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ANNEX 5

BASIC REPORTING AND RESPONSE PROCEDURES IN THE CASE OF CONCERNS, SUSPICIONS AND INCIDENTS 




[bookmark: Niño]The aim of this annex is:

· Provide a common framework for the whole organisation for the reporting process and adequate response to concerns, suspicions and incidents related to child protection.
· Provide guidelines so that regional, country and local offices adapt to the current basic procedure according to the local context and legislation.


1. How to report concerns, suspicions and incidents: basic rules

	
	WHO TO REPORT TO

	SITUATION
	Local/Country Child Safeguarding Focal Point[footnoteRef:2] (in the country office the concern, suspicion or incident takes place in)   [2:  In the case of country offices that have local offices where the relevant staff members have been designated as child safeguarding focal points (Child Safeguarding Local Focal Point).] 

	Regional Child Safeguarding Focal Point (region of the country office the concern, suspicion or incident takes place in)  
	Global Child Safeguarding Focal Point 

	Notification about a minor concern, suspicion or incident (see Annex 2. Internal cases of breach of the Child Safeguarding Policy and associated measures) which involves a person from a country office
	X
	
	

	Notification about a minor concern, suspicion or incident (see Annex 2. Internal cases of breach of the Child Safeguarding Policy and associated measures) which involves staff from a local partner organisation that works on a joint project.
	X
	
	

	Notification about a minor concern, suspicion or incident (see Annex 2. Internal cases of breach of the Child Safeguarding Policy and associated measures) which involves a person from a country office and who is visiting another country Educo is present in (other country offices, regional offices, head office)
	X
	X
	

	Notification about a minor concern, suspicion or incident (see Annex 2. Internal cases of breach of the Child Safeguarding Policy and associated measures) which involves a person that belongs to a regional team and who is visiting another country Educo is present in (country offices, other regional offices, head office)
	
X
	
X
	
X

	Notification about a minor concern, suspicion or incident (see Annex 2. Internal cases of breach of the Child Safeguarding Policy and associated measures) which involves a person from head office (board members, members of the executive committee, members of staff, volunteers, interns or work experience, other people associated with Educo and sent by head office) visiting a regional or country office
	
X
	X
	
X

	Concern, suspicion or incident considered serious (see Annex 2. Internal cases of breach of the Child Safeguarding Policy and associated measures) internal or related to a local partner organisation.
	X
	X
	X

	Concern, suspicion or incident considered very serious (see Annex 2. Internal cases of breach of the Child Safeguarding Policy and associated measures) internal or related to a local partner organisation.
	X
	X
	X



 
In any case, for any situation involving a concern, suspicion or incident in which the reporting person needs advice and/or support, they can inform both the Local/Country Child Safeguarding Focal Point or the regional and global ones. 

All concerns, suspicions or incidents must be taken seriously and reported within the period established by this basic procedure (24h) to the Local/Country Child Safeguarding Focal Point, regardless of whether the event occurs on a weekend or public holiday. Educo commits to responding to these notifications quickly and effectively. 

In situations in which the Regional or the Global Child Safeguarding Focal Point need to be informed as indicated in the table above, the Country Child Safeguarding Focal Point should do so within 24 hours of receiving the notification. Additionally, the rest of concerns, suspicions or incidents will continue to be documented in the register, but, in general, they will not need reporting to the Regional or Global Child Safeguarding Focal Point.

In the case of notifications of a serious or very serious nature, the Global Child Safeguarding Focal Point will immediately inform the Head of People and Culture, and together they will decide whether to arrange an Educo Crisis Committee meeting.
The relevant donors will be informed according to the Executive Committee decision and always respecting contractual requirements.










Contact details for the Global Child Safeguarding Focal Point:
  csincident@educo.org

Tel: +34 662 54 15 52

Nomenclature protocol for sending the email, according to the case in question (see section 2 of this annex): 

 [Country] CSinternal [DD/MM/YY]

 [Country] CSpartners [DD/MM/YY]

 [Country] CSexternal [DD/MM/YY]















Possible casuistry

· If the Local Child Safeguarding Focal Point is personally involved with a notification, closely linked to one of the people involved, or when it is important to avoid any conflict of interest or bias in the assessment process and the investigation, the Country Child Safeguarding Focal Point will be who is in put in charge of managing the process in his or her place.

· If the Country Child Safeguarding Focal Point is personally involved with a notification, closely linked to one of the people involved, or when it is important to avoid any conflict of interest or bias in the assessment process and the investigation, the Delegate Country Child Safeguarding Focal Point will be put in charge of managing the process in his or her place.

· If a member of the Child Safeguarding Committee is personally involved with a notification, closely linked to one of the people involved, or when it is important to avoid any conflict of interest or bias in the assessment process and the investigation, that person will abstain from participating in the management of the process and the related decision-making.  

· If the Regional Child Safeguarding Focal Point is personally involved with a notification, closely linked to one of the people involved, or when it is important to avoid any conflict of interest or bias in the assessment process and the investigation, the notification will be sent to the Global Child Safeguarding Focal Point. 

· If the Global Child Safeguarding Focal Point is personally involved with a notification, closely linked to one of the people involved, or when it is important to avoid any conflict of interest or bias in the assessment process and the investigation, the Delegate Global Child Safeguarding Focal Point will be who is in put in charge of managing the process in his or her place.

In the country offices everything possible will be done to guarantee that children can report concerns, suspicions or incidents in a way that is adapted to their ages and characteristics, starting with visibly sharing this Educo Child Safeguarding Policy and the associated reporting and response procedures, along with a detailed explanation of its scope and objectives. 

