s diverse identity and/or position in
society. We support the empowerment and inclusion of victim/survivors in the response process, in a
manner that promotes equality, equity and ultimately their increased safety and protection.

5. Shared Responsibility: All staff, associates and visitors must be aware of and adhere to this policy.
Everybody has a responsibility to prevent harm, violence and SHEA. Everybody must take their
safeguarding responsibilities seriously and uphold the principles of the policy.

In turn, Plan International will work collaboratively with others to support and strengthen the capacity of
partners, the sector and our global organisation to prevent and respond to all Safeguarding concerns. We
are responsible for creating safe environments for all children and programme participants. This includes
never knowingly allowing a person to become or continue to be, a sponsor where the person: is currently
in prison for any type of crime including awaiting trial; or has previously committed crimes against children.

6. Open and Accountable: Plan International is committed to openness and transparency. Our leaders will
set clear expectations and take personal and organisational responsibility to create safe and inclusive
environments to ensure a culture of equity and inclusion. We will maintain our responsibility to provide
information on this Global Policy to all programme patrticipants, children, members of communities in which
we work, staff, associates and visitors. We will explain our commitments so that everybody understands
how to exercise their rights and how to report any concerns related to safeguarding. In order to remain
accountable to all staff, associates, visitors and programme participants we will ensure safeguarding
concerns can be raised and discussed; poor practice and inappropriate behaviours can be challenged and
addressed; and safeguarding measures will be regularly reviewed and strengthened.

We will maintain our responsibility for ensuring safeguarding is mainstreamed into all we do and all our
approaches. Our Safeguarding Implementation standards lay down the requirements for ensuring
safeguarding measures are embedded in all parts of our operations and interventions. General guidelines for
implementing Safeguarding in Practice are provided in Annex 2.

ROLES AND RESPONSIBILITIES

1. All staff, associates and visitors shall:

a. commit and contribute to an environment where children and programme participants feel respected,
supported, safe and protected;

b. never act or behave in a manner that results in violence against a child or programme participant or
places a child or programme participant at risk of violence;

c. be aware of and adhere to the provisions of this Global Policy.

d. confidentially report any concerns, rumours, suspicions or allegations of harm, violence or SHEA
and/or breaches of this policy immediately (or at least within 24 hours) using the relevant and/or
country specific procedures.

2. All staff shall:
a. comply with this Global Policy, including the Safeguarding Code of Conduct (Annex 1);
3. Associates and visitors shall:

a. agree, by signing, to complying with either Plan International’s Safeguarding Code of Conduct (Annex
1 or other appropriate guidance developed by a manager?® at the relevant Plan International Entity on
appropriate behaviour towards children and programme participants as relevant to their engagement
using the Safeguarding Code of Conduct (Annex 1) as a guide; or

b. comply with their own Code of Conduct, provided the contracting manager ensures that it complies,
and is consistent, with this Global Policy.

4. Managers shall ensure that:

a. children, programme participants and communities with whom we engage, work or are in contact are
made aware of the provisions of this Global Policy and have the confidence and ability to report any

20 A staff member who has responsibility for line managing or supervising the work of staff or associates. Please see Appendix 1 for full
definition of Manager.
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incidents occurring against children and/or programme participants;

b. staff, associates, and visitors are aware of the Safeguarding Implementation Standards that are
applicable to their role or engagement with us;

c. they support and develop systems which maintains an environment which is safe for and prevents
violence against children and programme participants;

d. they are accountable for ensuring that the Global Policy is fully embedded within their areas of
responsibility in accordance with the Safeguarding Implementation Standards.

5. Directors? shall ensure that:

a. the relevant Plan International Entity has in place local procedures that are consistent with this Global
Policy and with the global Reporting and Responding guidelines which outlines the reporting
requirements and the manner in which they are escalated within each Plan International Entity. These
local procedures should be developed with the assistance of local advisers and updated regularly, in
line with policy revision or sooner if needed. The policy and applicable procedures must be made
available in local languages and child-friendly formats;

b. the relevant Plan International Entity implements our Safeguarding Implementation Standards as they
apply to their context, the staff, associates, and visitors, and the children and programme participants
with whom they engage, as well as the processes, programmes, projects, events and activities they
undertake.

6. Organisations that work with us in carrying out our programmes, projects, processes, events and/or
activities involving children and programme participants must comply with the Safeguarding Guidelines
contained in Annex 2.

