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TERMS OF REFERENCE (TOR no. 2022/025)

Service provision for supporting direct grants/contracts with
municipalities, individuals at community level, and local civil society
organizations in the framework of the project “Shkollat pér Shéndetin”

1. BACKGROUND AND RATIONALE

As of the 15t of March 2021, Save the Children have started the implementation of
the main phase of the Swiss Agency for Development and Cooperation (SDC)
Project: “Shkollat pér Shéndetin”.

The aim of the Project is to promote healthy behavioural practices and healthy
lifestyle habits in the Albanian population, with a particular focus on schoolchildren
(aged 6-16 years) in order to control and prevent effectively the major risk factors for
non-communicable diseases (NCDs) and other health emergencies including
COVID-19.

In the first implementation year of the project, the onsite interventions targeted the
following three regions: Kukés, Elbasan and Korga. In the second implementation
year of the project, the onsite interventions are expanded in three other regions of
Albania that is Lezhé, Durrés and Berat.

One of the main principles of interventions of the project “Shkollat pér Shéndetin” in
the second implementation year (covering the period March 2022 — February 2023)
concerns the provision of direct grants/contracts to municipalities and key agents of
change at local level including individuals, groups of individuals and local Civil
Society Organizations (CSOs).



https://www.eda.admin.ch/sdc

2. AIM AND OBJECTIVES OF THE SERVICE

Aim:
Save the Children is seeking to prequalify (preselect) relevant service providers for
eventually supporting provision of direct grants/contracts to municipalities and key
agents of change at local level (individuals, groups of individuals, and local CSOs),
for the needs of the project “Shkollat pér Shéndetin”.

The direct grants/contracts at local level will include a wide range of health promotion
interventions, in line with the project’s objectives.

A possible Framework Agreement will be established with the recommended
individuals/service providers.

Specific Objectives (with further explanations under Section 3: “Approach
of the service”):

e To support provision of direct grants/contracts to municipalities.

e To support provision of direct grants/contracts to individuals and groups of
individuals at local level.

e To support provision of direct grants/contracts to local CSOs.

3. APPROACH OF THE SERVICE

In principle, the scope of work of the service provider will include the development of
appropriate terms of reference (TOR) for the provision of direct grants/contracts to
local actors (municipalities, etc.), as well as the operational manual; assessment of
needs and provision of training to meet the needs; monitoring and evaluation of the
implementation of the grants; and validation of the deliverables. A work-plan and
specific deliverables will be developed in the Scope of Work.

The volume of work for the required service will be specified in a second stage, on a
case-by-case basis (i.e., according to the needs and the implementation dynamic of
the project “Shkollat pér Shéndetin”).

However, in principle, the service provider is required to account for an engagement
of at least 2-3 days per month for an overall duration of 10 months (starting from May
2022 until February 2023 — this time period covers the second implementation year
of the project “Shkollat pér Shéndetin”).

The service provider is required to travel in different regions of Albania which are
targeted for onsite interventions by the project “Shkollat pér Shéndetin” (Kukés,
Elbasan, Korgé, Lezhé, Durrés and Berat).

More specifically, the approach of the required service is described below:



3.1.The Service Provider is expected to be capable of eventually supporting
provision of direct grants/contracts to municipalities:

The scope of work of the service provider will include the development of
appropriate _terms of reference (TOR) for the provision of direct
grants/contracts to local governments, as well as the operational manual;
assessment of needs and provision of training to meet the needs;
monitoring and evaluation of the implementation of the grants; and
validation of the deliverables by local governments (municipalities).

The current implementation year of the project “Shkollat pér Shéndetin”
includes all municipalities pertinent to the following six regions of Albania:
Kukés, Elbasan, Korcé, Lezhé, Durrés, Berat. Municipalities pertinent to
the aforementioned six regions will have the opportunity to apply for a
range of health promotion interventions. In particular, municipalities will be
invited to apply for establishment of playgrounds and gardens in selected
schools of their respective coverage areas.

3.2.The Service Provider is expected to be capable of eventually supporting
provision of direct grants/contracts to individuals and groups of individuals:

The current yearly plan of operations of the project foresees provision of
direct grants/contracts for important agents of change at local level
including key individuals and groups of individuals which can make a
significant contribution for positive behavioural changes at community
level. In particular, direct grants at local level will be stimulated for the
following interventions: peer-to-peer education activities (promotion of
child participation in peer groups), and interventions involving
parents/caregivers of schoolchildren regarding healthy nutrition, physical
exercise and other lifestyle habits.

The scope of work of the service provider will consist of developing
appropriate terms of reference (TOR) for provision of direct
grants/contracts to individuals at local level, monitoring of the
implementation of the grants according to the respective TORs, and
validation of the final products (deliverables) by individuals and/or groups
of individuals at local/community level.

3.3.The Service Provider is expected to be capable of eventually supporting
provision of direct grants/contracts to local CSOs:

Also, local CSOs pertinent to six regions of Albania (Kukés, Elbasan,
Korcé, Lezhé&, Durrés, Berat) will be invited to apply for direct
grants/contracts including a range of health promotion interventions aiming
at inducing positive behavioural changes among children, parents (and
other caregivers) and communities at large.

The scope of work of the service provider will consist of developing
appropriate terms of reference (TOR) for provision of direct




grants/contracts to local CSOs, monitoring of the implementation of the
grants according to the respective TORs, and validation of the final
products (deliverables) by local CSOs.

4. ELIGIBILITY CRITERIA FOR POTENTIAL SERVICE PROVIDERS (pass/fail)

The service provider should meet the following criteria in order to address effectively
and timely the specific requirements of this call:

The service provider should have proven experience in management of direct
grants/contracts at local (community) level, including local governments
(municipalities) and key agents of change at community level (individuals,
groups of individuals, and local CSOs).

The service provider must be a legally registered entity in Albania and comply
with the country’s legislation.

The service provider should have proven experience in project management
and in report writing.

