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Sofeguording Policy

1. Purpose

This Policy oims to set out opprooches ond procedures to sofeguording ond
promoting the welfore of children ond vulneroble odults by the KMSS. lt opplies
to oll ospects of KMSS's works ond to everyone working for it, including
permonent ond temporory employees, consulionts, members of the Governing
boord, stoff members of the portner orgonizotions, beneficiories, controctors
ond vendors.

2. Strotegic Contexl

KMSS is commitied to provide on environment free from discriminotion ond
horossment, where oll individuols, portner orgonizotions ond other stokeholders
ore treoted with respect ond dignity ond hove equol opportunities of oll level.
KMSS supports ihe principles contoined in the Universol Declorotion of Humon
Rights (UDHR) ond the in the Constitution of Bonglodesh. These cleorly stotes
thot no one con be discriminoied on the ground of closs, gender, coste,
religion, profession, ethnicity ond sexuol orientotion.

Sofeguording does sofe KMSS's opprooch, proctice ond culture to q

comprehensively sofe environmeni for oll people thot the orgonizotion engoges
with. lt hos o comprehensive set of policies ond procedures, i.e., Humon
Resources Monogement ond Development, Procurement, Finonciol
Mcrnogement, Child Protection, Gender, Humqn Rights etc. Some of the
sofeguord reloted issues ore covered in the obove-stoted polices.

Therefore, this Sofeguording Policy is odopted in line with KMSS's commitment
for providing ond environment free from discriminotion ond horossment olong
with the recommendotions of the donor.

3. Definitions
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KMSS hos odo >ted following detinitions tor the purpose ot lhls pollcy:

lssues
Definition

Bullying
Bullying is when on individuol or o group of people with rnore power,
repeotedly ond intentionolly couse hurt or horm to onother person or
orouo of oeoole who feel heloless to resoond. Bullvinq con continue
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l National centre against Bullying, 2018. Definition of builying. Ionline] Available at:
<https:/,/www.ncob-org.ou/bullying-odvice/bullying-for-parents/definition-of-bullying/> 

[Accessed 21 November
20181

'Article 1, UNCRPD and Optional protocol
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over time, is often
no oction is token.

hidden from others, ond will probobly continue
Bullying con occur ln o vorieiy of environments.

if

chird I Every humon being below the oge of I B yeors.
I

mentol, intellectuol or sensory impoirments which in inierociion with
vorious borriers moy hinder their full ond effective porticipotion in
society on on equol bosis with ofhers.z
People with disobiliiies hove rights equol to oll citizens, including
fundomenicll bosic humon rights thot ore mentioned in persons with
Disobilities' Rights ond the protection Act, 20.l3 ond other reloted
lows of Bonglodesh.

exploitotion, obuse ond horossment from occurring; to proteci
people, especiolly vulneroble odults ond children, from thot horm;
ond to respond oppropriotely when horm does occur.

This definition drows from KMSS volues ond principles. lt poys specific
ottention to preventing ond responding to horm from ony potentiol,
octuol or ottempted obuse of power, trust, or vulnerobility, especiolly
for sexuol purposes.

Sofeguording opplies consistenily ond without exception ocross
KMSS progroms, portners ond stoff thereof. lt requires proociively
ideniifying, preventing ond gucrrding ogoinst oll risks of horm,
exploitotion ond obuse ond hoving moiure, occountoble <rnd
tronsporent sysiems for response, reporting ond leorning when risks
moteriolize. Those systems must be survivor-centered ond olso
protect those occused until proven guilty.

Sofeguording puts beneficiories ond offected persons of the center
of oll.

Persons wilh
disobilities

Sofeguording

Sofeguording
children

Protect children from molfreotment;
Prevenf impoirment of children's heolth or development;
Ensure thot children ore growing up in circumstonces consistenl
with ihe provision of sofe ond effective; core:
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t United Nations, Glossary on Sexual Exploitation and Abuse, Second Edition (2007), p.6.
o 

The definition as prescrlbed by the Honorable High Court Division in Writ Petition No.5916/2008; Judgment
pronounced on 14 May 2009.
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Sofeguording
vulnerqble
odulls

neglect;

of obuse or neglect;

oppropriote, toking fully into occount their views, wishes, feelings
ond beliefs in deciding on ony oction;

relotionships ond moy be ombivolent, uncleor or unreolistic obout
their personol circumstonces ond therefore potentiol risks to their
sofety or well-being;

Sexuol
Exploitotion

Any octuol or ottempted obuse of o position of vulnerobility,
differentiol power, or trust, for sexuol purposes, including, but noi
limited to, profiting monetorily, sociolly or poliiicolly from the sexuol
exploitotion of onother. lt defines the term "sexuol obuse" os the
octuol or threotened physicol intrusion of o sexuol noture, whether
by force or under unequol or coercive conditions.s

Sexuol
Horossmenl

Any oction or comment known to be offensive, emborrossing,
humilioting, demeoning or unwelcome to the recipient with sexuol
Overtones either direct or indirect noiions.