7. All Plan International Entities shall monitor compliance with this Global Policy through the mandatory
tracking and auditing of the Safeguarding Implementation Standards and Safeguarding Code of Conduct
(see Annex 1). Auditing against the standards will be led by PII's Global Assurance Department. In
addition, we will work with and ensure the participation of children, programme participants, staff,
associates and visitors to review, monitor and evaluate the implementation of this Global Policy.

Breaches of this Policy

Breaches of this policy will be investigated?? in accordance with the Global Reporting and Responding
Guidelines, and the Plan International Entity’s disciplinary procedures and contractual agreements. Referrals
may be made to statutory authorities for criminal investigation under the law of the country in which the breach
occurred.

Any allegation/suspicion of a breach made against a member of staff, associate or visitor will be dealt with as
quickly as possible, in a fair and consistent way that provides effective protection for the victim/survivor and at
the same time protects the rights of the person who is the subject of the allegation. Actions may be taken
during an investigation stage that are intended to be precautionary and not a disciplinary sanction or an
assumption of guilt.

Breaches may incur sanctions including disciplinary action leading to possible dismissal, termination of all
relations including contractual and partnership agreements, and where relevant, appropriate legal or other
such actions. The rights, intersecting identities and vulnerabilities of the alleged perpetrator will also be
considered during the course of an investigation to inform an assessment of potential false or malicious
accusations against them.

If a legitimate concern about the suspected abuse of a child or programme participant is raised but proves to
be unfounded on investigation, no action will be taken against the reporter. However, appropriate sanctions
will be applied in cases of false and malicious accusations.

2L An Executive Director of Pll or a National Director.
22 Information will be gathered in order to determine whether wrongdoing occurred and, if so, the person(s) responsible. Please see
Appendix 1 for full definition of Investigation.
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APPENDIX 1: TERMS AND DEFINITIONS

When used in this document:

“‘Abuse” includes all forms of physical or mental violence, injury or violence, neglect or negligent treatment,
emotional ill-treatment or psychological violence, sexual abuse and exploitation, harassment, and
commercial or other exploitation. Acts of abuse can also take place online through, for example, the web,
social media or mobile phones. It may be an intentional act involving the use of physical force or power or it
may be failing to act to prevent abuse. Abuse consists of anything which individuals, groups, institutions or
organisations do or fail to do, intentionally or unintentionally, which either results in or has a high likelihood
of resulting in actual or potential harm to another’s wellbeing, dignity and survival and development.

“Associate” refers to a range of contracted paid and non-paid individuals who have committed to work with
or support a Plan International Entity. It includes, among others, board members, volunteers (including
community volunteers), interns, sponsors, researchers, donors, consultants and contractors, staff and/or
representatives of partner organisations and local governments (when operating in partnership agreement
with a Plan International Entity).

“Child” in line with the United Nations Convention on the Rights of the Child and for the purposes of this
Global Policy, is defined as any person — girl, boy, young woman, young man, and children of other gender
identities - under the age of 18 years (UNCRC Atrticle 1). (See definition of Young Person/People or Youth
below).

“Child Abuse” all forms of physical and/or emotional ill-treatment, sexual abuse, neglect or negligent
treatment or commercial or other exploitation, resulting in actual or potential harm to the child’s health,
survival, development or dignity in the context of a relationship of responsibility, trust or power.

“Child sexual abuse material” is defined as any representation, by whatever means of a child used for real
or simulated sexual activities or any representation of the sexual parts of a child for sexual purposes. It also
includes engaging in the production of, viewing, downloading and/or distribution of any such material
(whether via the internet or not) and includes pseudo photographs, comics, drawings, and cartoons.

“Complainant” This is the person making a complaint; it may be the person who experienced what is being
reported (the victim/survivor), or it may be another person (a third-party complainant) who becomes aware
of an issue and makes the complaint.

“Director” is an Executive Director of PIl or a National Director.
“‘Gender Responsive Intersectional Safeguarding” is a safeguarding approach that:

a. Takes full account of individual’s gender and overlapping identities and experiences in order to
understand the complexity of the prejudice and/or inequality they face, or conversely how this may
lead to a heightened privileged status; and the consideration of this in their specific safeguarding
needs

b. Integrates safeguarding measures that addresses protection risks for all individuals with whom we
work that stem from issues relating to gender and other identity bias and discrimination and creates
safe spaces where it is safe to challenge and address inequality, power and bias.

c. Requires us to reflect on our status as a prominent INGO and acknowledge the power imbalance
this causes within the organisation (where within the organisation power lies, who typically are the
“‘dominant” and “non-dominant” groups and how these impacts on decisions we take on
safeguarding), as well as between the organisation and the wider society.

d. Develops our capacity to analyse how individuals can be at risk of harm and abuse as a result of
our work because of their particular identity (age, gender, sexual orientation, tribe, race, colour,
disability etc.)

e. Supports the empowerment and fosters the inclusion of individuals in all their diversity, particularly
in the safeguarding process, in a manner that promotes equality, equity, inclusion and ultimately
their increased safety and protection.