The service provider should have proven ability to meet deadlines and work
under pressure.

The service provider should have flexibility in responding to the needs of the
contracting agency.

Statement accepting the six mandatory policies for Save the Children
Albania (Annex 1).

5. PROPOSAL

The service provider is expected to submit a proposal, including:

Technical proposal including, at least, the following elements:
o Approach of the provision of direct grants/contracts to municipalities,
individuals and local CSOs;

o Comprehensiveness and coherence according to the specific
objectives of this call;

o Feasibility of the proposed interventions.
Financial bid/proposal including the following elements:

o Daily fees in ALL (Albanian Leké) of the proposed expert(s) (all taxes
included), differentiating between senior experts and junior experts.
The daily fees should include the travel cost in different regions of
Albania, as well as other potential costs.

CV of the service provider and the key expert(s) proposed, including a
summary of expertise areas as per requirements of these “Terms of
Reference”, demonstrating previous experience in supporting provision of



grants/contracts to local governments (municipalities) and key agents of
change at community level.

e A copy of ID card of the representative of the service provider.
e Leqal reqistration of the service provider (a copy of NIPT).

e Bank details letter.

Important Note

Bidders are not expected to provide a total price for the mandate, but rather indicate
the daily fees (all taxes included and transportation costs) of the proposed
expert(s). The evaluation of the bids will be done based on the value for money
taking in consideration the overall score in function of the profile and experience of
the bidding organization, the adequacy of the proposed experts, the fee charged for
each of them. The total value of the mandate will be established in a second stage,
with the winners, based on a jointly agreed operational planning that respects the
budget constraints of the project.

6. AWARD CRITERIA

The award criteria will consist of the following:
e Technical proposal: 50%
e Financial proposal: 40%

e Qualification and experience of the service provider: 10%

The award criteria are specified in detail in the table below:

CRITERIA DESCRIPTION SCORE
Comprehensiveness (completeness) and coherence
: 10%
(consistency) of the proposal
Methodology: proposed intervention approach for the
, support of provision of direct grants/contracts at local 20%
Technical proposal level
Feasibility of implementation 10%
Subtotal 40%
Experts’ daily fees 20%
Financial proposal | Financial feasibility 20%
Subtotal 40%




Service provider: experience with similar projects
(provision of grants/contracts at local governments, as 5%
well as agents of change at community level)

Project Manager: degrees, qualifications and
experience of the proposed project leader (project 5%

CV of the applicant coordinator)

Expert(s): qualification and experience of the proposed

0
key experts 10%
Subtotal 20%
TOTAL SCORE 100%

7. ADMINISTRATIVE ASPECTS
Interested service providers should submit:

1 - Atechnical proposal (approach and work-plan for each component: municipalities,
individuals and groups of individuals, as well as local CSOs),

2 - Financial proposal,
3 - CV of the service provider and the respective key expert(s) proposed,
4 - Copy of the ID card of the legal representative,

6 - Bank details,

by close of business 26 — 04 — 2022.

The application should be submitted in English in a sealed envelope. Financial offer
should be submitted in a separate envelope from the technical proposal and state if
VAT is applicable for such service. On each envelope (technical proposal, and
financial offer) it should be written clearly the full name of the current tender/call.

Address: The envelopes should be submitted to the following address:
Please do not open!

TORs ref no. 2022-025

Save the Children Albania national office

Street: “Mihal Popi”, Lagjia 8,

Building 1 Maji, Vila “Lami”; P.O. Box 8185

Tel: +355 4 2261840 / +355 4 2261929 / +355 4 2266227

Fax: +355 4 2263 428

E-mail: shkollat.per.shendetin@savethechildren.org




Late submissions: Bids submitted after the deadline will not be taken into
consideration. They will not be opened and will be destroyed.

Submission of written questions about this call may be addressed to
shkollat.per.shendetin@savethechildren.org, by close of business 14 — 4 — 2022. All
guestions will be responded by close of business 20 — 04 — 2022.



Annex |

Mandatory polices | - CHILD SAFEGUARDING POLICY

1. Our values and principles

Save the Children does not allow any partner, supplier, sub-contractor, agent or any individual
engaged by Save the Children to engage in any form of child abuse, maltreatment or poor
safeguarding practice. A child is anyone under the age of 18, and all children have an equal right to
protection regardless of any personal characteristic, including their age, gender, ability, culture, racial
origin, religious belief and sexual identity.

This policy applies to all persons working for us or on our behalf in any capacity, including employees
at all levels, directors, officers, agency workers, seconded workers, volunteers, interns, agents,
contractors, external consultants, third-party representatives, suppliers and business partners. It
applies during or outside of working hours, every day of the year.

2. What is Child Abuse?

Child abuse consists of anything, which individuals, institutions or processes do or fail to do which
directly or indirectly harms children or damages their prospect of a safe and healthy development
into adulthood.

This policy covers all forms of child abuse. Save the Children recognises five categories of child abuse,
which are sexual abuse, physical abuse, emotional abuse, neglect and exploitation. Other sub-
categories may be adopted from time to time. The policy also covers any poor safeguarding practice,

which results in or creates a risk of child abuse or harm.

Definitions of Child Abuse:

Sexual
Abuse

Sexual abuse is the involvement of a child in sexual activities, whether or
not the child is aware of what is happening. The activities may involve
physical contact, including assault by penetration (for example, rape or oral
sex) or non-penetrative acts such as masturbation, kissing, rubbing and
touching outside of clothing. They may also include non-contact activities,
such as involving children in looking at, or in the production of, sexual
images, watching sexual activities, encouraging children to behave in
sexually inappropriate ways, or grooming a child in preparation for abuse
(including via the internet). Adult males do not solely perpetrate sexual
abuse. Women can also commit acts of sexual abuse, as can other children.

