Ipas Development Foundation
Safeguarding Policy
Introduction

Ipas Development Foundation (IDF) has zero tolerance against abuse and exploitation of vulnerable
people in any form, directly or through course/consequence of any of our programmes or intervention.
As a responsible organization it is our duty to take reasonable care of children and adults at risk who
come in contact with IDF in the course of our work. IDF aims to adopt the highest possible standards and
take all reasonable steps in relation to the safety and welfare of children and adults at risk.

Purpose

The purpose of the policy is to protect people, particularly children, at risk adults and beneficiaries of
assistance, from any harm that may be caused due to their coming into contact with IDF. This includes
harm arising from:

e The conduct of staff or personnel associated with IDF
o The design and implementation of IDF’s programmes and activities

The policy lays out the commitments made by IDF and informs staff and associated members of their
responsibilities in relation to safeguarding.

Any breach of this policy will be treated as a disciplinary matter, which may result in immediate
termination of employment or contract, and reporting to the police, relevant regulatory authority or other
body.

Scope

The policy applies to all members associated with IDF for any work on regular or temporary basis. It
includes:

e Board Members

e Staff members

e  Full-time consultants

e Associated members including but not limited to the following: partners, short-term consultants;
volunteers; contractors; and interns

IDF is not, and cannot be responsible for the safeguarding concerns in the wider community not
perpetrated by IDF employees or its associated members.

What is safeguarding?

Safeguarding means protecting peoples' health, wellbeing and human rights, and enabling them to live
free from harm, abuse and neglect

In our sector, we understand it to mean protecting people, including children and at risk adults, from harm
that arises from coming into contact with our staff or programs.
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This definition draws from our values and principles and shapes our culture. It pays specific attention to
preventing and responding to harm from any potential, actual or attempted abuse of power, trust, or
vulnerability, especially for sexual purposes.

Safeguarding applies consistently and without exception across our programs, partners and staff. It
requires proactively identifying, preventing and guarding against all risks of harm, exploitation and abuse
and having mature, accountable and transparent systems for response, reporting and learning when risks
materialize.

Associated Policies
The below policies form an integral part of the IDF Safeguarding Policy:

Code of Business Ethics and Whistle Blower Policy (Annexure 1)

Child Protection Policy (Annexure 2)

Policy on Prevention of Sexual Harassment at Workplace (Annexure 3)
Information Technology & Acceptable Use Policy (Annexure 4)

Responsibilities

All employees, full-time consultants, volunteers, sub contractors and partner organizations are obliged to
follow this policy and maintain an environment that prevents exploitation and abuse and which
encourages reporting of breaches of this policy using the appropriate procedures.

All members working with IDF will:

e Read, understand and adhere to the IDF Safeguarding Policy

e Strive to promote a zero-tolerance approach to discrimination, sexual harassment and abuse in
all working environments

e Strive to develop relationships with all stakeholders which are based on equality, trust, respect
and honesty

e Place the safety and welfare of children and at risk adults above all other considerations

e Report any concerns they may have about the welfare of a child or vulnerable adults

e Report any concerns they may have about the behaviour of a IDF representative in relation to
safeguarding

All members working with IDF will not:

e Sexually harass, assault or abuse another person

e Physically harass, assault or abuse another person

e Emotionally abuse another person, such as engaging in behaviour intended to shame, humiliate,

e Delittle or degrade

e Condone, or participate in behaviour which is abusive, discriminatory, illegal, or unsafe

e Develop, encourage or fail to take action of relationships with children or other vulnerable adults
which could in any way be deemed sexual, exploitative or abusive

e Actin ways that may be violent, inappropriate or sexually provocative
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Managers

Managers at all levels are responsible for ensuring employees, volunteers, consultants, visitors and
partner organizations are aware of the policy and are supported to implement and work in accordance
with it, as well as creating a management culture that encourages a focus on safeguarding. They must
ensure that they are responsive, acting immediately if they become aware of any safeguarding concerns,
and supportive towards employees or volunteers who complain about breaches in this policy.

Understanding, recognizing and preventing abuse
The categories of abuse of children and vulnerable adults are different. In the interest of simplification:

e Safeguarding concerns related to child abuse will be dealt in accordance to the procedure and
guidelines defined under IDF Child Protection Policy

o Safeguarding concerns related to sexual harassment shall be dealt with policies and procedures
defined under the Prevention of Sexual Harassment Policy

o Safeguarding concerns related to conduct and behaviour of IDF member other than the above
shall be covered under the Grievance Redressal Policy

Prevention
Staff recruitment

IDF is committed to a fair recruitment process including safer recruitment checks of all employees. When
recruiting staff, IDF makes sure that questions regarding safeguarding are included in any relevant job
interviews, and that any roles with safeguarding responsibilities have those responsibilities explicitly
outlined within the job description. Where possible, references should be sought from previous
employers to get more information of the suitability of candidates.

Awareness

The unit heads and state directors are the designated staff with the responsibility of building internal
awareness of their respective teams on safeguarding, policy.

IDF will provide necessary training and support to its staff and partner organisations to enhance
understanding and ensure effective implementation of the policy.

The on-boarding of staff will include a full induction to the safeguarding policies including IDF policy on
prevention of sexual harassment, child protection policy and code of business ethics and whistle blower

policy.

Risk analysis

When working with partners, IDF will endeavour to ensure that the programs it supports are safe for the
adults at risk and children they serve. To ensure that appropriate safeguarding measures have been put
in place, IDF will work with the partner, either during the project development process, or the inception

phase, to carry out a safeguarding risk analysis which specifically includes any safeguarding issues and
propose actions to mitigate these risks, prior to the activities taking place.

IDF/SGP/Ver.2/1.11.2020



Such risk analysis will be an integral part of project proposals, program planning guidelines and
partnership assessment tools.

Code of Conduct

Members at IDF are required to understand their responsibility to keep vulnerable adults and children
safe, and to sign and abide by the IDF Code of Conduct and Whistleblower policy (Annex 1), which lists
acceptable and unacceptable behaviour, primarily designed to promote lawful and ethical conduct and
safeguard others.