“Harm” is any detrimental effect on a child’s or programme participant’s physical, psychological, or emotional
wellbeing. Harm may be caused by abuse or exploitation whether intended or unintended.

“Intersectional” Intersectionality is a theoretical framework for understanding how aspects of a person's social
and political identities (e.g., gender, sex, race, class, sexuality, religion, disability, physical appearance,
programme participant, etc.) intersect, overlap, and compound to create interdependent forms of discrimination
and privilege (or advantage/disadvantage). Intersectionality identifies advantages and disadvantages that are
felt by people due to a combination of factors.

‘Investigation” a process designed to gather information in order to determine whether wrongdoing occurred
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and, if so, the person(s) responsible.

“Manager” refers to a staff member who has responsibility for line managing or supervising the work of staff
or associates.

“National Organisation” or “NO” refers to a legal entity that has signed a Members’ Agreement and License
Agreement with PII.

“PII” refers to Plan International, Inc., including when operating through one of its subsidiaries. It generally
includes Global Hub, regional hubs, liaison offices, and country offices.

“PSHEA" stands for Preventing Sexual Harassment, Exploitation and Abuse. It refers to the responsibilities;
preventative, responsive and referral measures that we undertake to prevent children and programme
participants from being subject to sexual harassment, sexual exploitation and sexual abuse.

“Programme Participant”

Direct Programme Participants are the people who are the target of and who we know will be immediately
affected by one or more programme/project outputs; irrespective of whether these are delivered directly by
Plan International or by partners or organisations who are acting on behalf of Plan International.

¢ Direct programme participants are individuals who receive materials, equipment; interventions such
as training, awareness raising, mentoring or other personal support.

o Direct programme participants may be a single member of a household (for example a mother
participating in training on nutrition); or it may be all members in the household (for example,
parents enrolled in nutrition programmes/projects for improved family nutrition and health).

e Direct programme participants include sponsor children and their family; advocates and
participants in advocacy events or awareness raising; participants in Plan supported projects and
programmes; members of Youth Advisory Panels. This not an exhaustive list.

Indirect Programme Participants are the people who are not the direct target of the project, but who we
have good reason to expect will derive secondary benefits from the project outputs. These include
individuals who:

e Benefit from the increased resources or capacities of a direct programme participant of the project.
(For example: The children of the parents who received training in hygiene or parenting; or the
family members who also benefit from the increased household income through the person who
participated in savings groups.)

e Benefit from interventions that are aimed at improving the conditions for a community as a whole
rather than the individual persons or households. (For example: The people who live in the
catchment area of the health clinic, school or community water services that has been improved by
the project).

Programme participants can be of any age and include young people who we engage with through our
programming and influencing interventions.

Where a Programme Participant has a second identity with Plan, e.g. as intern, incentive worker, volunteer or
other; their Programme Participant identity will be the dominant identity considered when handling any
Safeguarding cases or concerns.

NB: The wider public who might be reached through awareness raising in public media or who might
eventually benefit from changes in legislation or policy are not considered part of either direct or
indirect programme participants. If counts for specific advocacy projects are required, this should be
done by a different, more appropriate method.

“Safeguarding” is the responsibilities, preventative, responsive and referral measures that we undertake to
protect children and programme participants, ensuring that no child or programme participant is subject to any
form of harm as a result of their association with the organisation. This includes, ensuring that their contact
with us and those associated with us and/or their participation in our activities, interventions and operations is
safe and where there are concerns over a child or programme participant’s welfare or where a child or
programme participant has been subject to violence, appropriate and timely actions are taken to address this
and incidents are analysed so as to ensure continued learning for Plan International Entities.

“Sexual Abuse/Violence” The actual or threatened physical intrusion of a sexual nature, whether by force or
under unequal or coercive conditions. It covers sexual offences 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.

“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.
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“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, or indecently exposes themselves, in circumstances in which a reasonable person, having regard to
all the circumstances, would have anticipated the possibility that 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. Sexual harassment can
be perpetrated against programme participants, community members, citizens, as well as staff and personnel.

