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BALASORE SOCIAL SERVICE SOCIETY
(BSSS), BALASORE-756001

VIVEKANAND MARG
(PREPARED IN 2024)

APPLIED TO: ALL STAFF 4 AFFILIATES, INTERNG, ARD VOLUNTZERS, PARTRERS,
SUPPLIERE, SERVICE PROVIDESS, VISITORS AND SOARD MEMEERS. IT IS APPLICABIE
TO ALLTHE STAFF DURING OFFICE HOURS
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. INTRODUCTION:

BALASCHE SOCIAL SERVICE SOCIETY (BSSS) 38 the CFhgal Sccie-Developmental Oiganization of the
Catholic Diocese of Balasore for dizaster management and Devalopment [Tif 3 S1ate level Organization
and regicteved Under Regiifration of Societies Orisss Axt M| of 1860 having the registration’ No.
19342/61 of i552-1893 gnd hKavinz [is registered offica sihiated at Balasore Social Sefvice Sacicty,
Vivekanands Marg District &P.0 Saiséaks —756 001 Cdicha

BalasareSocis| Senios Sockety sesks thelintegtal desiopmiaht which insgires the sooety b =@t sesif

a5 humah rescdrces and == partrers in dallvaring |t services 1o the poor. B55E iz commitied tocraaling
and:mamiaining 20 emaronment wiich prometss its core valpe-of tuman digndy, justice and pEEDE

among. Tnbad, Dafts Mnonfies and Other backward communities-(OBCs) and prevents abuse and
exploitalion of its empicyees, pariners and bensfciaries. Bazically, the permonnel are 16 be motivatad by
3 spirit of voluntarism and senide fo the poor, Though specialization capaditates 3 person to become
gfficient and effective in delivering 2 parbcular type of serwce, In e spint of teamwork eveny siaff
e e af,'ﬂal'ﬂs.-*re S| Sanvice Socety 5 eapected T b2 muittasking Howeyer, 22 80 Qrgamzaton,
Belasore Social Service Seciely 15 commitiad, to recruit-and belp each 3taf member grow with:-2 core
COMpeISnoy 0 Soepesifie-Thruer area. The Todlowing  pobicies- suide Balecors sads! Sanee Sooety In
PSS SR 155 MLSH rEsnnrees:

BESE visuaslizes s-zpcisly whese peopie snjoy egialily, jusice amd peace IS Misszion |= 1o Ensblelils”

partneroeganizalions, cve saciely, C-u'rm:-r.lmi:_l,r EBzased Organizabons (CBOs: and promate coflectve and
tollsboratne soaal adlion for human development, justice and Peacs and thus uphaldimg human l:h:mh*
ofmaost ngleaized
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IL PURPOSE OF SAFEGUARDING POLICY

1 To ensure that the Staff and programs honour and protect the rights and dignity
of all people, espedally children and vulnerable adufts, fo live free from abuse
and ham

2. To Crzate and maintain a culture of safety and prevent Harm

3 To set a clear Standard for these included in tﬂr scope of this policy, regarding
their moral and legal obiligation 1o traat all people with respect; to EEﬂ‘u‘Eﬂ‘f prevent
all forms  of harassment. abuse and exploitation, including all forms of s=awal
misconduct and human frafiicking

BSSS Is committad to creating and maintaining an environment. both in the workplacs
and in the projecis, that promotes the core values and prevenis the abuse and
exploitsion of all with whom it interacts Abuse and exploitation consfitute acts of
sefiols misconduct and are thersfore grounds for discplinary action Including
termination and. as relevant, nofification to spacific denors andlor approptiate law
znforcement authorities '

Likewiss; BS5S s committed te work only with organizations jncfuding partners,
suppliers and service providars induding consultants. whio are equally commitied to the
dignity of individuals and squally vigilant to prevanting and addressing abuse and
exploitation

lll. SAFEGUARDING IN BSSS

Safeguarding policy will apply to BSSS staffs. incuding Board Members, intems,
volumeers, and visitors as well as pariners. suppliers. senvice providers. and
consuliant=. They are expacied to treat all people with whom they have cantact with
raspect, o actively pravent all forms of harassment, abuse, and exploitstion, including
ali forms of sexual misconduct and traficking. and to ensure our programs do no harm
to the communities in which we work. B355 Prohibits from fadilitating or-aiding another
hurmanitarian worker s harassing, abusive or sxploitative behavior and obliged fo report
any concem o7 suspicion of harassmen!, abuse or exploitation

8555 siafl would hold to the highest siandards. rigorous pelicies and systems in place
to ensure the staff affiliates. pariners, supplisrs. service providers and community
members can report harasament and safeguarding concems, protected from the thraat
aof retsliation

All reports tigger prompl and thorough assessment which may Include investigation,
and any substanttated violation of our policy resulis in approprate action, which may
include termination of employment and reparting to the-appropnate local suthoritiss
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5555 will not knowingly provide a positive referral for anyone terminated for cause and
is committed to warking with our colleague organizations: in the development and
hurmanitarian sector to make sure we have ways 10 prevent perpetrators from being
hired into ather aganciss

In addition, B35S s commitled to ensuring that program pariicipants-and mambers of
communities in which They live-are awars of what staff behavior Is accepiable and how
they can faise their cancems or quastions in a confidential and secure manner

All BSSS Staff are obligated 1o report any concems or suspicions of harassment, abusa
and exploitation invalving B35S Staff, pariners. benaficlaries, suppliers and service
provider, or aid workers assodialed with ancther organization

V. POLICY
The safeguarding policy will agply when thera is a breach of trust When vulnerable
adults, young adults, and children are abused, harmed. and neglecied by the siaff o
any associates of SIGN. EBSSS has the responsibility to make sure thel siaff
apefations, and programs do not harm children and vulrsrable adults, of lo expess
them to abuse or exploitation BS3S will ensure a zers-tolerance towards all types of
miscenduct