Physical

Physical abuseis the non-accidental use of physical force that
deliberately or inadvertently causes a risk of/or actual injury to a child. This
may include hitting, shaking, throwing, poisoning, burning or scalding,
drowning, suffocating or otherwise causing non-accidental physical harm
to a child. Physical harm can also be caused when a parent or carer
fabricates the symptoms of, or deliberately induces, illness or temporary,
permanent injury or disability of a child.

Emotional

Emotional abuse involves doing harm to a child’s emotional, intellectual,
mental or psychological development. This may occur as an isolated event
or on an ongoing basis. Emotional abuse includes but is not limited to any




humiliating or degrading treatment (e.g. bad name «calling, threats,
yelling/screaming/cursing, teasing, constant criticism, belittling, persistent
shaming etc.), failure to meet a child’s emotional needs, and rejecting,
ignoring, terrorizing, isolating or confining a child

Neglect

Neglect includes but is not limited to failing to provide adequate food,
sufficient or seasonally appropriate clothing and /or shelter.

Neglect is also failing to prevent harm; failing to ensure adequate
supervision; failing to ensure access to appropriate medical care or
treatment or providing inappropriate medical treatment (e.g. administering
medication when not authorized); or failing to provide a safe physical
environment (e.g. exposure to violence, unsafe programming location,
unsafe sleeping practices, releasing a child to an unauthorized adult, access
to weapons or harmful objects, failing to child-proof a space that children
will occupy etc.). It can also be SCI staff, partners, contractors, suppliers
and sub-grantees failing to apply minimum requirements as set out in
mandatory procedures.

Exploitation

Child exploitation is an umbrella term used to describe the abuse of
children who are forced, tricked, coerced or trafficked into exploitative
activities. For Save the Children child exploitation includes modern slavery
and trafficking of children and children forced or recruited into armed
conflict. Child sexual exploitation is a form of child sexual abuse. It occurs
where an individual or group takes advantage of an imbalance of power to
coerce, manipulate or deceive a child or young person under the age of 18
into sexual activity;

(2) in exchange for something the victim needs or wants, and/or

(b) for the financial advantage or increased status of the perpetrator or
facilitator. The victim may have been sexually exploited even if the sexual
activity appears consensual.

Child sexual exploitation does not always involve physical contact; it can
also occur with the use of technology. Within Save the Children child
sexual abuse and exploitation also includes child early and forced marriage.




Child Child Labour is work that deprives children of their childhood, their
Labour potential and their dignity, and that is harmful to physical and mental
development. It is work that:

e is mentally, physically, socially or morally dangerous and harmful
to children; and

e interferes with their schooling by:

e depriving them of the opportunity to attend school;

e obliging them to leave school prematurely; or

e requiring them to attempt to combine school attendance with
excessively long and heavy work.

If a young person, under the age of |8 is part of an apprenticeship scheme
within the statutory law of the country and does not meet any of the above,
this would not be considered by SCl as child labour. However, any partner,
supplier, contractor or sub-contractor must inform SCI of the name of any
apprentice who will be directly involved with our work.
For Save the Children it is not acceptable for any staff or representatives
to engage anyone under the age of I8 to work as domestic help in their
place of work or at home.
Child labour may also be a form of child slavery. Child slavery is the
transfer of a young person (under |8) to another person so that the young
person can be exploited.
Zero e At Save the Children, we have a culture of zero tolerance for all
Tolerance forms of abuse and mistreatment, including Sexual Exploitation
and Abuse, Harassment, Intimidation and Bullying.

e This means that every single concern is fully responded to and
where necessary prompt action (including conducting an
investigation and taking disciplinary action, if applicable) is taken.

e It means that we will hold our people to account against the
same standards and subject them to the same processes, as
everyone else regardless of their position or reputation within
the organization.

Child abuse and exploitation is a violation of fundamental child and human rights. It may also be a
criminal act. Save the Children has a zero-tolerance approach when it comes taking action to
protecting children from all forms of exploitation and abuse. We are committed to acting ethically
and with integrity in all our business dealings and relationships and to implementing and enforcing
effective systems and controls to ensure child exploitation and abuse is not taking place anywhere in
our own business or in any of our supply chains or partnerships.

Save the Children is also committed to ensuring there is transparency in our own business and in
our approach to preventing and responding to any child safeguarding violations throughout our
supply chains, and relationships with third parties, consistent with our national and international
disclosure obligations, and shall comply with all applicable laws, statutes, regulations and codes from
time to time in force, including:

a. United Nations Convention on the Rights of the Child (UNCRC);

b. UN Secretary General’s Bulletin: Special Measures for Protection from Sexual
Exploitation and Abuse;

c. UK Modern Slavery Act 2015;
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US Trafficking Victims Protection Act 2000;
USAID ADS 303 Mandatory Standard Provision, Trafficking in Persons (July 2015);
and

f. International Labour Standards on Child Labour and Forced Labour.

Where the guidance in this policy conflicts with any applicable laws or regulations, the higher
standard must be observed at all times.

3. Our approach to preventing the abuse and exploitation of children

Save the Children is committed to preventing child abuse and exploitation, including through the
following means:

Awareness: Ensuring that all staff, representatives and third parties connected to Save the Children
are aware of the high standards of behaviour and conduct expected of them to protect children from
any form of abuse and exploitation in their private and working lives.

Prevention: Ensuring, through awareness and good practice, that staff and those who work with
Save the Children minimise the risks of any form of child abuse and exploitation, including but by no
means limited to conducting relevant vetting and background checks of staff as part of their
recruitment process.

Reporting: Ensuring that all staff and those who work with Save the Children are clear on what
steps to take where suspicions or concerns arise regarding allegations of child abuse or exploitation

Responding: Ensuring that immediate action is taken to identify and address reports of child abuse
and exploitation, and to ensure the safety and well-being of the child/ren involved.