“SHEA” stands for sexual harassment, sexual exploitation and sexual abuse.

“Staff” refers to individuals who receive a regular salary for work in any Plan International Entity as well as
individuals paid by or through a Plan International Entity but located in another entity.

“Victim/Survivor” a person who has experienced sexual abuse, exploitation, or harassment. The terms ‘victim’
and ‘survivor’ can be used interchangeably. ‘Victim’ is a term often used in the legal and medical sectors.
‘Survivor’ is the term generally preferred in the psychological and social support sectors because it implies
resiliency. We use both terms as part of our survivor-centred approach and allow those affected by sexual
abuse and exploitation to choose the term they prefer. A victim/survivor could be a programme participant or
a staff member, associate or visitor.

“Violence” against a child, young person or adult includes all forms of physical or mental violence, injury or
abuse, neglect or negligent treatment, emotional ill-treatment or psychological violence, sexual abuse and
exploitation, harassment, and commercial or other exploitation. Acts of violence can also take place online
through, for example, the web, social media or mobile phones. It may be an intentional act involving the use
of physical force or power or it may be failing to act to prevent violence against a person.

Violence consists of anything that individuals, groups, institutions or organisations do or fail to do, intentionally
or unintentionally, which either results in or has a high likelihood of resulting in actual or potential harm to the
child, young person or adult's wellbeing, dignity and survival and development.

“Visitor” refers to a range of persons who are visiting our offices or programmes/projects and may come into
contact with children and young people through a Plan International Entity. A visitor may be a journalist, media,
researcher, visiting sponsor or celebrity.

Vulnerability refers to a person’s ability, which is limited by their social and political identities, to avoid, resist,
cope with or recover from violence, exploitation, and abuse. Vulnerable is the greater risk of violence,
exploitation, and abuse due to their intersecting identities, for example, due to their gender, sexual orientation,
ethnic origin, disability, age or iliness.

“Young Person/People” or “Youth” in line with United Nations definitions, include individuals — young women,
young men, and young persons of other gender identities - aged 15 years to 24 years old. This group spans
the categories of ‘children’, ‘adolescents’ and ‘adults’ but regards young people as having particular
safeguarding needs and requiring distinct consideration aside from younger children and older adults.
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APPENDIX 2: INTERSECTIONALITY

Intersectionality is a way of thinking about power, privilege, and gender that recognises a person’s
combination of social identities. Social identity is the part of each of us which identifies as a member of a
social group. These social groups which impact on our identity may include age, sex, gender, gender
identity, sex characteristics, sexual orientation, nationality, ethnic origin, colour, race, language, religious or
political beliefs, marital status, disability, physical or mental health, family, socio-economic or cultural
background, class, any history of conflict with the law, and more.

Intersectionality means we think about multiple forms of inequality (based on our social identities) at the
same time rather than considering each of them separately and we understand how they overlap (or
intersect) and compound to create a person’s experience of prejudice and inequality, or power and privilege.
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Instead of thinking a girl or woman’s oppression based on sexism alone, or a Black person’s oppression
based on racism alone, or a disabled person’s oppression based on ableism alone, intersectionality looks at
how those identities intersect. For example, intersectionality would seek to understand how a disabled,
Asian girl is affected by the overlapping and compounding prejudices and inequalities of sexism, racism, and
ableism all at once rather than separately. This girl is cisgender?3, Asian, a person of colour and has a
disability and may endure specific forms of prejudice and inequality that Asian boys might not, or Asian girls
without a disability might not, or a white girl with a disability might not etc.

Social inequality is the existence of unequal opportunities and rewards for different social positions or
statuses within a group or society.

2 Cisgender describes someone whose gender identity corresponds to their sex assigned at birth
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ANNEX 1: SAFEGUARDING CODE OF CONDUCT

Plan International is committed to creating a safe environment for children and programme participants. All
staff have a duty to uphold the principles of the Global Safeguarding Policy and commit to maintaining an
environment that prevents violence, both at work and outside of work. Further to this, sexual harassment,
exploitation and abuse by staff (including those that work in our humanitarian response) constitutes acts of
gross misconduct and therefore may be grounds for termination of employment.

As such, | agree that | will:

a.

Adhere to the Global Policy on Safeguarding and be open and honest in my dealings with children,
programme participants, their families, and communities participating in programmes, projects, processes,
events, and activities.