-BSSS will take strict actions if staff affiliates, pariners. supplisrs, and senvice providers
found with prohibited behaviors towards program pariidpants and community members
induding children, and other vulnersble adults. The Prohibited behaviors includs all
forms of abuse (including physical, sexual, emotional, economic. neglect) all forms: of
exploitafion (incuding uss of prostitutes/sex workers, child labar, human trafficking), all
forms of harassment (including verbal, physical visual bullying sexual harassment)
and negled | All forms of sexual relafions betwesn aid MTY(E‘I’E [ staff of SIGN with
praject parficpants or commiunity members in the exchange of money, gift or fever are
completely prohibited by the policy Harassment Bullying, Sesaal harassmeant, abuss,
exploitations and trafficking also come under prohibited behaviors:

1. HARASSMENT {Scnpa}

I General hargsement is unwamed, unvwelcomed and uninvited behaviour that
demeans, threatens dr offends and resulls ip a hostile environment. Harassment
i= typicatly targeie.d al an individeal or @ particular group of individuals: This
includes, but is not imited to, harassment based on sthnicty, colour, religion
sex, age sexual orentation, nmational origin or ancestry, disability, medical
condition, marital status, or yeteran stalus

i, General harassment is not sexual In nature and mey consist of verbal or physical
conduct that insults oF shows hostillty or aversion fowards an Individual or group
‘of individuals: Some examples of conduct that may constitute harassment (but
nol limited o) ara: (8] the use of derogatory stalements; or abusiye words or
phrases, jokes, unwelcome pranks. slurs, negative stersgtyping, or thraatening,
and other intimidating or hostlle acts (b) writien of graphic material that insults

5
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sterectypes or shows aversion of hostility towards-an individua! or group and thal

is placed on walls: bulletin boards emsail voicemail, or sisswhere on the

otganizations pramises. or circulsizd in the workplace. and (¢) & display of
symbols, slogans. or items that are assodiated with hate or intolarance towards
any select group

2. BULLYING

Bullying. defined as persistent and repeated mistreatment of one or more targeted
persons by one or more pErpeirators and includss (bt Is nol limited to) threats,
intiridation; public humiliaieniname=calling, persistent and unwelcome t=asing, abuse
or use of powsr to Undermine, humiliate of denigrate. intentional work
interference/sabotage; or stalking Whike harassment is usually based on protecied
chafaciarisiics and may be easier te spot, bullying can nccur to anyons and may be
mare sublie and accumulative

3. SEXUAL MISCONDUCT

Savual misconduct zan oross sge-and gender boundares and may nclude unwelcome sexyal
advances; request for sexual favor, verbai or physical conduct or gesiurm of a sevual natore: or
sy other behsvior of 3 ssus! nature that might feasonably be sepecied percaived [0 causs
offense of humilisfion o anciher and when such conduct imarferes with watk 15 made a
condition of employment or creatss an inimidgating. hestlle or offenzive work environmant '
Sexual miscondud can be verbal, physical or visual. It includes actions direcied at an Ingividual
ot adns gbserved by an individuat,

Varbal sexual misconducl  mcludes: equests of 3 ssxual nature made by one I:FE'ETGTI 16
anather. \Whes from a stipesvisor or superior, these raguests may demand of imply 2 condifitin

of employment or compensation, either implicitly or e=plicitly. or whan ap employment decision

&5 based on an ndividual's scceptance or rejection of such condust  When such requests are

from B35S staff to a pariner of

. Supplersteff these reguestis may mply 8 candibon of contineed cooperation, commercial
or otharwiss:

N Physical sexual misconduct  includes unwantsd or nappropriate leenng or touching of
any lingd; unweicome sexual advances, Skallgng may also be associated with sexual
miscondud - _

il Visual seual misconduct  Inciudes the sharing o pesting of images that create an
cffensive, hostile o infimedafing snwironment o interferes with an individual's ok
perfarmancs E‘q_mp!&’ noluge—but are not limited fe—dispiays of sexually sxplic or
demeaning malerials such as offensive pictures, carfoons, symbois, of fems in the
warkplaca

L Unnsd Eatene Slodring o Sora! Seleliation And AREs . S Ssen) T2 i 2012
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4, EXPLOITATION
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Exploitatian s the use of forca or othar Torms of coeseon, ahducion, fraud, deseption. sbuse of
power of postion of vulnerabiity, or the oiving of recalving of payments or bensfis to achisve
the consent of a parson having confrol over anolner person *

Forms of exploitation:

in

Sexuai Exploitation is any actusl or afizmpled ablise of posifioh of vulnerabiity
diiferenfial pover or trust for sexial purpeses: Including. but not imited to profiting
monelarly, sacially of politically from the sexual exploitation of another*

Child Labor 1z work that deprives children -of helr childnood, thed pomnfial, and fhesr
dignity, and mat 15 harmiul to a child s physical or mental gevelopment. It 1S work that:
8l 1= manially, physicaily, socially or morally dangsarous and harmiul o chlden
by mtereres s ner schooimg Dy
cl Deprmving them of e opporunity 1o attend school, oblging them o leave senool
pramaturely, or reguiting them fo stempt o combine school attendance with
sicessively jong and heavy work

5555 s and affiiaies are prohibited from hinng children onder the age of 18—

regardiess of any percaived benefil lo fhe child or famiy—and prohibited from funding
programs in which child labor, B3 defined above, Iz ocourring Hazardous work® Is

pronitsd. for all children, including chidren aged Delow 18 years Ths includes

construction and manuiaciuTing Work
. United Nations definfion Evety human being below the age of eighteen years is a child
5, ABUSE

Abude 5 3 deliberate act of ill treatment el can harmm 3 parson's safely, welkbeing, dignity and
development. It often involves irdividiais who have 3 relationshio of respohsibilily and care for
the viclim including project siaff parents, guardians_ feachers. communiy workers heafth-care
groviders. refigious feaders, frisnds or other childran