All staff are responsible for encouraging and promoting the implementation of the IDF Code of Conduct.
The adherence to this code is mandatory for all members of IDF. Any violation of the Code of Conduct will
result in disciplinary procedures in addition to any relevant legal action.

Reporting of incidents

IDF will follow up safeguarding reports and concerns according to policy and procedure, and legal and
statutory obligations.

e Complaint or concern relating to child safeguarding should be reported to the Child Protection
Committee as outlined in the IDF Child Protection Policy

e Complaint or concern relating to sexual harassment should be reported to the Internal Complaints
Committee as outlined in the IDF Policy on Prevention of Sexual Harassment

e Other concerns related to safeguarding should reported immediately to Director HR/Unit Head or
State Director.

IDF will apply appropriate disciplinary measures to members found in breach of policy up to and including
termination of employment.

If the member is dismissed for proven harm, exploitation or abuse, IDF will inform the relevant authorities,
may disclose this to prospective future employers and/or refuse a reference, depending on details.

Incase of a breach of the policy by a partner organizations, appropriate action will be taken up to and
including immediate termination of a partnership or service agreement

Confidentiality

Itis essential that confidentiality in maintained at all stages of the process when dealing with safeguarding
concerns. Information relating to the concern and subsequent case management will be shared on a need
to know basis only, and will be kept secure at all times.

Reviewing the policy

A full policy review will take place every three years, led by HR, to include a review of external changes to
safeguarding standards that apply nationally.
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Annexure 1: IDF Code of Business Ethics and Whistleblower Policy*

Full Name:

Instructions

Ipas Development Foundation (IDF) expects all its staff and consultants to adhere to the highest standards
of ethical conduct and integrity. All staff—including IDF employees, contract staff, long-term consultants,
volunteers, officers, and directors—are required to read and understand this Code, uphold these standards in
day-to-day activities, and comply with all applicable policies and procedures. IDF also expects its partners,
agents, and subcontractors to have similar programs that appreciate and promote lawful and ethical conduct.

Please read this Code carefully and make sure you understand its provisions. If any part of it is unclear
to you, ask for clarification by reaching out to IDF’s Director of Human Resources.

Once you have read the Code, please sign on the last page as a confirmation that you have read
and understood the Code of Ethics and Whistleblower Policy, and submit to the Director, HR, IDF.

Code of Business Ethics and Conduct and Whistleblower Policy:
Last updated for IDF: 07 May 2019
As approved by the IDF Board of Directors: 07 May 2019

TABLE OF CONTENTS
I. Introduction

I1. Compliance with Laws and Regulations

Policy Against Fraud

Procurement Policy & Standard Operating Procedures
Anti-kickback and Anti-bribery Policy

Gift Giving/Receiving

Conflicts of Interest
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Child Protection Policy

Information Technology Acceptable Use Policy

Iommoow»

I11. Mandatory Reporting and Whistleblower Protection

A. Internal Reporting and Cooperation
B. Whistleblower Protection
IV. Consequences of Code Violations

V. Annual Acknowledgment

V1. IDF Code of Business Ethics and Conduct Violation/Whistleblower Incident Reporting
Form

1 IDF acknowledges adaptation of this code from the Code of Business Ethics and Conduct of Management Sciences for
Health, as well as from other sources.



I. INTRODUCTION

This Code of Business Ethics and Conduct has been adopted by IDF to help ensure compliance with
legal, ethical, and other requirements that govern IDF and its business, especially financial operations (2). It
supersedes the previous Whistleblower Policy while providing additional guidelines, including for
reporting violations. To the extent that the provisions of this Code are inconsistent with any other policy
adopted by IDF, the provisions of this Code shall control.

IDF is committed to promoting lawful and ethical conduct throughout the organization. Each employee
is obligated to come forward with credible information on illegal practices or violations of adopted
policies of the organization by any of our employees, partners, agents, vendors, and subcontractors.
IDF has the responsibility to protect the Whistleblower from retaliation of any kind. Violation of this Code,
including failure to report unlawful or unethical behavior, can be grounds for discipline,

including discharge.

IDF will continuously review and update its policies and procedures, including this Code. Therefore, this
document is subject to modification.

I1. COMPLIANCE WITH LAWS AND REGULATIONS

IDF expects that each of its employees will comply with applicable laws, regulations, rules, and regulatory
orders associated with IDF operations in the jurisdiction of India in which you are located. If there is an
apparent conflict among laws or regulations, employees should seek guidance from their
supervisors/directors.

Youshould be alert to possible illegal, fraudulent or unethical practices or violations of adopted policies
of the organization. It is your responsibility to report them immediately to IDF in accordance with the
procedures set forth below.

This Code does not describe every law or regulation that may be applicable to your job duties; rather, it
highlights some of the more significant obligations related to integrity, ethics, and values that apply to IDF
employees, especially related to the financial aspects of IDF operations.

A. Policy against Fraud

Fraud is the use of deception of any kind with the intention of obtaining a financial or other advantage. The
term fraud is used to describe such acts as deception, bribery, forgery, extortion, corruption, theft,
conspiracy, embezzlement, misappropriation, false representation, and concealment of material facts. IDF
will not tolerate fraud by any of its staff, consultants, suppliers, contractors, subcontractors or development
partners.

IDF is committed to:

Developing and maintaining effective controls to prevent fraud.

Requiring its employees to report suspected fraud.

Protecting whistleblowers—those employees who report fraud.

Carrying out vigorous and prompt investigations of suspected fraud.

Taking disciplinary and, where appropriate, legal action against perpetrators of fraud.
Holding managers and supervisors accountable for fraud committed by a subordinate in cases
where the manager’s or supervisor’s action or inaction can be traced to the wrongdoing.



All employees are responsible for acting with propriety in the use of IDF or donor resources and in the
handling and use of funds. This includes, but is not limited to, procurement, billing, cash and other assets,
payments, receipts, and dealing with contractors, suppliers or customers.

All employees need to be alert to and aware of the possibilities of fraud. At the same time, IDF
management is responsible for designing and implementing effective controls for prevention and early
detection of fraud.