Treat children and programme participants in a manner which is respectful of their rights, integrity, and
dignity and considers their best interests regardless of age, sex, gender, gender identity, sexual
orientation, nationality, ethnic origin, colour, race, language, religious or political beliefs, marital status,
disability, physical or mental health, family, socio-economic or cultural background, class, or any history
of conflict with the law.

Create and maintain an environment which prevents violence, abuse and exploitation of children and
programme participants ensuring that | am aware of potential risks with regards to my conduct and work,
and take appropriate action so as to minimise risks to children and programme participants.

Contribute to building an environment where children and programme participants are:

i. respected and empowered to participate in and discuss decision making and interventions into their
safeguarding in accordance with their age, maturity and evolving capacities; and

ii. well informed on their safeguarding and protection rights and what to do if they have a concern.

Display high standards of professional behaviour at all times, providing a positive role model for children
and young people.
Comply with all relevant international standards and local legislation in relation to child labour, and refrain
from using children (those aged below 18 years) for domestic or other labour, if such work is inappropriate,
exploitative or harmful given their age or developmental capacity, which interferes with their time available
for education and recreational activities, or which places them at significant risk of injury, exploitation, or
violence. In addition, | understand that | must not use a programme participant of any age for domestic or
other labour.

Respect the privacy and confidentiality of children and programme participants associated with Plan

International. This means | will:

i.  Never ask for or accept personal contact details or invitations to share personal contact details (this
includes email, phone numbers, social media contacts, address, webcam, skype, etc.) from any child,
programme participant or family associated or formerly associated with our work or share my own
personal contact details with such individuals except where this has been explicitly authorised by Plan
International and/or for Plan International business purposes.

i. Never disclose, or support the disclosure of, information that identifies children, programme
participants, sponsored families or sponsor children, through any medium, unless that disclosure is in
accordance with standard Plan International policies and procedures and/or has the explicit consent
of Plan International. Media include paper, photographs, and social media.

iii. Never make any contact with a child, programme participant, or family members associated with Plan
International’s work that is not supervised by a (or another) member of Plan International Staff. Such
contact may include but is not limited to visits and any form of communication via social media, emails,
and letters.

iv.  Always ensure that when on an official or work visit with Plan International and | wish to take pictures
of children and programme participants associated with the organisation | will:

» Always consult first with the local Plan International office to make sure that it is ok to take
pictures in the local context and that the intended use of the pictures does not conflict with Plan
International’s policies.

» Ask permission of the child or programme participant (or in the case of young children, their
parent or guardian) informing them of the specific purpose(s) and intended use (including how
and where) and respect their decision to say no making it clear that there will be absolutely no
negative repercussions from denying such consent.

Ensure the images are respectful and do not affect negatively on their dignity and privacy.
» Ensure that the use of the images does not put the child or programme participant at risk of
being identified or located.

» Never upload the images of children associated with Plan International or images of programme
participants to non-Plan International social media pages without the full and explicit consent of
Plan International.

\4
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Report and respond to any concerns, suspicions, incidents or allegations of actual or potential abuse to
a child or programme participant in accordance with applicable procedures of the engaging office.
Cooperate fully and confidentially in any Plan International investigation of concerns or allegations of
abuse to children and programme participants.

Immediately disclose all charges, convictions, and other outcomes of an offence, which occurred
before or occurs during association with Plan International that relate to exploitation and abuse of a
child or young person.

| agree that | will not:

a.

Abuse, exploit or harass a child or programme participant or behave in any way that places a child or
programme participant at risk of harm, including through harmful traditional practices such as, for
example, Female Genital Mutilation, forced or child marriage.

Fondle, hold, kiss, hug or touch children or programme participants in an inappropriate way or a
manner that is contrary to cultural or social safeguarding norms.

Engage in any form of sexual activity or develop physical/sexual relationships with anyone under the
age of 18 regardless of the age of consent locally. Mistaken belief in the age of a child is not a
defence.

Engage in sexual relationships with Plan International programme participants, regardless of their age,
as these undermine the credibility and integrity of Plan International’s work and are based on
inherently unequal power dynamics.

Engage programme participants in any form of sexual activity that involves the exchange of money,
employment, goods, or services for sex, including sexual favours or other forms of humiliating,
degrading or exploitative behaviour. This includes exchange of assistance that is due to programme
participants.

Use language or behave towards a child or programme participant in a way that is inappropriate,
offensive, abusive, sexually provocative, demeaning or culturally inappropriate.

Have a programme participant or child/children with whom | am in contact in a work-related context,
stay overnight at my home or any other personal residential location or accommodation.