To help you identify incidents of child abuse, exploitation and poor safeguarding practice the
following are examples of prohibited behaviour and practice, which are not tolerated by Save the
Children:

a. Physically, sexually, or emotionally harming or threatening to harm a child. This includes
beating them or any other form of physical or humiliating discipline

b. Engaging in any form of sexual activity with anyone under the age of 18, regardless of age of
consent or custom locally

C. Exchanging money, employment, goods or services for sex, including sexual favours or other
forms of humiliating, degrading or exploitative behaviours. This includes exchange for
assistance that is due to beneficiaries and their families

d. Sending private messages to children you have met through Save the Children, for example
private messaging on social media or by mobile phone
Engage anyone under the age of 18 in exploitative and harmful labour

f. Employees engaging in commercial exploitation of children, for example a hotel employee
facilitating sexual abuse by hotel guests or indirectly

g. Causing the death of or seriously injuring a child due to reckless or careless driving

h. Failing to ensure the required health and safety at construction or other sites where services
are being provided and work implemented on behalf of Save the Children
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i.  Failing to follow the law or required procedures and regulations which result in the death or
harm of a child

4. The commitment we expect from you

Save the Children expects the same high standards from all of our partners, contractors, suppliers
and all third parties working with or for Save the Children, including taking measures to prohibit
their staff and representatives from engaging in any child sexual exploitation , sexual abuse or any
other form of abuse or exploitation in their working and person lives.

a) You must have a zero-tolerance policy on Child abuse and exploitation and take all
measures available to you to prevent and respond to actual, attempted or threatened forms of
child abuse and exploitation involving SCI staff or representatives, or your organisation’s
employees or representatives that arises during performance of the terms of this Agreement.

b) You must ensure that your staff members and those working with Save the Children under
your control are fully aware of this policy and encourage them to report incidents of
suspected or actual child abuse involving SCI staff or representatives, or your organisation’s
employees or representatives that arises during performance of the terms of this Agreement.

¢) You must immediately report any suspicion of child abuse or exploitation occurring in
SCI, your organisation or the organisations you work with, that arises during the
performance of the terms of this agreement with Save the Children. Failure to report will be
treated as serious and may result in termination of any agreement with Save the Children.

d) When you or any staff working for Save the Children under your control suspect or become
aware of a child safeguarding concern in relation to work for Save the Children, you are
obliged to:-

o act quickly and immediately report suspicions or knowledge of a safeguarding
concern or incident to a relevant contact at Save the Children (which could include
the Country Office Supply Chain lead, Child Safeguarding Focal Point, Save the
Children Country Director / Regional Director or report to
childsafeguarding@savethechildren.org

o keep any information confidential between you and the person you report this to.

e) You will cooperate with Save the Children in any investigations of concerns reported under
this Agreement, and keep Save the Children promptly updated on any concerns reported
under this Agreement, including but not limited to actions taken by you in response.

Please contact your Save the Children representative if you have further questions.
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Mandatory polices Il FRAUD, BRIBERY AND CORRUPTION POLICY AND
PROCEDURE

Our values and principles

Save the Children has a “zero tolerance” policy towards fraud, bribery and corrupt practices (see
definitions and examples below).

All Save the Children employees, partners and vendors have a duty to protect the assets of Save the
Children and to comply with relevant laws (including the UK Bribery Act 2010). Save the Children
does not allow any partner, supplier, sub-contractor, agent or any individual engaged by Save the
Children to behave in a dishonest manner while carrying out Save the Children’s work.

Where the guidance in this policy conflicts with any applicable laws or regulations, the higher standard
must at all times be observed, so that SCI is compliant with all applicable laws and regulations.

Attempted fraud, bribery and corruption is as serious as the actual acts and will be treated in the same
way under this policy.

What we do

Save the Childrenis committed to preventing acts of fraud, bribery and corruption through the
following means:

Awareness: Ensuring that all staff and those who work with Save the Children are aware of the
problem of fraud, bribery and corruption, and are able to identify different types of fraud, bribery &
corruption schemes when they occur

Prevention: Ensuring, through awareness and good practice, that staff and those who work with Save
the Children minimise the risks of fraud, bribery and corruption.

Reporting: Ensuring that all staff and those who work with Save the Children are clear on what steps
to take where concerns arise regarding allegations of fraud, bribery and corruption, and that any
suspicion of fraud, bribery or corruption is immediately reported

Responding: Ensuring that appropriate action is taken to investigate suspicions of fraud, bribery &
corruption, and to support and protect SCI assets and resources. SCI is committed to taking all
appropriate corrective actions, including disciplinary, legal or other actions, in light of any findings
of fraud, bribery, or corruption with respect to relevant individuals (including those who have
committed fraud and/or anyone who knew of such fraud but failed to act). SCI will take steps
following any incidents of fraud, bribery, or corruption to review controls and protocols to identify
and address any gaps or weaknesses.

Definitions and examples of fraud, bribery and corruption

To help you identify cases of fraud, bribery and corruption, some examples have been set out below,
however this list is not exhaustive. If in doubt, contact your Save the Children representative or email
scifraud@savethechildren.org:

Fraud: An act of deception intended for personal gain to obtain an advantage, avoid an obligation or
to cause loss to another party even if no such gain or loss is in fact caused. For the purpose of this
policy, fraud also covers the dishonest appropriation of property belonging to another, with the
intention of permanently depriving them of it.
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a)

b)

d)

€)

9)

h)