Sexuol horossment includes4

o. Unwelcome sexuolly determined behovior (whether directly or
by implicotion) os physicol contoci ond odvonces;

b. Attempts or efforts to estoblish physicol relotion hoving sexuol
implicotion by obuse of odministrotive, outhoritqtive or
professionol powers;

c. Sexuolly colored verbol representotion;
d. Demond or request for sexuol fovors;
e. Showing pornogrophy;
f. Sexuolly colored remork or gesture;
g. lndeceni gesture, teosing through obusive longuoge, stolking,

joking hoving sexuol implicotion;
h. lnsult through letters, telephone colls, cell phone colls, SMS,

ootterinq, notice, cortoon, writinq on bench, choir, toble,

"fr- qru fra q<{l
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4. Recruilment

KMSS undertokes specific bockground check for condidotes for employment. Asper the Humon Resources ond Development Policy, reference checks ore
obtoined from previous employers ond reference indicoted in the personol
history ore kept in the respective stoff's personol flle. However, KMSS is not
outhorlzed to corry out criminol bockground check of the condidotes for ony
recruitment.

'This is for the purpose of this Policy. lt does necessarily have reference to the Human Resource policy.
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I notice boords, wolls of oftice
hoving sexuol implicotion;

i. Toking still or video photogrophs for the purpose of
blockmoiling ond chorocfer ossossinotion;j. Preventing porticipotion in sports, culturol, orgonizotionol ond
ocodemic octivities on ihe ground of sex ond/or for the
purpose of sexuol horossment;

k. Moking love proposol ond exerting pressure or posing threots
in cose of refusol to love proposol;

l. Attempt to estoblish sexuor relotion by intimidotion, deception
or folse ossuronce.

Anyone who works for KMSS.sThis is to include directty or inOirectty
employed stoff, trustees, controctors, consulionts, volunteers ond
inierns. Also io cover downstreom implementing portners whom
KMSS provides fund. These downstreom portners ore expected to
ogree to work under the policy os o condition of their involvement
with KMSS.

The person who hos been obused or exploited. The term ,survivoa 
is

often used in preference to 'victim' os it implies strengih, resilience
ond the copocity to survive, however it is the individuol's choice
how they wish to identify themselves.

Women, persons with disobilities, dolits, people tronr eftri.
communities, senior citizens, sick, refugees ond whoever else moy be

:"..;:l;-o 
os vulneroble in ony tocot, notionot or internotionot 

I

Stoff

Survivor

Vulneroble
Adulls
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From now on, ony one interviewed for o post with KMSS, either internolly or from
outside the orgonizotion, will need to show on understonding of sofeguording
thot is relevont to the role thot they ore opplying for.

5. Expectolions from EmPloYees

Everyone working for KMSS hos o responsibility to fomiliorize themselves with this

Sofeguording policy ond with the procedr,res thereof. They ore expected to
mointoin o proper focus on the sofety ond welfore of children ond vulneroble
odults in oll ospects of their work.

Anyone who works for the orgonizoiion must inform their respective
Supervisor/Monoger if they or ony odult living in their household become(s) the
subject of on ollegotion involving o sofeguording concern or obuse ogoinst o
child or vulneroble odult. ln cose of ony confusion, they should seek odvice from
the respective Supervisor or Monoger. Any ollegotions of misconduct towords
children ond/or vulneroble odults by those working for KMSS will be monoged
using the procedure thereof.

6. Sofeguording Troining

KMSS is committed to ensuring thot everyone who works for the orgonizotion
does understond their sofeguording responsibilities ond do keep their
knowledge up to dote. All employees sholl be provided sofeguording troining
during ihe stoff orientotion troining. There will olso be regulor ond refresher
troining for designoted stoff members on sofeguording children ond vulneroble
odults, including on specific oreos of risk ond sofeguording proctice.

7. Sofeguording Focol Point

KMSS, from its senior stoff members, will designote one or more Sofeguording
Focol Point. The Sofeguording Focql Point sholl be responsible for
implementotion of thls policy ond reloted operotionol plon, ond mointoining of
the register of sofeguording. The portner orgonizotion if ony, is required to
designote o Sofeguording Focol Point o.s well with similor objective.