Sleep in the same room or bed as a programme participant or a child with whom | am in contact in a
work-related context. Where it is necessary to sleep close to unaccompanied children and programme
participants, | will make sure that another adult is present and it is in line with authorised procedures.

Do things of a personal nature for a programme participant or child with whom | am in contact in a
work-related context, (e.g. taking a child to the toilet/bathroom; helping them get un/dressed etc.) that
they can do for themselves.

Spend time alone away from others with programme participants or children with whom | am in contact
in a work-related context; | will always make sure that another adult is with me and/or | am with the
child/young person in an open public place, where others are around and in plain view of others.

Hit or otherwise physically assault or physically abuse children or programme participants.

Use any form of physical punishment/discipline, of any degree, or use of physical force of any kind
towards children and programme patrticipants.

Act in ways that shame, humiliate, belittle or degrade children and/or programme participants, or
otherwise perpetrate any form of emotional abuse.

In the course of my work discriminate against, show differential or preferential treatment to, or favour
particular child(ren) and programme participant(s) to the detriment of them or others.

Develop relationships with, engage in any practice with or develop behaviour towards children and
programme participants, which could in any way be deemed or interpreted as exploitive or abusive.
Condone or participate in behaviour of children or programme participants, which is illegal, unsafe, or
abusive.

Use any computers, mobile phones, video and digital cameras, or any such medium to exploit, harass
or bully children or programme participants.

Access, view, create, download, or distribute child sexual abuse materiall (commonly referred to as

‘child pornography') via computers, mobile phones, or video/digital cameras, other electronic devices
or any other media, be it personal property or property owned by Plan International.

The above is not an exhaustive list. Staff, associates, and visitors should consider all related actions
and behaviour which may compromise the rights and safeguarding of children and programme
participants.

Personal Conduct outside Work or Engagement with Us

We do not dictate the belief and value systems by which staff, associates, and visitors conduct their personal
lives. However, actions taken out of working hours that are seen to contradict this policy or bring the
organisation into disrepute in regard to our Safeguarding standards may be considered a violation of the policy.
Our staff, managers, associates, and visitors are required to adhere to principles of the Global Policy on
Safeguarding both at work and outside work.
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ANNEX 2: GUIDELINES FOR IMPLEMENTING
SAFEGUARDING IN PRACTICE

These guidelines outline the requirements for safeguarding and PSHEA of children and programme
participants that are applicable to organisations that work with Plan International Entities in carrying out our
programmes/projects.

They are particularly applicable to organisations assessed as having contact with children and programme
participants, working with children and programme participants, and/or whose projects, programmes,
processes, activities, advocacy and influence work impact on children and programme participants.
Organisations funded by a Plan International Entity are expected to build on these guidelines as appropriate
based on the nature of their activities and risks to children and programme participants.

The guidelines illustrate our commitment to support and respect children’s and programme participants' rights
to be protected from harm, and to provide a safe and protective environment for children and programme
participants who are involved with any programmes/projects funded by a Plan International Entity.

The guidelines should be applied in relation to children and/or programme participants as appropriate,
depending on the group the organisation works with.

1. Prevention: The Organisation must take appropriate measures to manage child and/or programme
participant safeguarding and PSHEA risk factors and prevent abuse and exploitation before it occurs.
Prevention measures should include organisational safeguarding and PSHEA policies, codes of conduct
and associated procedures; the management of risks in relation to its operations, activities and
interventions; and the production and promotion of ‘child and programme participant friendly’ safeguarding
and PSHEA information and resources.

2. Code of Conduct: Each Organisation is required to ensure that their personnel avoid any behaviour or
conduct that compromises the safety and protection of children and/or programme participants within its
activities, operations and programmes. In addition, programmes and activities working directly with
children and/or programme participants or involving direct contact between the same should develop
guidance on expected and acceptable behaviour for children and/or programme participants towards each
other. This should be incorporated into policy and practice documents.

3. Gender Equality and Non-Discrimination: The Organisation should ensure that all Safeguarding and
PSHEA policies and procedures take into account gender equality and non-discrimination requirements;
adopting an intersectional approach. Recognising that girls, boys, young women, young men, and children
and programme participants of different gender identities may face different risks relating to their safety
and protection and that all children and/or programme participants have an equal right to protection,
irrespective of: age, sex, gender, gender identity, sexual orientation, nationality, ethnic origin, colour, race,
language, religious or political beliefs, marital status, disability, physical or mental health, family, socio-
economic or cultural background, or class.