),

k)

embezzlement: improperly using funds, property, resources, or other assets belonging to SCI
for their own personal advantage instead;

collusion: improperly colluding with others to circumvent, undermine, or ignore our rules,
policies, or guidance (e.g. fixing the amounts of a tender in order to bring it below a certain
threshold);

abuse of a position of trust: improperly using one’s position within Save the Children for
personal benefit (e.g. accessing confidential material or passing confidential information) or
with the intention of gaining from, unfairly influencing or depriving the organisation of
resources, money and/or assets;

nepotism or patronage: improperly using employment to favour or materially benefit friends,
relatives, or other associates, or where someone requests that a Save the Children employee
offer employment or some other advantage to a friend or relative (e.g. awarding contracts,
jobs, or other material advantages);

false accounting: deliberately entering false or misleading information into accounts or
financial records (e.g. entering false refunds or voids through the till in a retail shop);

false invoicing: knowingly creating or using invoices that are false in any way;

expenses fraud: dishonestly using the expenses system to pay money or other benefits to which
the recipient is not entitled;

payroll fraud: dishonestly manipulating a payroll system to make unauthorised payments (e.g.
by creating ‘ghost’ employees or by increasing an individual’s salary);

tax or duty evasion: knowingly avoiding the payment of tax or any other duty that a person is
aware should be paid;

forgery: dishonestly creating or altering documents to make any information in the document
incorrect or misleading often with the effect of depriving the organisation of resources, money
and/or assets;

brand fraud: dishonestly using Save the Children’s name, branding or documentation for
personal or private gain;

obstructing proper process: threaten or retaliate against another individual who has refused to
commit a bribery offence or who has raised concerns under this policy;

m) failing to disclose information: not providing accurate and complete information relevant to

your position which will adversely impact your ability to perform your role; for example,
failure to disclose a ‘conflict of interest’

Bribery: Offering, promising, giving, soliciting or accepting any financial or other advantage (e.g.
money, gifts, loans, fees, hospitality, services, discounts, the award of a contract or anything else of
value), to induce the recipient or any other person to act improperly (illegally, unethically, or contrary
to an expectation of good faith or impartiality, or where they abuse a position of trust.) in the
performance of their functions, or to reward them for acting improperly, or where the recipient would
act improperly by accepting the advantage. The outcome or reward for which the bribe is offered or
given never actually has to occur for it to be a bribe; the promise of such an outcome/reward is
sufficient.

a)

b)

paying or offering a bribe: give, promise to give, or offer, a payment, gift or hospitality with
the expectation or hope that a business advantage will be received, or to reward a business
advantage already given;

receiving or requesting a bribe: accept a payment, gift or hospitality from a third party
including from government officials, representatives or other politicians that you know or
suspect is offered with the expectation that it provides them or anyone else an advantage in
return;
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c)

receiving improper benefits: give or accept a gift or provide any hospitality during any
commercial negotiations or tender process, if this could be perceived as intended or likely to
influence SCI’s decision-making;

d) receiving a ‘kickback’: improperly receiving a share of funds or a commission from a supplier

as a result of involvement in a bid, tender or procurement exercise.

Corruption: The abuse of entrusted power or position for private gain. It relates to dishonestly
accepting, obtaining or attempting to obtain a gift or consideration as an inducement or reward for
acting, or omitting to act.

a)

b)

facilitation payments: typically small, unofficial payments made to secure or expedite a routine
or necessary action (for example by a government official). They are an inherent risk in Fragile
and Conflict affected states and constitute a form of diversion of aid from reaching those
intended and potential sources of criminal and or terrorist financing.

improperly seeking to influence a public official: to obtain or retain a business or other

advantage either directly, or through a third party by offering, promising or giving a financial
or other advantage that is not legitimately due to the official or another person at the official's
request or with his/her assent or agreement.

Conflict of interest: A conflict of interest arises where an employee has a private or personal interest
which may, or could be perceived to, compromise their ability to do their job. Actual, potential (could
develop) or perceived (could be considered likely) conflicts of interest can arise across all areas of our
work. Conflicts may be of a personal, financial or political nature. A conflict of interest would arise
when an employee or agent, any member of his or her immediate family, or an organisation which
employs any of his family, has a financial or other interest in, or a tangible personal benefit from, a
firm considered for a contract.

What is expected of you?

f)

9)

You have a duty to protect the assets of Save the Children from any form of dishonest
behaviour.

You must ensure that your staff members and those working with Save the Children under
your control are fully aware of this policy and encourage them to report incidents of
suspected or actual fraud, bribery and corruption.

h) You must immediately report any suspicion of fraud, bribery or corruption occurring in

i)

their organisation that affects SCI funds, brand, staff or assets to Save the Children. Failure
to report will be treated as serious and may result in termination of any agreement with Save
the Children. Reports of suspicions of fraud, bribery or corruption are made to the

When you or any staff working for Save the Children Under your control suspect or become
aware of fraud, bribery or corruption in relation to work for Save the Children, you are
obliged to:-

o act quickly and immediately report suspicions or knowledge of fraud, bribery or
corruption to a relevant contact at Save the Children (which could include the
Country Office Partnership lead, Program lead, Supply Chain lead, Senior
Management Team member or the Save the Children Country Director / Regional
Director and/or the Save the Children Head of Fraud Management at
scifraud@savethechildren.org
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o keep any information confidential between you and the person you report this to.

J) You must immediately declare any actual or perceived conflict of interest between any
personal, private interest and save the Children’s work.

k) You will cooperate with Save the Children in any investigations, and to enable Save the

Children to keep our donors and members fully informed and promptly updated on any
suspicion of fraud relating to their funds.

If you want to know more about the Fraud, Bribery and Corruption Policy then please contact your
Save the Children representative.

Mandatory polices Il HUMAN TRAFFICKING AND MODERN SLAVERY POLICY
1. Our values and principles

Save the Children does not allow any partner, supplier, sub-contractor, agent or any individual
engaged by Save the Children to engage in human trafficking or modern slavery.

This policy applies to all persons working for us or on our behalf in any capacity, including employees
at all levels, directors, officers, agency workers, seconded workers, volunteers, interns, agents,
contractors, external consultants, third-party representatives, suppliers and business partners.