B. Procurement Policy & Standard Operating Procedures

All IDF employees must engage in ethical and responsible business practices and must make purchasing
decisions on the basis of sound business judgment with the objective of getting the best value available. In
addition, employees must comply with the regulations of donor agencies and organizations as they apply
to a specific contract or agreement.

All procurement transactions (ordering equipment, establishing preferred hotels, and so on) should be
conducted in a manner to provide for fair and open competition to the maximum extent possible. IDF’s
procurement policy and standard operating procedures (SOPs) define our requirements for competitive bids
and other aspects of procurement. Additionally, donor regulations must be followed. IDF’s interests are to
ensure contractor performance, minimize opportunities for unfair competitive advantage, and maximize
value to IDF.

C. Anti-kickback and Anti-bribery Policy

IDF staff are prohibited from offering, accepting, or attempting to offer or accept money, or other
inducements for favorable treatment in awarding contracts for materials, equipment or services of any kind.
Anyone who knowingly engages in the prohibited conduct (either by giving, offering, accepting, or
soliciting a kickback) may be liable for criminal penalties. A kickback is defined broadly to include any
money, fee, commission, credit, gift, gratuity, thing of value, or compensation of any kind which is
provided, directly or indirectly, in exchange for favorable treatment.

IDF staff will not offer or provide bribes, of money or other things of value, to government officials with
the intent to induce the recipient to misuse his or her official position, including to obtain preferential
regulations or to induce an official to fail to perform an official function.

D. Gift-giving/receiving

A small gift or token of esteem or gratitude is often an appropriate way for business people to display
respect for each other. IDF staff may offer and receive modest gifts when the gift is given openly and
transparently, properly recorded in the giver’s books and records, provided only to reflect esteem or
gratitude, and permitted under local law. Gifts over Rs 1,500 value must be reported to your supervisor.
Reasonable meals and entertainment expenses or promotional items, which are unlikely to improperly
influence an official, are acceptable, as long as they are in accordance with local laws, other aspects of
this policy, and IDF’s Travel Policy.

E. Conflicts of Interest
IDF is subject to scrutiny from many different individuals, regulatory agencies, and organizations. We
should always strive to avoid even the appearance of impropriety.

Every IDF employee has a responsibility to avoid actual or perceived conflicts of interest. Although this
duty does not prevent us from engaging in personal transactions and investments, it does demand that we
avoid situations where a conflict of interest may occur. A personal conflict of interest occurs whenever an
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individual’s private interests may limit his or her ability to act in the best interests of the organization.

You should avoid any relationship, influence, or activity that might impair, or even appear to impair, your
ability to make objective and fair decisions when performing your job. You should never use IDF property
or information for personal gain, or take for yourself personally any opportunity that is discovered through
your position with IDF. Some examples of the many ways a personal conflict of interest could arise:

e Acceptance of gifts, payment, or services from those seeking to do business with IDF.

e Placementof business with a firm owned or controlled by an employee or his/her family.
e Ownership of or substantial interest ina company that is asubcontractor.

e Regular/permanentstaff acting asan independent consultantto an IDF subcontractor.

e Havingapersonal financial interest and financial gain in any transaction for IDF.

e Hiring family members or close personal friends as staff or consultants without
transparency regarding the relationship and approval of your Director and the Director
of HR.

Please also see IDF personnel policies for further clarification regarding personnel conduct and conflicts of
interest with employment and volunteer positions outside of IDF.

F. Policy on Prevention of Sexual Harassment
IDF is committed to provide a safe and conducive work environment to its employees and strictly stands
against sexual harassment of employees regardless of sex, gender identity or expression, race, caste, color,
creed, ancestry, marital status, age, mental or physical disabilities or national origin or any other basis as
prohibited under the law (of this country/Constitution of India) and as established in the IDF policy on
Prevention of Sexual Harassment. All employees need to understand and abide by the provisions as laid
down in the IDF policy on Prevention of Sexual Harassment.

G. Child Protection Policy

IDF’s Child Protection Policy (CPP) is based on the broad values of the organization and defines a clear
pathway within the organization to promote, support, and uphold child safety. IDF is committed to ensure
that all employees apply high standards of behavior towards children within both their professional and
their private lives. All employees, consultants, volunteers, workers of other organizations/partners and
guests/visitors must uphold child protection, as established in the IDF Child Protection Policy.

H. Information Technology Acceptable Use Policy

IDF’s Internet, electronic mail, word processing, and other electronic communication applications should
be used appropriately and for business purposes only. IDF owns these systems and employees should not
expect any communication made on them to remain confidential. Every user is responsible for reading and
abiding by the Information Technology Policy.



I11. MANDATORY REPORTING AND WHISTLEBLOWER POLICY

A. Internal Reporting and Cooperation

As an employee, you are expected to report any suspected illegal or unethical behavior, including
fraud, kickbacks, and other questionable accounting or audit matters. For this purpose, you are
encouraged to use the IDF Code of Business Ethics and Conduct Violation/Whistleblower Incident
Reporting Form.

Where to make reports: Reports may be made to the IDF Director of Human Resources.

For any concerns/reports relating to the IDF Director(s), reports may be made to any of the IDF Board of
Directors.

In making a report, you are requested to share as much credible information as possible, so that IDF can
take appropriate action. Do not attempt to pursue your own investigation.

Timing of reports and response: Reports should be made as soon as possible after discovery or suspicion
of illegal, fraudulent or unethical practices or violations of adopted policies of the organization and at least
within five business days. The report should be made when there are reasonable grounds for concern. The
Director/Executive receiving the report should acknowledge receipt to the reporting individual, and state a
plan for the next steps, within seven business days after the report is made.

Required cooperation: IDF employees are required to cooperate in any internal or external investigation
of suspected wrongdoing. As discussed below, reprisal, threats, harassment, retribution or retaliation against
any person who has in good faith reported suspected wrongdoing, or against any person who is assisting in
any investigation or process with respect to such a violation, is strictly prohibited.

The identity of staff who raise concerns will be kept confidential as far as possible. However, due to the
nature of some investigation processes it may not be possible to retain complete confidentiality, including
in situations where the police is involved.

Acting in good faith: Anyone reporting a concern must act in good faith and have reasonable grounds for
believing the information disclosed indicates an improper practice or a violation of this Code. Where
allegations by staff are not made in good faith and are found to be false or malicious, such actions will be
treated as a serious disciplinary offense and may result in the termination of employment.