4. Screening Procedures: There should be detailed screening procedures for all personnel (including
unpaid volunteers) who will come into contact with children and/or programme participants (directly or
indirectly). Screening procedures should be as available in each country and updated on a regular basis,
where possible. Screening procedures may include certificate of good conduct, police reference checks
or equivalent, verification that applicants are not listed in national registries of child offenders; a detailed
application and interview process; references who support the applicant’s suitability to work with children
and/or programme participants.

5. Awareness: The Organisation should ensure that all personnel, sub-contractors or consultants or affiliates
involved with programmes are aware of safeguarding and PSHEA risks, policies and procedures; and their
safeguarding and PSHEA responsibilities. In addition children and/or programme participants engaged
and their parents, guardians or carers should be informed of the same so that they know what behaviours
to expect and how to report any concerns.

6. Capacity Sharing: The Organisation should develop and share the capacity of all who work with and for
children and/or programme participants to appropriately prevent, detect, report and respond to
safeguarding and PSHEA concerns and particularly as they pertain to differing gender and other identities.
Efforts should be made to ensure organisational policies and practices are understood and can be
effectively implemented through mandatory inductions and on-going training courses for all staff and
volunteers and other associates.

7. Participation of children and/or programme participants: Children and/or programme participants
should be actively, meaningfully and ethically involved in the development of safeguarding and PSHEA
measures in accordance with their evolving capacities. Children and/or programme participants must not
be treated simply as objects of concern but rather listened to and taken seriously and treated as individual
people with their own views.
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10.

11.

12.

13.

14.

Reporting mechanisms for children and/or programme participants and staff: Mechanisms should
be established that enable the safe reporting of safeguarding and SHEA concerns. Such mechanisms
should ensure appropriate escalation of concerns within the organisation, referral to the appropriate
authorities and confidentiality. In addition, child and programme participants reporting mechanisms should
be accessible, friendly and sensitive to their differing needs. It is important that complaints mechanisms
are established with the participation and input of different groups of children and programme participants,
as well as communities, so they work for all users as necessary.

Response and Follow Up: Organisational policies and procedures should include appropriate measures
to support and protect children and/or programme participants when concerns arise. All measures taken
to respond to a safeguarding and SHEA concern should take into account the best interest of the child or
programme participants and be sensitive to their differing gender and other identities ensuring they are
kept safe and protected. Response measures should be appropriately risk assessed and endeavour to
ensure no further harm comes to the child and/or programme participant as a result of any actions taken
by the Organisation.

Concerns should be written up and information kept in accordance with the privacy and confidentiality
policies of the Organisation and/or local legislation. In addition, organisational processes should ensure
response evaluation and follow up for organisational learning.

The Organisation should also advise Plan International of any complaints of abuse to children and/or
programme participant in line with the working agreement.

Implementation, Monitoring and Review: The implementation and monitoring of the Safeguarding
Policy for each Organisation should be reviewed at regular intervals as determined necessary by the
Organisation, preferably at least every three (3) years, where possible.

Sanction and Discipline of Organisation personnel: The Organisation policies and procedures should
provide for appropriate sanctions and disciplinary measures which ensures children and programme
participants are protected from further potential harm. This may include the immediate suspension of
personnel until such time as the allegations are followed up and either substantiated or refuted and/or
where personnel is convicted of abusing a child or programme participant, the said personnel is
immediately terminated with cause from his or her position.

Informed Consent: The Organisation should provide children (and their parent(s)/legal guardian(s) where
applicable) and/or programme participants, with all necessary details (including on any associated risk,)
to make an informed decision regarding their participation in programmes and activities, including any
voice recordings, video or photographs of children and/or programme participants (including how and
where these will be used). Participation and/or usage of information and/or images should only take place
after consent is obtained.

Protection of Personal Information: Personal information regarding any child or children and/or
programme participants, whether or not such information is obtained as part of the programmes/projects
involving children and/or programme participants, should be treated confidentially. There should be clear
procedures showing the responsibilities within the organisation for accessing and using such data with
appropriate authorisations, in accordance with Local and Global Data Privacy frames. In addition, such
data should not be disclosed to any third party, except in accordance with the policies of the Organisation
or as required by applicable local laws. Personal information includes, but is not limited to, any information
that can be linked to or used to identify a child and/or programme participant.