8. Prevenlion of Abuse

KMSS's responsibilities

;4
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KMSS will:
. Ensure oll stoff members hove occess to, ore fomilior wiih, ond know their

responsibilities within the fromework of this policy;
. Design ond undertoke oll its progroms ond octivities in o woy thot protects

people from ony risk of horm thot mcry orise from their coming into
contoct with KMSS. This includes ihe woy in which informotion obout
individuols in our progroms is gothered ond communicoted;

. lmplement strict sofeguording procedures when recruiting, monoging ond
deploying stoff ond ossocioted personnel;

. Ensure stoff members receive troining on sofeguording of o level equol to
their role in the orgonizotion;

. Follow-up on reports of sofeguording concerns promptly ond qccording
to due process;

Stoff Responsibilities

Sofeg u ordi n g of Chi I d ren

KMSS stoff ond ossocioted personnel sholl not:
. Engoge in sexuol octivity with onyone under the oge of I B;
. Sexuol obuse or explolt ony child;
. Subject o child to physicol, emotionol or psychologicol obuse, or neglect;
o Engoge in ony commerciolly exploitotive octivities with children including

child lobor or trofficking;

Safeguording of Adult

KMSS stoff ond ossocioted personnel sholl not:

. sexuolly obuse or exploit the odults who is of risk

. Subject on odult who is of risk io physicol, emotionol or psychologicol
obuse, cr neglect.

9. Prolection from Sexucl Exploilotion ond Abuse

KMSS stoff ond ossocioted personnel sholl not:
. Exchonge money, employment, goods, services for sexuol octivity. This

includes ony exchonge of ossistonce thot is due to beneficiories of
ossistonce;

. Engoge in ony sexuql relotionships with beneficiories of ossistonce, since
they ore bosed on inherently unequol power dynomics;
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Additionolly, KMSS stoff ond ossocioted personnel ore obliged to:

Contribute to creoting ond mointcrining on environment thot prevents

sofeguording violotions ond promotes the implementotion of the
Sofeguording Policy;
Report ony concerns or suspicions regording sofeguording violotions by o
KMSS sioff member or ossocioted personnel to the oppropriote stoff
member.

10. Commilment

As port of the sofeguording policy KMSS will-

. Designote o Sofeguording Focol Point from senior stoff members;
o Promoie ond prioritize the sofety ond wellbeing of children, women ond

persons with disobilities;
. Ensure thot oll of the stoff members ore properly oriented on KMSS's

Sofeguording Policy. This policy will be port of the policy fromework within
the Humon Resources Monuol which is required to be exploined to every
new stoff member os port of their induction ond ihey must confirm receipt
ond complionce wiih the policy with their signoture. Ensure everyone
understonds their roles ond responsibilities in respect of sofeguording ond
is provided with oppropriote leorning opportunities to recognize, identify
ond respond to :ign of qbuse, neglect ond other sofeguording concerns
reloting to children, women ond persons with disobilities;

. Ensure opproprioie oction is token in the event of incidents/concerns of
obuse ond support provided to the individuol/s who roise or disclose the
concern;

. Ensure thot confidentiol, detoiled ond occurote records of oll

sofeguording concerns ore mointoined ond securely stored;
. Prevent the employment/deployment of unsuitoble individuols;
. Ensure robust sofeguording orrongements ond procedures ore in

operotion;
. Keep o detoiled register of sofeguording issues roised ond process of

deoling with them;
. Not tolerote possession or occess to ony moteriol thot is obusive towords

children, women ond persons with disobilities;
. Not engoge children, women or persons with disobilities, in ony form of

sexuol octivity or octs, including poying for sexuol services or octs, where
under the low(s) opplicoble to ihe child, the child is below the oge of
consent or the oct(s) ore on offence under relevont lows;

. Wherever possible, ensure thot onother odult is preseni with concerned
stoff member when working in the proximity of children;
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. Not ollow ony of the stoff members to invite unoccomponied children into
their home, unless they ore of immediote risk of injury or in physicol
donger;

. Refroin stoff members from physicol punishment or discipline of children
ond from hiring children for domestic or other lobor which is inoppropriote
given their oge or developmentol stoge, which interferes with their time
ovoiloble for educotion ond recreotionol octivities, or which ploces them
of significont risk of injury.

The policy ond procedures will be widely disseminoted ond ore mondotory for
everyone involved with the KMSS ond its portner orgonizotions. Foilure to comply
with this policy ond procedures will be oddressed without deloy ond moy
ultimotely result in dismissoUexclusion from the orgonizotion. ln oppropriote cose,
funding moy be suspended ond/or portnership moy be concelled with
concerned orgonizotion.