B. Whistleblower Protection

An employee who in good faith reports actual or suspected illegal, fraudulent or unethical practice or the
violation of adopted policies of the organization, will not suffer harassment, retaliation, or adverse
employment consequence as a result of such a report. An employee who retaliates against someone who, in
good faith, makes such a report shall be subject to disciplinary action, up to and including the termination
of employment. This policy is intended to encourage and enable employees to report suspected illegal or
fraudulent acts to a manager who can address them properly.



V. CONSEQUENCES OF CODE VIOLATIONS

Violations of these rules can have serious consequences for IDF as an organization and for the individual
violators. Any violation of this Code, including failure to report suspected wrongdoing to an appropriate
IDF staff member, is cause for disciplinary action up to and including the termination of employment. Some
violations are punishable with substantial civil fines, and others can involve severe criminal penalties,
including imprisonment.

Any employee who has questions about the application of the Code should consult with IDF’s Director of
HR.

V. ANNUAL ACKNOWLEDGMENT

I have received and read IDF’s 2019 Code of Business Ethics and Whistleblower Policy. | understand and
agree that as an employee of IDF:

e |will notdiscussany concerns | have regarding a situation pertaining to this policy with anyone other
than my supervisor, HR or Chief Executive Officer (thatis, gossip, blaming, and so on).

e | willfollow the laws and regulations of India as well as donor regulations.
e | willrespectdonor funds and use them wisely.
e | will notcommit fraud against IDF. This means | will not steal from IDF directly or indirectly.

e | agreethat procurement and purchasing must be done with fair and open competition, and that | may
notsolicit or accept bribes or kickbacks for favorable treatment.

e | will notuse IDF property or information for personal gain, or for the personal gain of my family or
friends.

e If | believe, in good faith, another employee, consultant, partner, subcontractor or vendor of IDF is
violating IDF’s policy against fraud or is behaving unlawfully or unethically, I will report my
suspicions to the IDF Director of HR.

e lunderstand I will be protected from retaliation to the best of IDF’s ability if | am reporting something
I believe to be true so that IDF management can investigate.

e | havereceivedandread IDF’s full Code of Business Ethicsand Whistleblower Policy, which has more
information about the policy and these agreements.

e |agreethatif | have questions, I will contact my manager, Chief Executive Officer or HR Director for
clarification.

Signed by: Location: Date:

Full Name:




IDF Code of Business Ethics and Whistleblower Policy Violation
Whistleblower Report

Incident Report

This form shall be used to report suspected violations of IDF’s Code of Business Ethics and
Whistleblower Policy made in good faith as well as safety and security incidents. It is important that
an incident report states the facts and that any analysis or opinion is either clearly identified or left for
the next stage of incident investigation and analysis.

Please report incidents as soon as practicable and within five days.

Check the box that most closely describes the incident:
O Fraud, theft, bribery, harassment, conflicts of interest, submit report to purij@ipas.org
O Staff injury, bomb threat, office fire, asset loss or damage, submit report to iyerp@ipas.org

Name and contact details of person making the report:

Date of report:

What happened? Full description of the security incident or violation of Code, including specifics
such as injuries and damage to assets.

When? Date and time:

Who? People involved (IDF employees and others, including witnesses, if any).

Where? Incident location (attach map/sketch/diagram, if necessary).

What actions have been taken, if any?

Proposed next steps? For example, file local insurance claim, specific requests for support from IDF.

Other important information? Attach additional relevant documentation (for example, police
report, evidence of violations) as needed.
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. Introduction

Ipas Development Foundation (IDF) is as a not for profit company registered under the
under section 25 of The Companies Act 1956. IDF beliefs are the fundamental principles
through which we make our decisions and take actions. These beliefs are:
e Every woman has a right to safe reproductive health choices, including safe
abortion care.
e No woman should have to risk her life, her health, her fertility, her well-being or
the well-being of her family because she lacks reproductive health care.
e Women everywhere must have the opportunity to determine their futures, care
for their families and manage their fertility.

IDF works to ensure that women including young women can obtain safe, respectful
and comprehensive abortion care (CAC), including counselling and contraception to
prevent future unintended pregnancies as well as helping women and girls to make
informed contraceptive choices and ensuring their access to quality contraceptive care
services and other women centred services. IDF provides technical support to the public
sector to help strengthen delivery of the health through activities as strengthening of
the training centres, designing training modules, conducting training of trainers and
facilitating provider’s trainings as well as through providing post training support to the
trained doctors to ensure performance with minimum level of quality. Though IDFs
employees/ consultant’s direct interaction with community members particularly
children, is rather limited, IDF has certain activities and certain projects where the
possibility of such a direct interaction can be presented viz. conducting CAC community
awareness sessions among women including those in the age group of less than 18
years, research studies conducted across various programmes among women, and
others.

Child harm, abuse, neglect and exploitation in any form directly or through
course/consequence of any of our awareness programmes or intervention with children
(any person below 18 years including youth volunteers) is unacceptable. Hence, it’s
important that IDF takes cognizance of possibilities of child abuse and takes steps to
prevent as well as respond appropriately to it in all forms.

Child Protection Policy of IDF

IDF’s Child Protection Policy — CPP, is based on the broad values of the organisation and
defines a clear pathway within the organisation to promote, support and uphold child
rights and child safety. It needs to be read in conjunction with IDF Sexual Harassment
and our principles of gender equality. The policy will guide the working and acceptable
behaviour of all staff and other people associated with IDF specifically for projects or
components within the project where there is a likelihood of direct interaction with the
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community particularly young women or men below 18 years of age. The policy, has
been approved by IDF Board through a resolution.

A. Principles

This Child Protection Policy is based on Keeping Children Safe (KCS) organization’s Child
Safeguarding Standards; the UN Convention on the Rights of the Child, 1989 (and its
optional protocols); the UN Statement for the Elimination of Sexual Abuse and
Exploitation and all child-related UN conventions; the National Child Protection
Legislations of India and worldwide good practice.