Working with partners: The Organisation should ensure adequate safeguarding and PSHEA
assessments are made as part of its due diligence processes when it comes to partnership working. Third
party entities that are contracted or supported to work with children and programme participants must be
subject to the same safeguarding and PSHEA principles and approach outlined in the Organisations policy
and procedures. Vendors, suppliers and other contractors that may be in direct or indirect contact with
children or programme participants must also be subject to appropriate safeguarding and PSHEA
measures.
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ANNEX 3: DO NO HARM DECISION TREE

A. We do no harm to:

Any child irrespective of their association Any Programme Participant irrespective of
with the organisation age -i.e. child, young person or adult whom

we serve through our
rogrammes/interventions
If it is reported to Plan that a Plan Staff, Associate or

If it is reported to Plan that a Plan Staff, Associate or

Visitor has harmed/committed an act of violence Visitor has harmed/committed an act of violence
against a child we will take action under the Global against a programme participant we will take action
Safeguarding Policy’. under the Global Safeguarding Policy

Furthermore, where the abuse of a child in the community is reported to Plan or where a child discloses abuse
to us and this act is not perpetrated by any Plan Staff, Associate or visitor we will respond to this in line with
the local protection mapping (a minimum requirement of all Plan offices) and refer the issue on to the correct

agency/authority/local support services for care and attention and/or absorb issues into our protection and
other programming interventions as appropriate/needed/can be done.

B. ‘Is it a Safeguarding Case?’ Decision Tree

Question Yes | No

1. s the alleged victim/survivor aged under 18?

2. Has alocal child protection law been broken / is the alleged action against local child
protection laws?

Is the alleged victim/survivor a Plan Programme Participant?

Is the alleged victim/survivor a Plan Sponsored Child?

Is the alleged victim/survivor an immediate family member Plan Sponsored Child?

of g M| w

Does the alleged victim/survivor receive any benefit, directly (e.g. Programme
Participant) or indirectly (e.g. immediate family member of a Plan Programme
Participant), that is funded through Plan project/programme activity budget funds?

7. Does Plan have the power to withhold this benefit?

8. Could the alleged victim/survivor fear reprisal or any negative consequence if they
were to:
e submit a report/complaint;
o refuse/reject any physical/sexual/romantic advances; and/or
e end any physical/sexual/romantic relationship

9. Has the alleged victim/survivor received any goods, preferential treatment or money in
exchange for sex or sexual favours?

If you answer no to all of the above questions this incident does not fall under the scope of the Global
Safeguarding Policy.

If you answer yes to any of the above questions this incident falls under the scope of the Global Safeguarding
Policy. Please proceed to Decision Tree C below to determine if it is an internal or external case.

Please note however, that where a Plan staff harms an adult (i.e aged 18 years and above) who is not
a programme participant, and this is reported to Plan, you will need to report the issue under the PII
Conduct for staff-on-staff misconduct or acts which bring the organisation’s reputation into
disrepute.
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C. Reporting under the policy

What do you need to report?

Under the policy you need to report:

a. Where the alleged perpetrator is a Plan International Staff, Associate or Visitor, all safeguarding concerns
and breaches of the policy (including those related to our interventions, activities, operations and
engagement) must be reported. These cases are also referred to as internal cases.

b. Where the alleged perpetrator is outside the scope of the policy (i.e. not a Staff, Associate or Visitor) only
safeguarding concerns relating to sexual abuse and exploitation, a potential crime as per the local
legislation and/or other serious forms of violence which are reported to the Plan International office/staff
or Plan International is made aware of should be reported under the policy. These cases are also referred
to as external cases.

c. Alltypes of abuse and violence regardless of who the perpetrator is where local law so requires.
Who do you report to?

Under the policy each office has staff designated to deal with breaches of the Global Safeguarding Policy.
These staff are known as the Safeguarding (and PSHEA) Focal Points.

IMPORTANT: If you have a concern, don’t waste time wondering whether the concern is something
that should be reported under the policy. You should immediately (at least within 24 hours) make a
report to your Safeguarding (and PSHEA) Focal Point, line manager and/or the relevant Office Director.
They will then take further action to ensure that the issue is addressed and appropriate referrals are made in
line with local procedures.

Please note that reports can also be made anonymously in accordance with Plan International’s
Whistleblowing Policy.

It is the responsibility of your local/engaging office to provide you with written guidance (and training
as appropriate to your engagement with Plan International) on how to report and respond to safeguarding
concerns and breaches of the Global Safeguarding Policy (this will include what should be reported and to
whom to report). If this is not done, ask to speak to your engaging manager, Office Director or Safeguarding
(and PSHEA) Focal Point.
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