I I. Reporling ond Responding Procedures

Reporling

Reports moy reoch KMSS through vorious meons ond routes. This moy be in o
structured formot such os o letter, e-moil, iext or messCIge vio sociol medio. lt
moy olso be in the form of informol discussion or rumor. lf o stoff member heors
something in on informol discussion or chot thot they think is o sofeguording
concern, they should report this to KMSS's Sofeguording Focol Point.

Concerns

lf o sofeguording concern is disclosed directly to o stoff member, the person
receiving the report should beor the following in mind:

. Listen

. Empothize with the person

. Ask who, when, where, whot but not why

. Repeot/ check the understonding of the situotion

. Report to the opproprioie stoff member

Documenlolion

The person receiving the report should then document ihe following informotion,
using on lncident Report Form if ihere is one:

. Nqme of person moking report
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Forwording

Any stoff member receiving or coming ocross ony informotion or olleged
incident of obuse sholl report to the Sofeguording Focol Point immediotely or
within 24 hovrs of the lotest.

Confidentiolity

Due to the sensitive noiure of sofeguording concerns, confidentiolity must be
mointoined during oll stoges of the reporting process, ond informqtion shored on
o limited 'need to know' bosis only. This includes senior monogement who might
otherwise be opprised of o serious incident.

12. Roles qnd Responsibilities for Cose Monogemenl

The Sofeguording Focol Point will be the key person in monoging the cose.

lf the report olleges o serious sofeguording violotion, the Sofeguording Focol
Point moy wish to hold o cose conference. This should incrude:

. Senior Monogement Teom

. HRMonoger/Coordinotor

The cose conference should decide the next steps to toke, including ony
protection concerns ond support needs for the survivor ond other stokeholders.

13. Provide support to survivor where needed/requesred

The Sofeguording Focol Point, in consultotion with the senior monogement, will
provide oppropriote support to survivor(s) of sofeguording incidents, if
requested. This will be in line with the operotionol plon.

Assessing proleclion or security risks lo slokeholders
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For report reloted to serious incidents: Sofeguording Focol Point will undertoke
on immediote risk ossessmenf to determine whether there ore ony current or
potentiol risks to ony stokeholders involved in the cose, ond develop o
mitigotion plon if required. Sofeguording Focol Point will continue to updote the
risk ossessment ond plon on o regulor bqsis throughout ond ofter the cose os
required.

14. Decision on the Next Sieps

Sofeguording Focol Point decides the next steps. These could be (but not limited
to)

. No further oction (for exomple if there is insufficient informotion to follow
up, or ihe report refers to incidents outside the orgonizotion's remit)

o lnvestigotion is required to gother further informotion
. lmmediote disciplinory oction if no further informcrtion needed
. Referrol to SMT

lf the report concerns ossocioted personnel (for exomple controciors,
consultonts or suppliers), the decision moking process will be differeni. Although
ossocioted personnel ore not stoff members, however, the KMSS hos o duty of
core to protect onyone who comes info contoct wiih ony ospect of our
progrom from horm. KMSS connot follow disciplinory processes wiih individuols
outside the orgonizotion; however, decisions moy be mode for exomple to
ierminote o controct with o supplier bosed on the octions of their stoff.
lf on investigotion is required ond the orgonizotion does not hove internol
copociiy, KMSS will identify resources to conduct the investigotion.

I5. Decision on Outcome of lnvestigotion Report

Senior Monogement Teom (SMT) will moke o clecision bosed on the informotion
provided in the investigotion report. Decisions reloting to the Subjeci of Concern
should be mode in occordonce with existing policies ond procedures for stoff
misconduct.

lf of this or in ony stoge in the process criminol ociivity is suspected, the cose
should be referred to the relevont outhorities unless fhis moy pose o risk fo
onyone involved in the cose. In this cose, the SMT together with other senior stoff
will need to decide on how to proceed. This decision should be mode beoring
in mind o risk ossessment of potentiol protection risks to oll concerned, including
the survivor ond the Subject of Concern. ln cose of foilure to oct upon
suspected or reported the victim will directly contoct with the focol person.
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The Sofeguording Focol Point will document oll decisions mode resulting from
the cose cleorly ond confideniiolly.

16. Leorning ond lmproving

KMSS, through implementotion of this policy, is determined to keep improving
knowledge ond understonding of how best to protect children ond vulneroble
odults. lt is to review reloted proctices bi-onnuolly to check whether it wos
effectively preventing ond monoging soleguording in ihe work. The purpose of
the reviews is to reflect on lessons obout when the systems need to improve to
protect children ond odult in risk better in future.