IDF would behold and strive to abide by the following principles:

e Each child has equal rights to protection from harm, irrespective of the
demographics like age, gender, caste, religion, creed, colour, race,
ethnicity and place of birth.

e Each person, in contact with the organisation, holds responsibility to
protect children from abuse of any kind.

e All actions and decision making should be taken in the best interests of
the child.

These principals are guided but not limited by the provisions and legal mandates related
to Children in “the Constitution of India” and as per global best practices in this respect.
See Annexure D for reference on the relevant Indian Laws and Acts w.r.t. child rights.

B. Definitions and Terms

Child: A child means any person below the age of 18 years.

What is Child Protection?

Child protection covers a child’s right to be protected from all forms of violence and
abuse, harm, neglect, discrimination, exploitation including economic and sexual
exploitation. In context of IDF, child protection entails safety of children from the
following acts intentionally or unintentionally during direct intervention or
engagement with children in course of work or through any of our programme’s
design and implementation.

e Physical abuse is when a child has been physically harmed due to some interaction
or lack of interaction by another person, which could have been prevented by any
person in a position of responsibility, trust or power. This includes throwing,
kicking, slapping, hitting, punching, beating, bruising, choking etc. This form of
abuse is taken in a cultural context implying that it should be seen whether it was
intentional or not and if it’s a normal behaviour in a given culture. However, if a
physical abuse may be detrimental or of a severe nature so as to adversely affect
the wellbeing of the child, it will be considered as an abuse in any context.
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Emotional abuse is a failure to provide a supportive environment and primary
attachment figure for a child so that they may develop a full and healthy range of
emotional abilities. Examples of these acts are restricting movement, threatening,
scaring, discriminating, ridiculing, belittling, constant criticism etc.

Sexual abuse is engaging a child in any sexual activity that he/she does not
understand or cannot give informed consent for or is not physically, mentally or
emotionally prepared for. Abuse can be conducted by an adult or another child who
is developmentally superior to the victim. Sexual abuse is using a child for
pornography, sexual materials, prostitution, unlawful sexual practises and includes
but not restricted to the following:

- Sexual intercourse through penile penetration i.e rape or use of objects or
other parts of body.

-Exposing children to pornography and using them to produce pornographic
material.

-Directly or indirectly touching any part of child with part of body or object for
sexual gratification.

-Exposing or flashing genital organs or other parts of body with sexual intent.
-Deriving voyeuristic pleasure by showing sexual activity or forcing two or more
children to have sex with one another.

-Passing sexually coloured remarks or verbally abusing a child using vulgar and
obscene language or actions.

Neglect or negligent treatment is purposeful omission of some or all developmental
needs of the child by a caregiver with the intention of harming the child. This also
includes wilfully producing great bodily harm/death or failure of protecting the child
from a harmful situation or environment when feasible, omitting basic human needs
of food, shelter and clothing etc. Even if at times the negligent treatment towards a
child may not be purposeful without the understanding of the consequences and
risks, it would still be considered as neglect affecting wellbeing of a child.

Discrimination is understood as prejudiced views and behaviour towards any child
because of her/his caste/gender, occupation, religion, colour, ethnicity and region.

Exploitation is the act of using a minor or child for commercial profit, sexual
gratification or exploitation, or any action that results in actual or potential harm to
the child.

Child trafficking is defined as any child who is recruited, transported, transferred,
harboured or received for the purpose of exploitation and or commercial gain, either
within or outside a country.

IDF/CPP/Ver.3/1.11..2020



e Online/Cyber Abuse- Cyber stalking, bullying, sending offensive messages, violation
of privacy or misuse of any pictures of children such as publishing or transmitting or
sharing or publishing material depicting children in sexually explicit act etc. in
electronic form or communication services such as phones, internet social
networking sites.

C. Scope

This policy applies to all persons associated with IDF for any work on regular or
temporary basis. It includes:

e Board members

e Staff members

e Full-time consultants

e All volunteers and interns.

e All partners including local community based partners.

e Volunteers, Investigators, Guests and Visitors who may come into contact with

children through IDF engagements or programs are also bound by this policy.

All individuals are liable for their actions at all times and may be held responsible for
violating the policy.

D. Prevention
D1. Child Protection and Code of Conduct

All IDF board members, employees, consultants, volunteers, workers of other
organizations/ partners and guests/ visitors must uphold child protection as listed in
section B of this policy. In conjunction to same, the below code determines what is and
is not an acceptable behaviour in this respect.

Child Protection Do’s
- Treat children with respect, patience, integrity, courtesy, dignity, and

consideration.

- Avoid being alone with children and/or adolescent at activities and if
unavoidable then ensure another adult co-worker/child’s parent or guardian is
duly notified.

- Use positive reinforcement rather than criticism, competition, or comparison
when working with children and/or adolescents.

- Maintain appropriate physical boundaries at all times and touch children — when
necessary —only in ways that are appropriate and non-sexual.

- Respond and assist a child who may have been abused as per the reporting
policy or local procedures as applicable.
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If any incident or accident requires medical support, please assist in providing
first aid, inform child’s parents /guardian and take child to the hospital if further
required.

Cooperate fully and confidentially in any investigation of abuse of children
and/or adolescent.

Ensure any programmes and activities undertaken by IDF do not put any child at
risk to any harm.

Child Protection Don’ts

DON'T behave in a way that might lead to complaints of questionable behaviour
(e.g. hugging, allowing children to sit on your lap, any physical contact that may
be inappropriate, sexual in nature or misconstrued). Whilst a certain amount of
physical contact/gesture maybe required for bonding with children or reassuring
them or making them feel safe in situations, they should not be used
unnecessarily or excessively.

Do not undertake tasks of a personal nature for the child that he or she can
perform by themselves.

Any Physical contact or gesture made towards the child should be age
appropriate, respectful and not invasive of his or her own privacy.

DON'T take photographs of child on your mobile phone or personal camera for
personal use and without knowledge and consent of the organization.

DON'T use any pictures of a child for any promotional or programme activity
without appropriate consent from a parent or guardian.

DON’T use any pictures of a child for personal reason (offline or online)

DON’T make unnecessary contact with child (either physical or verbal).