Child safeguarding concerns, suspicions or incidents may also be received through the generic mechanisms for complaints and feedback (see the Educo Complaints and Feedback Policy). In these cases, the Complaints and Feedback Committee will refer the notification to the Country Child Safeguarding Focal Point, immediately and guaranteeing total confidentiality. In all cases, efforts will be maximised to present in a clear and complete manner to the children, their families and communities in general the differences between the two procedures. 

COMPLAINTS AND FEEDBACK 
COMMITTEE 
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COUNTRY CHILD SAFEGUARDING FOCAL POINT
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2. Types of basic reporting and response procedures in the case of concerns, suspicions and incidents

All child safeguarding concerns, suspicions and incidents must be reported within the following 24 hours using the relevant local reporting and response procedure. This local reporting and response procedure will use this document as a base and will adapt it to the context in each country office, but the following guidelines will always be respected: 

· The children and population in the communities, depending on each context, can report in person any trusted Educo professional, the Local Child Safeguarding Focal Point, the Country Child Safeguarding Focal Point, or using the telephone number and/or the email address that exist for this purpose.  

· On receiving a notification, the Local/Country Child Safeguarding Focal Point will assess the situation and risk for the child and anyone else involved. If necessary, depending on the case and what is established in the procedure, the Child Safeguarding Committee will meet to assess the details and discuss the possible action to be taken.

· If the notification is of a serious or very serious nature, the Country Child Safeguarding Focal Point should report it within 24 hours to the Regional Child Safeguarding Focal Point and the Global Child Safeguarding Focal Point. 

BASIC NOTIFICATION AND RESPONSE PROCEDURE – BOARD OF TRUSTEES, STAFF TEAM AND PEOPLE SENT BY EDUCO





BASIC NOTIFICATION AND RESPONSE PROCEDURE – EXTERNAL PEOPLE






BASIC NOTIFICATION AND RESPONSE PROCEDURE – LOCAL PARTNER ORGANIZATION



In cases where the notification involves a person that belongs to a local partner organisation:

· If the person is a member of the team for a project being implemented in collaboration with Educo, the Educo Local/Country Child Safeguarding Focal Point should be informed, who will immediately communicate it to the local partner organisations via the respective Child Safeguarding Focal Point, or, if that role does not exist, its management. 

·  If the person is NOT a member of the team from a project being implemented in collaboration with Educo, the Child Safeguarding Focal Point from the local partner organisation should be informed, or if that role does not exist, its management. 

The two parties, Educo and the local partner organisations, will carry out a joint assessment of the situation and existing risk for the child or anyone else involved. Depending on the result of this assessment a decision will be made about how to treat the case and whether the participation of Educo is necessary or not, because if the local partner organisation has its own equivalent child safeguarding policy, or even a more restrictive one than Educo, it will manage the process independently. 



3. Presentation and management of the notifications of concerns, suspicions and incidents 

The notifications related to child protection are very sensitive, so the gathering and registering of information, as well as any communication, must be managed with extreme care. It is essential that all concerns raised are documented in writing, that cases are properly followed up, and that cases are held accountable for how they have been assessed and investigated, but always taking the relevant steps to ensure the confidentiality of the parties involved.

On receiving a notification

· The relevant Child Safeguarding Focal Point registers the notification in the Child Safeguarding Register, with the following code: [Country]_CSinternal_1[footnoteRef:3]_[DDD/MM/YY] or [Country]_CSexternal_1_[DDD/MM/YY] or [Country]_CSpartner_1_[DDD/MM/YY], according to each case. [3:  This example to be modified accordingly: the numerical order of the notification for the current year (i.e. the first notification received in the current year would be 1, and so on).] 


· In this register only anonymous descriptions are included.

· Verbal notifications should be registered in writing as soon as possible. If for any reason this is not possible, the Child Safeguarding Focal Point will fill in Annex 4: Concerns, Suspicions and Incidents Registration Form.

How to write the reports

· They should be objective and based on fact. 

· They should be as precise as possible. 

Confidentiality rules

· Any information about children, their families or carers, members of the community, Educo staff or staff from a local partner organisation should be treated confidentially, without undermining the principle of sharing relevant information between authorised persons.

· The notifications will be numbered, assessed and registered in the Child Safeguarding Register anonymously, providing each with an adequate reference code without revealing information unnecessarily. This register will be shared semi-annually with the Global Commission for Implementation and Monitoring of the Child Safeguarding Policy, who will elaborate an annual report for the whole organisation. 

· The number of people with access to personal information should be kept to a minimum.

· The child safeguarding focal points should have an email address totally dedicated to receiving notifications. 

· The child safeguarding focal points (be they local, national, regional or global) should maintain the files in a safe place (closed filing cabinets and/or electronic files with restricted access).


MONITORING AND CLOSING CASES

A report will be drawn up at the beginning of the process and will be regularly updated depending on the monitoring carried out. It will include all relevant and objective information, minutes of the various meetings held, and decisions taken, updates of risk assessments, etc. Monitoring will be carried out for at least six months following the date of notification, depending on the situation. 

All persons involved in the process should be informed of the progress and outcome of the case, but always guaranteeing confidentiality at all times, taking into account the best interests of the children concerned, the safety of all parties involved, as well as the possible needs of the investigation.

Likewise, once the process is completed, a final closing report of the case will be issued, which will be shared with the authorised individuals.
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