Forms of abuse:

SLEE NETOT UIIWEMM'ﬁWWﬁB@ﬂmm
Epnied Nebone Saemry an ﬁeun:!_.l;:-:ul:m'm-:r.ﬂ-ihzae St Dl I6 ity Z0LT

¢ pEas s Wiy wory whie, By [ FnEL":I_l-"'I‘JE STTLOTIETE U SN L IETRL LT S fe=lyia hrrn:ﬂ:ehaln- s=fEy
of merals of dhifdien
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I Sexcal Abuse: aclualor threatened physical intrusion of & sexual nature. whathar by
force or under unequal or coercve conditions

i, Physical Abuse: Non-accidental use of physical force thal madverienily or
deliperataly causes & risk of or actual mjury or suffering. Fhysical force ngiudes put is
not limited to hitiing, shaking, kickmo. pinching, pushingipulling, grabbing, buming
famale genital mutilation, torfure, and other physical ads

i, Emotional Abuse Harm done by persistent or severs emotional (-trestmant or
rejection, such a3 deorading punishments, threate, Bullying, and not gving care and
affection. resulling in adverze effacis on e behaviour and emaotional state of an
individual or the behaviour ani development of a child of young pesison *

v NeglecUNegligent Treatment: Alowing for contex! and resources, the fallure o
masl the basic physical andlor psychological needs either deliberately or through
negﬂgﬂnﬁa of 2 child of Individusl under the responsihilty of the care gwml‘guam:an
Neglect includes but is not limited to fafing to provide adequate food. sufficient of
seasonally-appropriats clothing andron shatter faling fo prevent ham; faiing fo
snsure-sdequale supsnvision; faling: o ensume access to appropnate medical care or
providing inapprogriate medical reatment (e g.. administanng medication whnen not
authorzed). or GEiling. o provide a safe physical anvirpnment (eg. aXposure 10
violence, unsafe programming location, unsafe sleeping pradices. releasing 3 child 1o
an unsuthorized adult, access lo weapons o hammiul obiects Taiimg to child-proof 5
space that children vill accupy, et

6. TRAFFICKING

Trafckang In pessons 5 a form of explofabion.  Trafficlang i3 defined a2s the recruitmant
franspostation, or recaipl of perzons by means of deception, coercion. heest or force for the
purpese of explofstion such as for labor, prostitution, or sexus! exploiation

I ORGANIZATION places a special focus on antl-trafficking of women and chiidren, given
theyr speafic vulnsralility and given the crueity and perversity to which trafficked women
and childran are parficulany subjecied

h The ﬁ:rlrcrwm ate types of prohibited xploitstive condudt that are commen to human
trafficling smeme.': In accardance wath the elemenis defined above: forced prosiitution
and child pomegraphy. forced rrarmages, ifict orman trade; narcatics smuogling. Torced
begoing of Iabour

i Al SiEN siaf are glso prohibited from employment practices related o bEficking
iciding
a: Dastroyihg, concealing confiscating, or otherwise denying access o an
employes’s identiy or immigration documents.

& Uinitzd Rationt. Sleisany om Sovlel Fipleiintion ong Absse, Sataed Edmion, 22 by 2337
¥ CariEs mamnationsar. (OSE Sratecmon Aahcy Fmmeneii
inits=d fsbaes LN Sotorsl S Sresst Senpress ofg AovEaft TrifCk ey £ Ssimo, erashndly Worsn ohd ilgen, 1600
£
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b Lising mysteading or freudulent prachces to recrufl empioyess such a: faiiing 1o
disciose ksy fterms and condiions of employment of charging amployees
recruitmant feaes.

c. Using recrufers Ml do not comply witn jocal I3pour laws or chaming employees
racruiltment fees. _

d Falling io provide retum transporiation fo any employee specrically roughifo a
country for the puIposs of WoIking an 2 projact

e Providing or-arranging housing thal falls to meet host courtry housing and safety
slandards

{ Fading to provige z vaiid employmant contract or woskt document whers required
[y W

. SIGN aiso prohibits siafi-from kmowngly Gbidining woik-relaied goots of services thal
have beon provided or produced by trafficked orforced tabour.

T. SEXUAL ACTIVITY

Al senuat activity with'a ¢hild, definad as & person younger than 18 vears of 29e, &= conciderag
sexual abuse and 15 prohibied regsrdiess of 1he age of maisAty or caneent lacally. Misiahen
beliet in fhe 3ge of a<hild ks not 3 defense.

L. To preven! zesual edplgitation from occuming, SIGN prohlbis SIGN staffi heard
rn&nmefs afmiiates and visitors from buying =2« (proshiution) by offering nmneyr gifts, or
gther malerial sippott, regardisss of the ape or affifiation of the individuzls selfing sex

i, Sewual relstions Detween Siaffiaffiiates and program parficipants: (of any age) ae
prohibited and are grounds for lermingtion  The only gxception’ 15 a consensual
ralationship beiwsen 2 staff member and a program participant, in such 2 cese. the
employes must fully discinse the refztionship o Medr superisor, himan resources, ar tfie
samor management at the outsst of employment or the retabonship *

. AN =tal must always ensure ther refafionships with program participants or potsnhisl
program parnicipants do not inveive any form of exploiation or abyze

8. CHILD SAFEGUARDING

When nterachng with child project paricigants. all staff are prehibied from:

i Spending E:d:ee-_nm of unnecessary fime :ﬂm-ewffn 3 chimd
: Encouraging & child to intersd in @ manner fnat ks unreiated to official dutiss,
ln-r:!umng,

B Heoreds st befoee SEmien dizplosuess ol e pEmanei Tile oime réisam maToskiber
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8} Encourading a child to mes: ouiside of work-related achvities
b} Befriending or sending private massages o 3 ohild viz amall, whatsapp,
facebook or any other social media platform