DON’'T ask child for any personal information, unless it is necessary for any
procedures. Ensure it is passed to the relevant department and contact as soon
as possible.

DON’T use words towards, or in the presence of children that might be deemed
negative, sexually provocative, defamatory, or aggressive (e.g. “bad”, “stupid”,
“shut-up”)

All staff, full-time consultants, short-time consultants and volunteers, must sign IDF
Code of Business Ethics and Whistle Blower Policy. Violation of the Code of Conduct, or
contravening the Child Protection Policy may result in penal consequences such as
verbal warning, suspension, termination and / or reporting to local law authorities.
Please refer to IDF Code of Business Ethics and Whistle Blower Policy (Annexure 9)

We are committed to ensuring that our IDF Staff, Full-time Consultants, volunteers and
other workers apply high standards of behaviour towards children within both their
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professional and their private lives. We at IDF, do not intend to dictate the belief and
value systems by which our employees conduct their personal lives. However, Staff and
other workers associated with IDF are required to bear in mind the principles of the
Child Protection Policy and heighten their awareness of how their behaviour may be
perceived both not only at work and but outside work as well.

D2. Safe Recruitment

We support and respect all children, as well as our staff and fulltime consultants. We
promote a culture which upholds safety of children and to this purpose the recruitment
practices at our organization aim to be in the best interest of children and their safety.
Our requirement practices for staff and fulltime consultants include appointment of
suitably qualified and vetted staff who have the desired skills and commitment to carry
out their functions in an effective and safe manner.

All recruitment procedures are based on analysis of each job, the project or function
that they are hired for and the possibility of their level of contact with children during
their course of work. Roles that may require direct contact with children would be
employed in accordance with the appropriate recruitment checklist (Refer to Annexure
Al).

D3. Education/Training

It is essential that all those members engaged by the organisation have access to an
initial orientation on child protection that is appropriate for their role and
responsibilities and to understand the reporting mechanism.

Information on child protection to be made available via

- Induction process to the new members

- Technical capacity building of partners and other workers having possibilities of
interaction with children, through orientation at the time of engagement

- Sensitization and awareness of government medical doctors / other staff at
various public health and private health facilities during the training.

- The policy will be available on Sitara. Appropriate updates may be shared though
other social networking media as emails, informal talks, pamphlets etc.

D4. Safe Programme Design

The CPC will, on need basis, sensitize all employees and partners on appropriate
behavioural conduct.

To ensure further dissemination of information on child protection, the organisation will
include at regular intervals, awareness and sensitization on child safety as part of the
training / other programs conducted with medical doctors/other staff they engage with
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at the various public health facilities or private health facilities through emails, talks,
pamphlets etc.

The CPC members at each centre will do periodic review of safety norms, policy
dissemination and adherence at all levels and functions across the organization and risk
assessments of any programmes directly involving youth/children.

Refresher trainings will be conducted for respective staff/ consultant / other workers
when a new project or component of an ongoing project is assessed to have created
possibilities of their interaction with children.

IDF would conduct risk assessments prior to activities involving children and plan the
activities accordingly. The respective Program Managers would submit their project plan
detailing out the activities to the CPC committee ahead of the initiation of the project. (a
sample template of risk assessment is attached as Annexure E). The CPC committee
would review the project plan and would determine whether the interventions/ projects
are confirming to the CPC

E.Reporting / Responding to Concerns

A Child Protection Committee- CPC is responsible for receiving reports and
addressing concerns regarding child abuse or neglect mentioned in the policy.

The Internal Complaints Committee (ICC) at IDF head-office that oversees and
implements the Sexual Harassment Policy adopted by IDF will take added responsibility
of the CPC.

E1l. How to report? This section would explain about “how” to report or the
procedure for reporting any instance of a child abuse and the responding procedure.

All employees (staff and consultants and those contracted by IDF for direct work on
IDF’s projects must report any instance / case / situation of child abuse or any
protection concerns to appropriate authority as mentioned below. Please refer to
Annexure C for reporting form template. This is a mandatory requirement for Staff and
failure to do so may result in disciplinary action.

The following are the reporting guideline:
- Employees should bring matters of concern to the attention of CPC member
geographically closest to their location or CPC member at head office either

verbally, in written form or electronically through email. Furthermore,
employees should contact external agencies such as local police or hospitals
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should be contacted directly where the welfare of children may be at immediate
risk.

- Individuals including visitors are free to report incidents without bias or fear,
including concerns that any staff member may have about colleagues or other
professionals.

- Staff is encouraged to self-report any situations that occurred that in hindsight
and might be viewed as inappropriate or risky for a child.

- Employees/individuals should receive disclosures from children with sensitivity
and strive not to re-traumatise children in their handling of complaints. If a child
reports abuse, follow below guidance:

e Maintain patience.

e Reassure the child or adolescent it is right to tell, listen with full
attention.

e Accept the child will disclose only what is comfortable and recognise the
bravery/strength of the child for talking about something that is difficult.

e Let the child take his or her time and use his or her own words.

e Don't over promise/involve with the child.

e Keep the child/guardian informed as needed.

e Do not confront the offender.

e Record all details carefully.

- All information with respect to the report should be treated seriously and with
confidentiality. The priority withstands in the best interest of the child.

- Internal investigations should be conducted with the involvement of the head
office CPC members. The investigation should involve interviews of all parties
involved including witnesses to gather all relevant details of the allegation.

- Allegations against a staff member may result in suspending the staff member
from their employment immediately subject to investigation of the issue. If the
allegation is a criminal issue, this should be reported to the formal authorities
before acting or informing the alleged offender. In cases of child sexual abuse
the employees will report matter to CPC who will inform the local authorities as
per local procedures and guidelines.

- In case the allegations against an employee/staff is found to be true, the CPC will
take appropriate disciplinary measures. If the allegation is found to be without
base, appropriate steps should be taken to minimise damage to the reputation
of the individual accused.
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- It is essential that accurate and comprehensive records are maintained by CPC
wherever concerns are raised about the conduct or actions of adults working
with or on behalf of children.

- In the event, a complaint is against a guest / visitor / client, contractor / service
provider/ vendor CPC will immediately report the matter appropriate authorities
/ local NGO’s as enlisted in Annexure B.