The policy will be reviewed o yeor ofter development ond then every two yeors,
or in the following circumstonces:

. Chonges in legislotion ond/or government guidonce

. As o result of ony other significont chonge or event.
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Annex

KMSS Humqn Resources Monogement ond Developmenl policy-

Acknowledgemenl Form

Nome of the Employee or lniern:

Position:

Deportment/Unit:

I hove received, reod ond I fully understond oll policies, guidelines qnd
procedures included in the KMSS Humon Resources Monuol.

ln porticulor:
I hove reod the KMSS Sofeguording Policy ond I fully understond its contents. Ido hereby confirm thot I om in complete complionce with oll provisions of thepolicy ond thot I will continue to observe the spirit of ihe commitment in oll myoctivities on beholf of KMSS. I will comply with the guidelines set oui in thesepolicies ond understond ihot foilure to do so might result in disciplinory or legol
oction.

Doie: Signoture:

Pleose sign ond return to the HR
employee's or intern's personol file

Tecrm. This document will be filed in the
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lerms of Reference for KMSS Safeguard Focal point

Bockground

The KMSS hos developed the Sofeguording Policy for the employees of the KMSS
ond its portner orgonizotions. KMSS believes ihot oll individuols hove right to live
without feor, IIve free from sexuol horossmeni ond obuse, sexuol violence,
exploitotion, qnd ony obuse of power regordless of oge, gender, sexuolity,
disobility, religion ond ethnicity. KMSS is determined on zero toieronce policy for
sexuol obuse, exploitotion ond horossment by ony of its employees, volunteers,
consultonts, portners or ony other representotives ossocloted with the delivery of
its work corrying out ony form of. This type of behovior is ogoinst KMSS's beliefs,
volues ond mission; ond sofeguording is o priority of the KMSa. KMSS hos decidedto designote o Sofeguord Focol Person to ensure implementotion of ihe
Sofeguording Policy.

Roles ond Responsibililies

Roles ond responsibilities of the KMSS Sofeguord Focol Person is to support KMSS
in doy-to-doy implementotion of the KMSS Sofeguording policy with technicol
support from the Senior Monogement Teom.

Specific dulies include-

To oct os the moin point of conioct within KMSS for sofeguording;
To ensure thot stoff members ond portners ore owore of the KMSS
Sofeguording Policy ond their responsibilities under it (for exomple by
providing troining ond guidonce);
To odvlse ond support stoff members ond portners wiih the
implementotlon of the sofeguording policy, including risk ossessmenis;
To ensure thot oll the stoff members of KMSS ond portner orgonizotions ore
properly oriented on the Sofeguording policy;
To ensure thot everyone understonds their roles ond responsibilities in
respect of the sofeguording policy ond is provided with oppropriote
leorning opportunities to recognize, identify ond respond to'signs of
obuse, neglect ond other sofeguording concerns reloting to children,
women ond vulneroble people;
To ensure thot the nome ond
Person(s) ore mode ovoiloble
concern/where to seek odvice;
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To oct os first point of contoct for concerns regording protection incidents
of children, women ond vulneroble people ond to roise those concerns to
the Senior Monogement teom os oppropriote;
To ensure thot confidentiol, detoiled ond occurqte records of oll
sofeguording concerns ore mointoined ond securely siored;
To undertoke on immediote risk ossessment for reports reloting to serious
incidents to determine wheiher there ore ony current or potentiol risks to
ony stokeholders involved in the cose, ond develop o mitigotion plon if
required;
To updote the risk ossessment ond plon on o regulor bosis throughout ond
ofter the cqse os required;

. To document oll decisions mode resulting from the cose cleorly ond
confidentiolly;

. To support the implementotion ond monitoring of the Sofeguording Policy
by providing on onnuol progress repori to the Senior Monogement Teom
together with o plon for furfher ocfion required to implement the
Sofeguording Policy of oll levels.

Skills qnd Chqrocterislics

. Hove knowledge ond experience obout sofeguording ond protection of
children, women ond vulneroble people;
. Hove respect ond outhoriiy within the office so thot her/his opinions ore
volued;
. Be opproochoble, with good communicotion skills with odults ond children;
. Be oble to keep colm when o concern is roised, especiolly if onyone needs
ossistonce;
. Be oble to work with others to ensure thot the policy is implemented, ond
respond where on incident reloted to protection of children, women ond
vulneroble people occurs;
. Commitment to sofeguording children, women ond vulneroble people ond
upholding their rights - together with the obility to odvocote for ond defend
sofeguording;
. Troining ond presentotion skills;
. Be oble to keep informotion confidentiol.
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