2. What is human trafficking and modern slavery?

The Modern Slavery Act (MSA) 2015 covers four activities:

Slavery Exercising powers of ownership over a person

Servitude The obligation to provide services is imposed by the use of
coercion

Forced or Work or services are exacted from a person under the menace of

compulsory labour | any penalty and for which the person has not offered themselves
voluntarily

Human trafficking | Arranging or facilitating the travel of another person with a view
to their exploitation

Modern slavery, including human trafficking, is a crime and a violation of fundamental human rights.
It takes various forms, such as slavery, servitude, forced and compulsory labour and human
trafficking, all of which have in common the deprivation of a person's liberty by another in order to
exploit them for personal or commercial gain. We have a zero-tolerance approach to modern slavery
and we are committed to acting ethically and with integrity in all our business dealings and
relationships and to implementing and enforcing effective systems and controls to ensure modern
slavery is not taking place anywhere in our own business or in any of our supply chains.

We are also committed to ensuring there is transparency in our own business and in our approach to
tackling modern slavery throughout our supply chains, consistent with our national and international
disclosure obligations, and shall comply with all applicable laws, statutes, regulations and codes from
time to time in force, including:

g. UK Modern Slavery Act 2015 (see above);
h. US Trafficking Victims Protection Act 2000;
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i. USAID ADS 303 Mandatory Standard Provision, Trafficking in Persons (July 2015);
and
j- International Labour Standards on Child Labour and Forced Labour.

3. Our approach to preventing human trafficking and modern slavery

Save the Children is committed to preventing human trafficking and modern slavery, including
through the following means:

Awareness: Ensuring that all staff and those who work with Save the Children are aware of the
problem of human trafficking and modern slavery.

Prevention: Ensuring, through awareness and good practice, that staff and those who work with Save
the Children minimise the risks of human trafficking and modern slavery.

Reporting: Ensuring that all staff and those who work with Save the Children are clear on what steps
to take where concerns arise regarding allegations of human trafficking and modern slavery.

Responding: Ensuring that action is taken to identify and address cases of human trafficking and
modern slavery.

To help you identify cases of human trafficking and modern slavery, the following are examples of
prohibited categories of behaviour:

a. 'chattel slavery', in which one person owns another person.

b. ‘Bonded labour’ or ‘debt bondage’, which is when a person's work is the security for a debt —
effectively the person is on ‘a long lease' which they cannot bring to an end, and so cannot leave
their 'employer'. Often the conditions of employment can be such that the labourer can't pay off
their debt and is stuck for life, because of low wages, deductions for food and lodging, and high
interest rates.

c. ‘Serfdom’, which is when a person has to live and work for another on the other's land.

d. Other forms of forced labour, such as when passports are confiscated (sometimes by
unscrupulous recruitment agencies) from migrant workers to keep them in bondage, or when a
worker is 'kept in captivity' as a domestic servant. If a supplier or contractor appears to impose
excessively harsh working conditions, or excessively poor wages, then you should always be
alive to the possibility that a form of forced labour is occurring, and take care with your due
diligence.

e. “Child slavery’, which is the transfer of a young person (under 18) to another person so that the
young person can be exploited. Child labour may, in fact, be a form of child slavery, and should
not be tolerated. See the Save the Children Child Safeguarding Policy for further details.

f. ‘Marital and sexual slavery’, including forced marriage, the purchase of women for marriage,
forced prostitution, or other sexual exploitation of individuals through the use or threat of force
or other penalty.
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4. The commitment we expect from you

We expect the same high standards from all of our contractors, suppliers and other partners, and that
all third parties working with or for SCI take measures to ensure that modern slavery and human
trafficking are not present within their organisations and supply chains.

All those who work for us or on our behalf (including all partners, suppliers, consultants and others
to whom this policy applies) should make their staff and others who they work with aware that they
should report any concerns or suspicions of modern slavery within SCI, their organisation, or the
organisations that they work with to their SCI contact point, or an SCI Country or Regional Director.

Please contact your Save the Children representative if you have further questions.
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Mandatory polices IV PROTECTION FROM SEXUAL EXPLOITATION AND ABUSE
(PSEA) POLICY

1. Our values and principles

This policy is concerned with the Protection from Sexual Exploitation and Abuse (PSEA) of adults
(anyone over the age of 18). This includes direct or indirect beneficiaries of our programming, adults
in the wider communities in which we work and those who come into contact with Save the Children
or our representatives.

Save the Children has a “Zero Tolerance” approach to Sexual Exploitation and Abuse and does not
allow any partner, supplier, sub-contractor, agent or any individual engaged by Save the Children to
engage in any form of sexual abuse or exploitation against vulnerable or other adults associated with
its work. All adults have the equal right to protection regardless of any personal characteristic,
including their age, gender, ability, culture, racial origin, religious belief and sexual identity.

This policy applies to all persons working for us or on our behalf in any capacity, including employees
at all levels, directors, officers, agency workers, seconded workers, volunteers, interns, agents,
contractors, external consultants, third-party representatives, suppliers and business partners. It
applies during or outside of working hours, every day of the year.

2. What is Sexual Exploitation and Abuse?

Sexual Exploitation and Abuse refers to all forms of inappropriate conduct of a sexual nature.
This includes, but is not limited to:

Exchanging money, employment, goods or services for sex, including sexual favours or other
forms of humiliating, degrading, or exploitative behaviour;

Sexual sexual activity with commercial sex workers in countries where SCl is delivering
programming whether or not prostitution is legal in the host country; and

Use of a child or adult to procure sex for others.

Definitions of Sexual Exploitation and Abuse (SEA):

Abuse

Sexual The threatened or actual physical intrusion of a sexual or sexualised nature,

including inappropriate touching, by force or under unequal or coercive
conditions, sexual assault and rape. It may also include threatened or actual
non-physical intrusion (unwanted and/or uninvited exposure to
pornography, texts, images, and so on, the sharing of images, texts and so
on, demands for sexualised photographs etc.).

Sexual
Exploitation

Any actual or attempted abuse of a position of vulnerability, differential
power, trust, or dependency, for sexual or sexualised purposes. This
includes the offer or promise of monetary, social, political benefits as an
incentive or form of coercion.