V. SAFEGUARDING CLAUSE

Sub-recipients. Suppliers and Sernvice Providers

. Al -agrsements with sub-racipients must inchide the S555's Safeguarding Policy as an
addendum and a provision in their agresmant reguinng edophop of adherence o a policy
that aflords a similar level of proteciion. Sun-fecpiants agreemanis must also nclude, at
a minimum, & safoguardng dause rRguiting. mandatory reporting to BS5SS of any
allegations: involving: trafficking of persons. abuse of -explodation that pedam 1o
Frogremming or siaT funded by B35S
All suppliers and service providers must sion BS55's Supplier and Service Proviger Code
o Condud and adhere o any safedguerding specine ferms and conditions wiihin the
supplier of service provider confradt

o E e mr-n—ﬁ-ﬁ:--t:—--v-ﬁ:---t—rw-!!--m—_--::l Ll e == 2 TR =10 ==2 lRELE =21l =2 LHES ]

=i

1. Safe recruitment

Far the safe recruitment Advertisament and Job desaiption is given In ihe intemet sit
The CVs are invited and sefected according te the qualification and experience
required The references are also checkad The selecied individuals are called for
interview. Job offars made in relalion 1o the identified post will be subject to a self-
disclosure. satisfactory clearance from checking of statulory and  satisiactory
varfication of qualification and work History. The candidates will be asked about ther
pravious expasience of working with the stsff of the organization as wall az working,
with children and vuinerable adults. This can be also asked to the individuals, whe
have given references The same can be done for the volumiesrs as well as
conzultants recruited

2. Staff odentation

A membrer of Safe guarding commitize Wil arlent the new Siaff on ihe safe guarding
policy and make =ure thal the new comer undarstands fully its implizationz during the
work period in the organisation. A coniract needs o be signed. The refresher training
on Safe guarding pelicy is done for the staff in each year
This should be emphasisad fo the staff and affillates to report concems or suspicions of
sexpal exploitation. abuse, child abu=e or trafficking of persons by a fellow aid NGO
wartker

10
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VI. REPORTING PROCEDURE

Any employee, who becomss aware of 5 safeguarding incident whethar as witness or
being told or baing object of it is encouragad to report it in accordance with the
safeguarding policy

1. Complaints include:
» Prohibittad Behaviour or conduct of the Staff

a. Ths prohibition of any sexual refationships between staff and affifates and
beneficiaries that are explofiative (invelve impropar use of rank/abuss of
power)

b. The prohibition of facilitating or aiding another humanitarian warker to perform
acts of sexual exploitation andior abuse

c & prohibition of fransactional sex/prostitufion (even in countnes whera thisis
lzgal) |

d @ prohibifion of 2xchanging of assistance that is due o program participants
(providing program goads services to bmneficiaries in exchange for favours
including sexual favaurs)

Frohibited Behaviour or conduct of parinar organisation staff and assaciate.
Misuse of funds, fraud and corrupfion

Harassment including sexual exploitation and abuse

Emuotional abuse such as intimidation, humiliation, bullying and mobbing
Safaty and security bresch that will karm the organisstion and itz people

2. Authority to report the complaint

if any membet of staff or volunteer suspects abuse. or If a2 Staff or viinerable adult
makes a disclosure, or if 2 rﬁsnn external reparts 3 suspician or allegation relating to
Stafl, or its activities. the following sieps should be taken

Report to tha Director of the Drganis.a'hun

Or in their abssnce-another membser of the Safﬂguard'lng Commitizs
Telephanic whatsApp

11
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3. Complaint Handling Procedure
= ifa child or vulnerable adull is being physically, sexually or emstionally sbussd,
it should be reported to Diractor immediataly or fo the member of the
Safeguarding Committes.

» IF 3 child or vulnerable adult discioess to any BSSS staff about the abuse by
somzdng else the staff should listen, offer supporl undersiand snd reassure
while explaining that it will be reported 1o appropriate people.

» Take smergency action if required — contact policeizodal services/medical
sarvices immediataly as required Ifit is an smergency situation

» Record everything that was sald, including dates times of conversation and any
incidents distlosed
staff must refer to concam departmant
Yau must nat investigats

If a BSSE staff voluntesr or anyone else associated with the organisafion jn some
recagnisable capacity is found to have committed acis in relation to childran or
vulnerable sdults which are criminal or which contravens in a serious way the
principles and standards sst out in this policy, Organisation will refer these lﬂ the
sppropriate autharifies and will also take disdplirary andiar any other action which may
be appropriats to the circumsiances. such as termination of contracts and the ending of
voluntssrnng refafionships

3 Concerns while witnessing a complaint:

Information offerad in confidance should be recsivad on the Basis thal it will be shared
with refevant peaple in authority: This may include the HR Manager and the members of
the safe guarding committee In case of Children, Parents or care takers also be
informed if itis necessary.

4, If a child or vulnerable adult tells that they are being abused;

« Listan to and accepl what the child or vuinerabla adultsays
« |mmediate action should be taken for thair safety
« Do not corfrant the alleged abussr
« Take the allegad abuse seriously
« Re-assure the child or vulnerable adult that they have dene the right thing by
telling you
= Lelthem know you naed to tall someone elsa. Do not pronsse total confidentiality
» Let the chiid speak er vulnerable adults fresly hut 4o not press for information
« Latthe child or vuinerable adult know what you are going to do next and that you
willl Izt them know what happens
12
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« Record carefully what vou have heard whilst it is stlll fresh in your mind. Indude
the date and fime of your conversation and any incident disclosad

5. What complaints will not be processed
Complaints related o member organizations siaff grisvance, performance issues,
employment and labour matters. hostile work envitonment harassment on the

workplace are dealt sxclusively by member arganizations tl'lmugh appropriate
lzgisiztion and HR policies and procadurss (Refer HR Handbook, grisvance poiicy)

6. Receiving a complaint

Formal complaints should be mads in writing or via e-mail to Director. If a complaint is:

recaived by telephone or in person, but eannot be daalt with at tha time of the
conversation, the complainant must b2 made awsrz of the CHM including the

possibillty of making an anonymous camplaint. The complainant dacides whether 1o
formally submit @ compiaint or nol. Complainis submitied will be openad only by the
Direcior. The complainant will receive netice of recslpt within ong wesk

7. Recording the complaint

Complaints will be recorded onte an intemal system. It will have reshicted staff access,
and will S:L‘?Fpﬂﬂ' caomplaints being logged on recalpt. actions tracked and outcomes
recarded. The recorded complaint Tor related to a child within 24 hours neads to be
submitted to the district Child Welfare Committes (CWC) Therefors. the Complaint
Handling Mechanism should sowrce the repording template requirad by the autharity
The record of sexual harassment at work place needs 1o also be submitted to the
district autharity annually. Thus, legging camplains is a legal requirement.