- IDF management, Child Protection Committee (CPC) or employees, however,
cannot and will not monitor or directly handle any violation of child protection
by the vendors, providers or clients.

- Please refer to Annexure A2 — Reporting Reference for any further reference on
reporting.

E2. Monitoring and review

Over time there will be changes, whether internally within the organization or externally
with legislation or agreed best practice, and these changes will be appropriately
reflected in the organisation’s policies. Therefore, the CPC will convene once annually to
review child protection policy or at a time it is identified that a change is required and
will be responsible to communicate to management about the required changes. The
management will ensure the recommendations are duly incorporated in the policy.
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Annexure Al - CHECKLIST FOR RECRUITMENT AND SELECTION

This checklist is designed to be followed for the safer recruitment of positions that
require direct work with children.

Not being able to comply with one aspect of the checklist does not mean that the
appointment cannot proceed. An overall assessment of the information available
needs to be made. However, in case of doubt, the person concerned must not be
hired. Where the checklist cannot be complied with then this must be recorded on
HR files. Copies of all checks and references must also be retained.

Recruitment & Selection

Job Description: Decide what skills and knowledge are needed to safely work with
children, and include these within the job description.

Advertisement: Include a clear statement about IDF's commitment to safeguarding
children.

Interview Questions: Include at least one question that that draw out people’s
attitudes and values in relation to the protection of children in the Interview Scoring
Grid.

Reference Checks: Take two references including some from previous employees or
others who have knowledge of the candidate’s experience and suitability to work
with children

Self-Declaration and Code of Conduct: All candidates must sign the IDF Code of
Business Ethics and Whistle Blower Policy, confirming they are safe to work with
children and shall abide by the rules of IDF Child Protection Policy.

Probation Review: Consider the use of probationary periods of employment to
ensure suitability once on-board.



Annexure A2 — REPORTING REFERENCE

Concern arises or complaint
made w.r.t. child

Sexual offense

l Other type of offense (non-sexual)

l

Reported to local authority as
required under the POCSO Act
within the stipulated guidelines of
the Act

l

Report to CPC

Internal Member

l External Member

!

Investigate and present the
report with recommendation
to the top management

Report to
Indian NGOs as per specific
matter and geographic area

v

Top management reviews
and decides on appropriate
action to be taken




Annexure B

Please refer to below list of organisations, resources and professionals to support
reporting and responding to concerns.

Important Emergency numbers:

Police

: 100

Ambulance :102
ChildLine Helpline :1098
Women’s Helpline :181/1091

Our Child Protection Team Name and Numbers:

NAME LOCATION CONTACT NO. EMAIL ADDRESS
Chhaya Tiwari Delhi 9582106996 tiwaric@ipas.org
P. Sunder lyer Delhi 9811316547 iyerp@ipas.org
Trisha Banerjee Delhi 9910688552 banerjeet@ipas.org

Other Indian NGOs:

Butterflies is a registered voluntary organization working with street and working
children in Delhi since 1989:

Concern for working child is an Indian social organization working in partnership
with all the major actors to implement sustainable and appropriate solutions, so
that children do not have to work:

Children Rights and You (CRY)is an Indian non-profit organization, created in
1979, leading work for child rights.

Rescue Foundationis a social organization based Mumbai, which has been
working for the Rescue, Rehabilitation, Reintegration and Empowerment of
trafficked women and children.

Safer India is the site of an NGO started by Ms Kiran Bedi. You can go to this site
and log your complaint regarding any crime, if the police at your place is not
accepting your complaint.

Shakti Vahini is a social organisation active among others in fields of Women and
Child issues, trafficking in Human Beings, Bonded labour, Health, Education,
Legal Aid and training, Community development, etc.

South Asian Coalition on Child Servitude (SACCS) is the first civil society initiative
to fight against child slavery and child labour since 1980 in India.

Mellol is an organization that works for financial education and social education
of school going children.



http://www.butterflieschildrights.org/
http://www.workingchild.org/
http://www.cry.org/index.html
http://www.rescuefoundation.net/index.html
http://www.saferindia.com/
http://shaktivahini.org/
http://www.cridoc.net/saccs.php
http://meljol.net/india/

International Organisations:

PLAN International is a humanitarian child-centred organisation working in 45
developing countries including India, with families and their communities to help
children realise their full potential in life.

Amnesty International is a worldwide movement that campaigns to promote all
the human rights enshrined in the Universal Declaration of Human Rights and
other international standards.

BOES.ORG is an independent, non-profit organization that provides information
on children's rights (including the Convention on the Rights of the Child) in
multiple languages.

Canadian Coalition for the Rights of the Child is a coalition of over 50 national
and provincial NGOs committed to promoting and protecting children's rights in
Canada and abroad.

Children International's mission is to help children living in dire poverty in
providing a variety of programs and services to meet their basic needs and
rights.

Children's Rights Alliance for England is an alliance of over 320 voluntary and
statutory organizations committed to children's human rights.

Defence for Children International is a non-governmental organization set up to
ensure ongoing, practical, systematic and concerted international action,
specifically directed towards promoting and protecting the rights of the child.
ECPAT (acronym:' End Child Prostitution, Child Pornography and Trafficking of
Children for Sexual Purposes') is a network of organisations and individuals
working together to eliminate the commercial sexual exploitation of children.
The International Federation of Journalists website give information on children
rights and on their Campaign Against Sexual Exploitation of Children in Tourism,
in conjunction with the World Tourism Organisation.