Sexual Any sexual or sexualised acts, in exchange for something such as money,

favours goods, services, opportunities and so on. Also includes demands for
inappropriate photographs, filming, and exposure to pornography and so
on.

Grooming The cultivation of emotional relationships with those in positions of

vulnerability or inequitable power, with the intention of manipulating these
relationships into sexualised dynamics in the future
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Zero e At Save the Children, we have a culture of zero tolerance for
Tolerance all forms of abuse and mistreatment, including Sexual
Exploitation and Abuse, Harassment, Intimidation and Bullying.

e This means that every single concern is fully responded to and
where necessary prompt action (including conducting an
investigation and taking disciplinary action, if applicable) is
taken.

e It means that we will hold our people to account against the
same standards and subject them to the same processes, as
everyone else regardless of their position or reputation within
the organization.

Sexual exploitation and abuse are a violation of fundamental human rights. It can also be a criminal
act. Save the Children is committed to acting ethically and with integrity in all our business dealings
and relationships and to implementing and enforcing effective systems and controls to ensure the
exploitation and abuse of adults is not taking place anywhere in our own business or in any of our
supply chains or partnerships. SCl is committed to ensuring there is transparency in our own business
and in our approach to preventing and responding to any safeguarding violations against adults
throughout our supply chains, and relationship with third parties. In addition we are committed to
ensuring our approach is consistent with our national and international disclosure obligations, and
shall comply with all applicable laws, statutes, regulations and codes from time to time in force,
including:

k. All relevant UK laws related to protection from sexual abuse, violence and harm,
and those outlining measures for reporting known or alleged cases of abuse;

I.  Applicable laws in the countries where SCI operates; and

m. UN Secretary General’s Bulletin: Special Measures for Protection from Sexual
Exploitation and Abuse

Where the guidance in this policy conflicts with any applicable laws or regulations, the higher
standard must be observed at all times.

3. Our approach to preventing the abuse and exploitation of adults

Save the Children is committed to preventing the sexual exploitation and abuse of adults, including
through the following means:

Awareness: Ensuring that all staff, representatives and third parties connected to Save the Children
are aware of the high standards of behaviour and conduct expected of them to protect adults from

any form of sexual abuse and exploitation in their private and working lives.

Prevention: Ensuring, through awareness and good practice, that staff and those who work with
Save the Children minimise the risks of any form of sexual exploitation and abuse, including but by
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no means limited to conducting relevant vetting and background checks of staff as part of their
recruitment process.

Reporting: Ensuring that all staff and those who work with Save the Children are clear on what
steps to take where suspicions or concerns arise regarding allegations of sexual exploitation or abuse
of adults in vulnerable populations where we work.

Responding: Ensuring that immediate action is taken to identify and address reports of sexual
exploitation and abuse and ensure the safety and well-being of the person being sexually exploited
or abused.

To help you identify SEA incidents the following are examples of prohibited behaviour:

0. Engaging in relationships, which could be an abuse of trust, are abusive and/or exploitative.
h. Your employees engaging in commercial sexual exploitation of a person, for example a hotel
employee facilitating sexual abuse by hotel guests.

Sexual assault.

I.

J. Forcing sex or someone to have sex with anyone.

k. Forcing a person to engage in prostitution or production of pornography.
I.  Unwanted touching of a sexual nature.

4. The commitment we expect from you

Save the Children expects the same high standards from all of our partners, contractors, suppliers
and all third parties working with or for Save the Children, including taking measures to prohibit
their staff and representatives from engaging in any sexual exploitation and abuse in their working
and person lives.

I) You must have a zero-tolerance policy on SEA and take all measures available to you to
prevent and respond to any actual, attempted or threatened of sexual exploitation or abuse
involving SCI staff or representatives, or your organisation’s employees or representatives
that arises during performance of the terms of this Agreement.

m) You must ensure that your staff members and those working with Save the Children under
your control are fully aware of this policy and encourage them to report incidents of
suspected, or actual, concerns of sexual exploitation and sexual abuse involving SCI staff or
representatives, or your organisation’s employees or representatives that arises during
performance of the terms of this Agreement.

n) You must immediately report any suspicion or incident of sexual exploitation or abuse
occurring in SCI, your organisation or sub-contractor in relation to your business
partnership with Save the Children. Failure to report will be treated as serious and may
result in termination of any agreement with Save the Children.

0) When you or any staff working for Save the Children under your control suspect or become
aware of a safeguarding concern in relation to work for Save the Children, you are obliged
to:-

o Act quickly and immediately report suspicions or knowledge of a safeguarding
concern or incident to a relevant contact at Save the Children (which could include
the PSEA Focal Point, the Save the Children Country Director / Regional Director).
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o Keep any information confidential between you and the person you report this to.
p) You will cooperate with Save the Children in any investigations of concerns reported under
this Agreement, and keep Save the Children promptly updated on any concerns reported
under this Agreement, including but not limited to actions taken by you in response.

Please contact your Save the Children representative if you have further questions.

Mandatory polices V - ANIT-HARASSMENT, INTIMIDATION AND BULLYING
POLICY

I. Our values and principles

Save the Children’s Anti-harassment, Intimidation and Bullying Policy expresses our commitment to
maintain a workplace that is free of harassment, so that all those who work for SCI can feel safe and
happy. We will not tolerate anyone harassing, intimidating, or bullying others in the workplace. We
also prohibit wilful discrimination based on sex, gender, sexual orientation, marital status, race
(including colour, nationality or ethnic or national origin), religion or belief, age, disability and other
aspects of identity. Save the Children expects the same standards to be applied by partners,
contractors and supplier and all third parties associated with our work.

Save the Children takes a zero tolerance approach to any form of Harassment, Sexual Harassment,
Intimidation and Bullying (as those terms are defined in this policy) in and outside of the workplace,
including sexual exploitation and abuse and any conduct that is discriminatory or disrespectful toward
others. This includes on SCI premises, in the communities in which we work or elsewhere, and
whether during or outside of working hours.