8. Processing the complaint

It is the respansibility of the Director ta preliminarily assess the type.and nature of the
complaint and recommend the most approptiate course of action to be underaken
This will be reviewed and approved by the Safeguarding Commitiee which is also &
Complants Handling Eﬂl‘l‘H’l’iﬂtEE (CHC) Sensitive complainis will be deall with as per

the procedure. sst forth ahead. The roles and responsibiiiies of BSSS will be
detarmined at that stage
9. As a general rule:
o Complaints agains! the siaff and associstes will be dzalt at the level of the head
oifice direcly
o The n}rgam?aﬁnn has the primary responsibility o appropriately investigate the
complaint
s Complaints that involve Drﬁnisaliun partners that do not have the capacity to
Frocess the complaint will be assessed on a case-by cass basis [f necessary
13
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» and when requesied by the concemned partner organization. Organisation wil
work togethaer with the pariner organization in camying-out the investigation
while simulianecusly strangthening their intemal procedures and capacities to
deal with complainis

» if & pariner organization is unwilling to agt upon the complaint, then the
arganisation will inform the relevant Authority so that the adequate investigation
cah lake place

10. Sensitive complaints

Sensitive complaints will be Immediately refemed 1o the Organisation Dirsctor
Administration who Will make the first screening and assessment of the complaint and
ggres the most approprate course of action. Complaints contemplating allegations of
sexual exploitation and abuss will be shared to only Director. those refating to finandial
impru rieies will also be sharad with the Financial Manager and the Program related

s o the head of the Organisation. The seriousness of the complaint will
dﬂtmnuna how the mvestigation should be conduded Details will be shared on a
sirictly naed to know basis Sensitive complainis thal contemplate a giess violation of
Ike Organisatior’s Code of Condud, Code of Ethics, Safsguarding Palicy. These
compiaints foliow the strict nule- of confidentiality and nead-lo-know basis so only the
essantials of the complaint e the nature of the complaint. the ceurse of action decided
and, when raady. the outcome of the procadure No detalls will be shared regarding the
names of the complainant. accusad victim witnessas ar whistle blowers

VIl. INVESTIGATION PROCESS

The Director will have the prmary respensibillty to coordinate the investigation
Investigations will be camied cut confidentially and anly persans that need to know
about the complaint will be invelvad in the process. Complex sensitive complaints wiil
be investigaled by extemal qualified sxperis fmrn a preselected and verfied poal of
investigators

Timeframes for completing the investigation vary depending on their complexity, The
aim is e conclude it within the shortest reasonable fime ideally not exceading sixy
days from raceiving the complaint. The final report will be shared with the Diractor for
review and approval

The decision on theé lype of action to be undsraken at the complstion of the
invasfigation process 1.'-'1'1)1 be taken by the Director or If he is the one accused, by the
President of the board Casts associated with investigations initiated as 3 rasult of
complaints against staff and assacdiates will be covered by the Organization

Appeals procedure
All complaint has to be resolved in-a satisfactory fashion for both the compiainant and
the organization If the complainant does not fee| satisfisd with the outcomes: sihe can
appeal to the Directer This can be dona in writing, by letter or emall

14
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Confidentiality

All complaints whether sansitive or not should be handled in a confidential manner. In
some cases, it can be disclosed to the third party. This can be decided on a case by
case basis and as far as possible with the agresment of the Complainant
Confidentislity Paramount 1o guerantee safety te complainant, whistle biower,
witneszes and subject of complaints

Vill. SUPPORT TO SURVIVORS

Mo BS5S enmployee should retaliate in any way against anyone who has raised any
cencam about harassment, sexua!l harasament, misconduct or diserimination against
any indjvidual

All BSSS employees have the responsibility for keepinig the wark snvisanment fres of
harassment and sbuse. Any employse, who becomess aware of 2 safzguarding incident
whethar 2s witness or baing told or baing object of it. is encouraged o report il in
accordance with the safequarding policy. BSSS will maintain canfidentiality in handling
the cass

If & member of siaff Iz the subled of an allegation of sbuse of a vulnarable adull or 2
Staff, that stafil member will be asked to iaks leave from their duties untll an
investigation has been compleied or asked to withdraw from their wark until an
investigation has besn completed =BS5S makes clear that suspension doss not imply
gullt bt rather protecis all parties whilst an investigation i= underaken

BSSS's first concam will be te care for the viclims emotional. physical, psychelogical
and social wellbzing It also underiakes fo provide support for the alleged victims,

Iu'.'III‘LE!::-EEE znd the alleged abuser whilst an lnvestigation Is carrisd out 1t will Iform th-&
Palice or concem authoiity depending on the case.