International Society for Prevention of Child Abuse and Neglectis a
multidisciplinary international organization, founded in 1977, that brings
together a cross-section of professionals to work towards the prevention and
treatment of child abuse, neglect and exploitation.



http://www.plan-international.org/
http://www.amnesty.org/
http://www.boes.org/
http://rightsofchildren.ca/
http://www.children.org/
http://www.crae.org.uk/cms/index.php?option=com_frontpage&Itemid=1
http://childhouse.uio.no/childrens_rights/dci_what.html
http://www.ecpat.net/
http://www.ifj.org/default.asp?Issue=CampaignChild&Language=EN
http://www.ispcan.org/

ANNEXURE C — REPORTING FORM SAMPLE

IDF REPORTING FORM FOR CHILD ABUSE

PART 1 - INFORMATION ABOUT THE COMPLAINANT

Name of the Complainant
Address of the Complainant
Telephone number of the Complainant

Tick one of the following
o lam a child making a complaint
o lam the child’s parent/guardian
o | am IDF staff member
o Other

Name of the person filling the form
Name of the child’s parent or guardian

PART 2: COMPLAINT

Date and Time of the Incident

Location of the incident

Description of the incident

Any witnesses to the incident

Any other person/authority you have shared the complaint with:

Any other details you would like to share

Signature of the complainant

Date

Name of the CPC officer receiving the complaint:
Signature

Date




ANNEXURE D — CHILD SAFETY IN INDIA
Below are references to some of the pivotal child rights and child protection mandates
and laws as per constitution of India.

Article 14.

The State shall not deny to any person equality before the law or the equal protection of
the laws within the territory of India.

Article 15.

(1) The State shall not discriminate against any citizen on grounds only of religion, race,
caste, sex, place of birth or any of them.

(2) No citizen shall, on grounds only of religion, race, caste, sex, place of birth or any of
them, be subject to any disability, liability, restriction or condition with regard to—

(a) access to shops, public restaurants, hotels and places of public entertainment; or

(b) the use of wells, tanks, bathing ghats, roads and places of public resort maintained
wholly or partly out of State funds or dedicated to the use of the public.

(3) Nothing in this article shall prevent the State from making any special provision for
women and children.

(4) Nothing in this article or in clause (2) of article 29shall prevent the State from making
any special provision for the advancement of any socially and educationally backward
classes of citizens or for the Scheduled Castes and the Scheduled Tribes.

(5) Nothing in this article or in sub-clause (g) of clause (1) of article 19 shall prevent the
State from making any special provision, by law, for the advancement of any socially and
educationally backward classes of citizens or for the Scheduled Castes or the Scheduled
Tribes in so far as such special provisions relate to their admission to educational
institutions including private educational institutions, whether aided or unaided by the
State, other than the minority educational institutions referred to in clause (1) of article
30.

Article 21

Protects the right to life and dignity of children.

Article 21A

All children between the ages of six to fourteen should be provided with free and
compulsory education.

Article 24.

No child below the age of fourteen years shall be employed to work in any factory or
mine or engaged in any other hazardous employment.

Article 39.

The State shall direct its policy towards securing—

(a) that the citizens, men and women equally, have the right to an adequate means of
livelihood;

(b) that the ownership and control of the material resources of the community are so
distributed as best to subserve the common good;

(c) that the operation of the economic system does not result in the concentration of
wealth and means of production to the common detriment;

(d) that there is equal pay for equal work for both men and women;



(e) that the health and strength of workers, men and women, and the tender age of
children are not abused and that citizens are not forced by economic necessity to enter
avocations unsuited to their age or strength;

(f) that children are given opportunities and facilities to develop in a healthy manner
and in conditions of freedom and dignity and that childhood and youth are protected
against exploitation and against moral and material abandonment.

Article 45.

The State shall endeavour to provide early childhood care and education for all children
until they complete the age of six years

The Child Labour Amendment Bill, 2016

¢ This bill comes from the principle act Child Labour (Prohibition and Regulation)
Act of 1986. This prohibits the employment of children ( below 14 years ) in all
occupations except where the child helps his family after school hours and
prohibits the engagement of adolescents(14-18 years) in hazardous occupations
and processes.

Protection of Children from Sexual Offences (POCSO) Act, 2012
The act protects children from offences of sexual assault, sexual harassment and
pornography. This act takes all measures to prevent:
e The inducement or coercion of a child to engage in any unlawful sexual activity,
e The exploitative use of children in prostitution of other unlawful sexual practices
e The exploitative use of children in pornographic performances and material.
The Act also provides for mandatory reporting of sexual offences. This casts a legal duty
upon a person who has knowledge that a child has been sexually abused to report the
offence; if he fails to do so, he may be punished with six months’ imprisonment and/ or
a fine.

The Right of Children to Free and Compulsory Education Act, 2009

The act outlines the provision of quality education for all children between the ages of
6-14 as per the constitutional fundamental right awarded to children. It also prohibits
any sort of corporal punishment at educational institutions.

Corporal punishment amounts to abuse and militates against the dignity and freedom of
a child. Corporal punishment could be classified as (a) physical punishment, (b) mental
harassment and (c) discrimination. Corporal punishment will also include all forms of
sexual offences as per the Protection of Children from Sexual Offences Act, 2012.

It is a punishable offence under Section 17(2) which states that Whoever contravenes
and undertakes corporal punishment shall be liable to disciplinary action under the
service rules applicable to such person.

Several provisions of the Indian Penal Code (IPC) relating to varying degrees of physical
harm and intimidation can be used to prosecute perpetrators of corporal punishment
against children in an institutional setting. Some of these include:

Section 273a: Abandonment or neglect of children



Section 305 : Abetment of suicide committed by a child;

Section 323 : Voluntarily causing hurt;

Section 325: Voluntarily causing grievous hurt;

Section 326: Voluntarily causing hurt by dangerous weapons or means;

Section 352: Assault or use of criminal force otherwise than a grave provocation;
Section 354: Outraging the modesty of a woman;

Section 506: Criminal intimidation;

Section 509: Word, gesture or act intended to insult the modesty of a woman.

Section 67B: Punishment for publishing or transmitting of material depicting children in
sexually explicit act, etc. in electronic form.



Annexure E: Risk assessment matrix

Minimum measures

N

Situation

What factors
place them at
risk?

What is the risk?

What controls
are in place?

Risk rating
High,M,Low

What additional

to be put in place?

agreed controls are

By
whom?

By when?

Example

Children and
parents come
to annual
event in an
“open space”

The activity
taking place in an
“open space”

Children enter into
contact with adults
in areas that are
not supervised by
the team

None at the
moment

M

e Define area and
perimeter where
activities take
place

e Keep alist of
participants
(adults and
children)

Assign child

safeguarding
responsibilities
among team
members

Event
manager

e Before

event
takes
place