8555 will ansurs te act promptly investigated and addressed and treated with dus
regard for fhe privacy of the individuals involved Any form of rataliation is grounds for
disciplinary action including termination
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AMNEXTURES-2
Sateguarding Code of Conduct
An-employes-will promote its velues and principles and protect its reputation by:

Respecting the basic rights of others by acting fairly, honestly and tactiully, and
by treating people with dignity and respect, and respecling the national law and
local culture, traditions, customs and practices that are in line with Catholic Social
Teaching, moral teaching and UN conveniions

Warking aciively 1o pralect children and wulnerable adulis by complying with
Child and Vulnerabie adulls: Eaiemrard]ﬁg Palicy and Procadures

Maintaining high standards of personal and professional conduct

Protecting the safety and wel-being of s=if and others

Protecfing the organisation’'s assets and resources

Reporting any matter that breaks the sisndards contained in this Code of
Condudt

Maintaining high standards of parsonal and profassional conduct means | will not
behave in & way that breaches the code of conduct. undarmines my ability fo do
my fob or Is fikely to bring BSSS Infe disrepute

He! She will not:

Sl R O R SR T R N R RO R R
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?IEQE in sexual relations with a child or a vulnerable adult or abuse or exploit
iid or & vulnerable adult

Em:hange money. employmant, goods, assistance or services forsexual favours
or othier forms of humiliating. degrading or exploiiative behaviour

Engage in any form of harazsment, discrimination, physical or verbal abuse,
intimidation. favauritism ot exploitative sexiial telations

Drink alcohol or use any other substancss In 3 way that adversely affects the
ahility to do job or affects the reputation of the organisation

» Bein pessession of, nor profit from the sale of llizgal goods or substances
» Accept bribes or ﬁlgmﬁsmt gifts {=xcept small tokens of appreciation) from

govammments, bensfidaries. donors suppliers or others, which have been
offersd as a result of my amployment

Underiake business for the supply of goeds or sanvices to family. friends of
personal contacis or use office assels for personal benefil

» EBehave in a way which thrsatens the security of s&lf or others
» Use the organisation's computer or other equipment to view, download, craate

or distribuie inappropriate material, such as pormography.

16
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Stafi, voluntesrs and relevant others must never:

Hit or otherwise physically assault or physically abuse children or vulnerable
adulls

Develop physicallsexual ralationships with childran or vulnerable adults

Develop relationships with childran or vudnerable adults which could in any way
be de=msd exploitative or abusive

Art In ways thal may be abusive or may place a child ar 3 vulnerable adult of
abuse:

Siaff and others must avoid actions or behaviour that could be construed as poor

practice or potentially abusive For sxample, they should never
tsa lgnguage, make suggestions or offer advics which |s inappropriaie. offensive
of abusive

o Behave physically in 3 manner which is inaparopriate or sexually provocaiive

Spend expessive time alone with childran away from athers

o Take childran ar vulnerable adults to your home. espacially whare they will ba

alone with you Have a childichildren or vulnerable adull{s) with wham they are
wnrkmg te siay avemight at thelr homie unsupervised

Slesp in the same room or bed as a child or vulnerable adult with whom they are
waorking

Do things for children or a vulnerable aduit of 8 personal nature that they can do
far themseives _ _

Candone, or parficipate in, behaviour of children or yulnerable adults which is
Megal unzafe ar abusive

Act in ways intended © shame humiliate, belifiie of degrade children of
vilnerable adults, ot otherwise perpetrate any form of emotionsal abuse
Discriminate against. show differsniial treatment. or favours parficular children or
vulnerable adults to the-exclusion of ofhers

. do hereby confim that | have read

unﬂars!nud and c':rmmrr rrr;r_aelf 0 uumply and to be held accountable far any non-
compliance and NoR-reparting.

| alse have read and understood the BSSS Safeguarding policy and proceduras
documant to know sboul the aspects of safeguanding that relate o my mole that |
summarize as undsi in my own words
| Signaturs) Dats.

Flesse note: you should keep this capy of the policy for your records. An addiboral
acknowiedgement farm will 3isc be issued Tor your signature and wheh will be keot

mfemally

17
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The safeguarding mechanism

As a part of an ongoing move to improve accountability towards all thoss it serves;
individuals and communities, and pariner organizations, has estabfished a Safe
Guarding Committee as part of a Complaints Handling Machanism (CHM) that is user-
friendly, safe and accessible. but is also simple efiicient and sfiective and does not
creals undue burden

The l=gal basis of this Safe Guarding Policy and Procedure document that is applicable
to staff, board members, volunieses. intemns, consultanis, contracters. and pariner
organizations staff The Safe Guarding Committee does not replace individual
complainis mechanizms that pariner organizations and staff members already have in
place It provides and altemative and complementary channal for managing complainis
that can be activated in predstermined circumsiances and when ceriain conditions are
mel Il recognizes thal the primary responsiblity to handle complainis remains with
partrer organizations Togsther with the Director the Safe Guarding Committes is
instrumental to ansure that all complaints recsived will be dealt with according to agreed
procadure and guidelines.

Obleciive
Ta suppart the Director in making appropriate decisions on complaints raceived through
the- S1afif Voluntesrs, in accordance with agresd procedurss and guidalines

Compaosition

The Safs Guarding Committze is composed as fallows

1. The Diretdor, 2. The Assistant Director 3. One Board member 4. Two Staff (One Male
and Cne Famale]

F!Eﬁpunslhléihlaﬁ
The Safe Guarding Commitize is respansible 1o

o Revizw the complaint and approve the couwrss of action propossd by the
Manager HR

« Sugosst an altemative action If applicable
Review and approve the final Investigation regort or seek additional Information if
applicable:

» Reguest an independent investigation following reports which are not desmed
ﬂ&hsfa'mctuw andior ara not reconsidared for revision by the member organizafion
1o

+ Racommend sppropriate disciplinary actions, if applicable The final dedision Is
taksn by the Director

Mestings

Tha Director is respensible to organize the mestings of the Safe Guarding Committes

The members of the Safe Guarding Committes are required to prigritize their
participation in meatings to make sura that complaints are dealt with in 3 timely mannet

18
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Hapnrﬁng ling:

If the complaint is against the Diractor this Complaint Handling Officer reports to the
President of the Board The Director as the Complaint Handiing Officer will have a
clpse working relatisnship with the legal adviser of BSSS

19
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ANNEXURE 3
Safe Guarding Concarn Reparting Form

Confidential
Mame of the person | Position Address, Mobile number
Affectad | and Emall

o) m—

‘Nature of Concem | Violation of the | Security Othar

Siaffl Adult/ Child | breach  of

Crganisation

" Complaint Mode Fielephonel in Parson Letier fe Rl
(Attach evidence) | Whatsapp
Information raceived Time date
Irformation recelved by
Mamé of the Vvhis@e | Position Address Telephone
Blower and e-Mail
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Alleged Victim/ Surviver (Siaff. Vulnarable Adult)

This form along with all relevant documents should be retained secunity and forwarded
to the Director/ in case of Director to the President as soon as possibie

H 4

W

e

e

W

® -~ B . - .
* MNams Age (Gender Address F’hm'fe- and
% il . | Email .
H 4

b 4

b 4

E Namse of Parent/ Guardian/ carer

# Mams Ags Gender Address Fhone amd
b 4 | Email

at

b 4

N

g Parzon slisged as responsible

W’ [Neme Age “Gender Aiddress Phone  and
* “Email

b

e

S |

W e

* Cancey “

% Record details of allegation

we

W

Vs

e

W

W

e

HHRFEFRRRRFFRFRRNRRRRVRFFRRRRRRRRR WS

WO NE Rl e T Sl S R N R R R N R R B



N N RN N N R R R R R R S B N N N R R

Complated by (Signature)
Drate

time and date

Signature

Action and Further Information

Full Mame-

Record all actions taken. agendies contacted and informafion! advice receivad wath

.ﬁ.;iinn Teken

Agtion Takan by
Mame address. Phone and
e-miail

aciien

Date.

Resolution statement

5 the Concem addressed adequately? | Yes! No/ Maybe Don't know)

Signature with Date

| Complaint | Breach
rectifier/

Was mage

Ferson sgainst
who complaint

| Safequard
Represenialive

[ Expertintemal | Expert Extemnal
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Key Wards
Safeguanding, conduct. harsssment. bullying, seaual harassment, abuse, explofiahion, child
\abor, trafficking, surviver, confidantiality, invesfigation. refalisfion

Glossary

Affiligie: Inciudes any intern of voluntesr working in sarvice to ORGANIZATION over a

pariod of ime. whethar paid of unpaid, University intems, and oiters with a similar type of

relalionship to ORGANIZATION.

Child: anvons underthe zge-of 18 vears of age.

Partner: ‘any entity formally engaged by ORGANIZATION (undar 3 grant. contracl cash
contribution or memorandum of understanding) to implement programmatic delivershies
for the purposes of iImprowng outcomes of vuinerable populations ©

Sarvice Provider: eanbily that prowdes ssrwces in esichangs for payment, term most
frequantly used for specific categones of businesses such as consulting. fegal advice.
and telecommunications.

Stalking: uwrwanted andior repeateq survelllance by an indwiduai of group toveard
anomer person, Sialljong bensviors &re miareiated 10 harassment, bulymg and
imtimidation and may mclude follwing or monitarmg the vichm

Supplier; enfiy that provides goods of senvices to anotiyer business or dirsctly 1o the
crEiomer

Survivor: & person who has experienced or fiss besn edposed fo a safeguarding.

concsm “Survivar = genarally prefermed in the paychosocal suppor sector — in contrast
to the term viclim - betause i imphas resliience

Survivor-Centered Care: care Inal s responsive 10 a sunviver's needs and prefersnces
and secks to protect sunvivors from stigma, discrimination, refaliafion or gther harmful
conseguances

Heporting
18, AH OFESARATION 22577, Bosrd membsre-ang SMEaTes are GiEioated 10 rEpor 2ny cohcSime-of
sosoiciors Of-any forms of Bafessment sbie-and Sxwploltatiof describsd above: IFvoiving:

CRGANTATION stsTf. board members, sffiketes. parirers program: parbcipants) suppliers,

oryice pRaviEriers o =il wearkars soesciated with shotfist igstizatioh: The corcam misv be =

reszilt of witneccnz the | ncident baltiz tald 6 ik, of being the objett of it

200 Al mich rzguired repdrters should repolft all concerrs throaleh ooy of the following channdls:

(et seskimoTes separting chmmels) g
& Humph retoneres foptoeT OO0
¥ The Derefipr comines OLK
# | Sofeeniardinn peteheiad 18T conteer XN
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TEntrty sy b ioe= nan-prat cominyeEasad fathFases pr ool socist) argahiration, InferrAtionl neveoestit o fia-
orofit: Eademid fnetrtotkhbs: kel or nistipns sousmment :
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*  The CMGANIFATION ohony o reacd find cindrred XXy

21. The reports of Slleged safslarding violgtions sholild Indluds 25 much Information as-is readily
gvailans, ks
»  Date time and location of the inddam
o Natute ofwhathappenad
o Ary immedizte helfp o achione re!quhed
22. intentional false or malicious reporting may result in discpdinany acsion
23. CRGANIZATION iz committed to encunmg thal program  perticpentt—and members of

cammunities in which they ve—are aware of wnat staff behaviour 5 acceptable and how they

2N e TNelT COmcIrts oF gQuestions |n & <ohficenmisl ang sooure manner.  ORCEANTTATION wall
EMSURE COMIMUMSSEDN & SSiEmaEts Troushedl profect plznning  and communily-s3ed
feeoback, complaints and respolse mechan|sms are Susilanle.

Confidentislity

29, ORGANIZATION scknowledzes and respedrs the coutsge and trust assodiatad with f2porting
dllzgaticrz of mnl:‘-:l'l:h.L To The extand m:hle CRGANIZATION skt 10 maintain the
a:anﬁrd.:nll.d_llﬁ af Jla,gmam survivaTAnctirm, reporier, witnesess =nd subleris of complain
unﬂd'rtandlng mﬁﬁ:iErrmlhy £2n be oritizal 1o s2f8ty) security, reauttion and wall-baing

2SIt & imporent for 3l| reportars to undestand, however, that GG EZATION may be legafly
mandated 1o follow up on certain aliegations [with donors, or suthorities-in the case of 2
potentlal enmimal offense] and that strict confidentiality cannet alwaes be guarantesd dus 1o the
GrEsnEsnon’ s morstana/or legal eoligation 1o resrt and Investizale.

20, In Irstances where therz i 2 [2ommais beled Inet an \nveshgansn courd pul-The raparier,
SUMYIVET, WITRSSSE: S 2Mwane Sise |0 gengsr, ONGANESTION will t2ke rezsopable SIops 1o
profect the safebrand sesunty of these gerceived 1o BE ST s

Suppart to Survivors and Safety /Security
27, QREANDATION will provige immediste and sporcoriste cunport 50 safeguseding survivers
Suppert may Include. sperasfint psychosocisl counseliing, 5 medical or legal referrsl, spportte
addraic zeauntly !:mr;rr.'i, angdjof soese 1o Cther SUBPOTT 22 Necded and appropriate.

Investigation
28 Unier no circumstances, should any of ORGANZATION stoff assess or investigate an allegation
or o reported altegation on their own, autside of Standard reporting profocols _
25, The ORGANZATION will Tellow up 2ndt Investigate il sefeguerding repons =tcortiing 1o/
Invwessnization procedurs, nd kezal sng statutary objigations '

Nen-Retaliation

30 The ORGANFEATION and it stoff arg prohibited from remafiating —in the form of an adverss:

EMpoYITSNt Seton of I1Ee55n'&ﬂr—a§£rﬁr_ afry indhvidus| reporting an llegaion in good faith o
participsting in 2n investigetion.  Any farm of retalistion may result in disaglinary actoniup to
ani |1":H.|:II|'|E tElrrrInainn
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Adhersnee;

H1. FRlldre 1o ddhetz fo the provisicng siated abdne may result inca rangé of adtlpng and
confequences. Eor staffthis colld include [but = not limkted ‘to]. vesba! warnings, written
warnings, mandatory aining or countpliing, sucpencian, and/ar tormipation of smbleyment
Serioes miscanduct sich oe zesual abues and Emlﬂi‘li"l'.!ﬁ'lﬂi well 2¢ pefsictent =nd covere :mni
of harzssment st cause for immedizte terminstion, In lin with the local lahous Low.

32 Kntwingly’ Faellitating or siding snother sid wetkar to pariorm 205 of ﬂmmtaum of abuce is
strictly prohibited and will J'.J-E.éﬂd!‘ﬁiéﬂ [ the ﬂ:;irl'&_ mannsr 24 '.n.'l'n!_n srethy 2. 2Tty &
umidertzken dirzctly by ORGANIZATION s2ff

Imterpretation shg Qhestion
33, Crieshoons on e intefpratston of thi= poficy—and-any otfier guUestons—ten e diracted to KKK
Helated Policies and Resourees (ingert other safegoarding relevant documents) eg.:
» Codr of Conguor omd fifncs

s efernm Egoihion Procetars
= \hveshigotig procdone

ey VWords:

Safeguarting - conducl . harsscment: buffyng. sexua| harasment abese, seploitation, i f=bor,
teafmicking: survivor, confiSantafiby, Imeeshganon, retslkanon,

(lossary

o Affifiate: inciites ey imtem o Yolurtees Weorking In semnics 1o OFSANES TTON oier 2penndof:

b whnainey pald or UnissHL univarsity intems el others with 2 smilar s of relsbonshin ho
CRGANIZATION

o  Child: anyoinz unider tha age of 18 yearvof Bga.

» Panmer Sty enEly forsally angg;.rgd by CRGANIZATION (under & grant Contract essh
contribution oe rremarandumns of under:!nmﬁna1 mhnpiemenr' prﬂgmnmﬂuum Fior Eihe
purpeses o7 Improving outohmes of vulngszhic ;:ngt.ﬁannrﬂ.'—iewlm Provider: ontity that

sntiny iy Be Lol romrerofit communmehesad fEmbesad or givll sathety orgarEmrr. tzenstigngl hoe-profit price
orofit: 2cpdtmig eeiitofute Focdl or fEsional sousmrant
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provides zervices n exchanze Tar payment term rmost freguently used for soecific catezories of
Businesses slhoh a2 copculting, [2sal 2dvice, and fziecammunloaticn

» Stalking: uhwanted Endfor repeated suncellfarics by an indiidiial or Foup toward anothr
person. Statking hergvions ‘re intairsidtad to harassmant bullying ang intimbddtion and may
inctuge !":!Iﬂmn;af-r manitoring the-victim, -

*  Supphien entlty that provides goods or tarviies 10 snother businets or dirgctly 10 the dustomer

s  Survivor = perzon whe has axpetienced or habzﬂemﬁsed.n;ﬂfegwdmgm
Eurivor” b generslly pesfared in the peyehocockt sunnort iecior — in NIrsst 15 the 1=m
wotim - beradse ivifmplles reamsnce

Survivor-Centered Care: caro that 15 respansive 18 2 Sunavor's nesds and preferences. gnd seske 1o
profect sunvers fram shema, czorimmaeticn; reEiabonor ather.
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Signuture of the Board membery

P < v e vl ose. Heene']
AR lainter Fr Jose. Hetwr’
\BEIﬁp Varghese Thottainkars Souns, (President)  Fr Jose Areserril. {Membec)
;wgﬁ@@@ép . Berisc hKs
Fr. faul Koonampurampath, ( Member ) Beena Varkey | 3
MraMiw  Mohanty, | Member) Fr: Cherinn K adukandayil, ( Member)

Rov Antony K (Dircctor)
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