All adults have the equal right to protection regardless of any personal characteristic, including their
sex, gender, sexual orientation, marital status, race (including colour, nationality or ethnic or national
origin), religion or belief, age, disability. SCI does not tolerate any action that violates a person’s
dignity or creates an intimidating, hostile, degrading, humiliating or offensive environment.

This policy applies to all persons working for us or on our behalf in any capacity, including employees
at all levels, directors, officers, agency workers, seconded workers, volunteers, interns, agents,
contractors, external consultants, third-party representatives, suppliers and business partners. It
applies during or outside of working hours, every day of the year.

2. What is Harassment, Intimidation and Bullying?

Definitions of Harassment, Intimidation and Bullying

Word/Term Definition

Harassment consists of unwanted conduct, whether verbal, physical
or visual, which is related to a person’s sex, gender, marital status,
sexual orientation, race (including colour, nationality or ethnic or
Harassment national origin), religion or belief, age or disability with the purpose or
effect of violating the dignity of a person or creating an intimidating,
hostile, degrading, humiliating or offensive environment. Such conduct
may take place on a single occasion or on several occasions.

Sexual Harassment
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Sexual Harassment consists of unwanted conduct of a sexual
nature, which has the purpose or effect of violating the dignity of a
person or creating an intimidating, hostile, degrading, humiliating or
offensive environment. Such conduct may take place on a single
occasion or on several occasions.

Sexual Harassment may take the form of unwelcome physical, verbal
or non-verbal conduct directed at a person or group of persons, which
may include - but is not limited to - the following:

(@) unwanted physical contact, ranging from touching to sexual assault
and rape;

(b) verbal forms of sexual harassment including unwelcome sexual
innuendoes, suggestions and hints, sexual advances, comments
with sexual overtones, sex-related jokes or insults, comments
about a person’s body or enquiries about a person’s sex life or
sexual orientation;

(c) non-verbal forms of sexual harassment including unwelcome
gestures, whistling, indecent exposure or the unwelcome
display of sexually explicit pictures or objects;

d) unwanted messages of a sexual nature that are sent via email, SMS,
skype, voice messages and other electronic means, whether using SCI
IT/devices or personal mobiles/equipment; or

(e) harassment of a sexual nature that is linked to
recruitment/employment opportunities, promotion, training or
development opportunities or the offer of salary increments or other
employee or worker benefits in exchange for sexual favours.

Intimidation

Intimidation is the unreasonable use of status or authority to
require or coerce an individual to perform an action or task, which
the individual knows to be inappropriate and/or disrespectful, illegal,
or in direct conflict with SCI policy or procedure.

Bullying

Bullying is any repeated offensive, abusive, intimidating, malicious or
insulting behaviour which: (i) makes the recipient feel upset,
threatened, humiliated or vulnerable or undermines their self-
confidence or causes them to suffer stress or feel upset; and (ii) a
reasonable observer would identify as amounting to bullying
behaviour.

Sexual Exploitation

Any actual or attempted abuse of a position of vulnerability, differential
power, trust, or dependency, for sexual or sexualised purposes. This
includes the offer or promise of monetary, social, political benefits as

an incentive or form of coercion.
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The threatened or actual physical intrusion of a sexual or sexualised
nature, including inappropriate touching, by force or under unequal or
coercive conditions, sexual assault and rape. It may also include
Sexual Abuse threatened or actual non-physical intrusion (unwanted and/or uninvited
exposure to pornography, texts, images, and so on, the sharing of
images, texts and so on, demands for sexualised photographs etc.).

Other forms of harassment [that] may relate to a person’s gender,
marital status, race (including colour, nationality or ethnic or national
Discriminatory and | origin), religion or belief, age or disability and may involve bullying or
disrespectful behaviour | intimidation or both.

e At Save the Children, we have a culture of zero tolerance for
all forms of abuse and mistreatment, including Sexual
Exploitation and Abuse, Harassment, Intimidation and
Bullying.

e This means that every single concern is fully responded to and
where necessary prompt action (including conducting an
investigation and taking disciplinary action, if applicable) is
taken.

e |t means that we will hold our people to account against the
same standards and subject them to the same processes, as
everyone else regardless of their position or reputation within
the organization.

Zero Tolerance

SCI is committed to ensuring there is transparency in our own business and in our approach to
preventing and responding to any form of harassment, intimidation and bullying against adults
throughout our supply chains, and relationship with third parties. In addition we are committed to
ensuring our approach is consistent with our national and international disclosure obligations, and
shall comply with all applicable laws, statutes, regulations and codes from time to time in force,
including all relevant UK laws related to protection from harassment, intimidation, bullying, and
applicable laws in the countries where SCI operates

Where the guidance in this policy conflicts with any applicable laws or regulations, the higher
standard must be observed at all times.

3. Our approach to anti-harassment, intimidation and bullying

Save the Children is committed to preventing all forms of harassment, intimidation and bullying
through the following means:

Awareness: Ensuring that all staff, representatives and third parties connected to Save the Children

are aware of the high standards of behaviour and conduct expected of them to prevent any form of
harassment, intimidation and bullying in the workplace.
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Prevention: Promoting a safe and healthy working environment by applying all relevant policies and
mechanisms to ensure that staff and those who work with Save the Children understand and
minimise the risks of any form of harassment, intimidation and bullying.

Reporting: Ensuring that all staff and those who work with Save the Children are clear on what
steps to take where suspicions or concerns arise regarding allegations of any form of harassment,
intimidation and bullying in the workplace.

Responding: Ensuring that immediate action is taken to identify and address reports of any form of
harassment, intimidation and bullying in the workplace and ensure the safety and well-being of the
survivor/victim.

4. The commitment we expect from you

Save the Children expects the same high standards from all of our partners, contractors, suppliers
and all third parties working with or for Save the Children, including taking measures to provide a
safe and healthy working environment including protection from bullying and harassment at work.

You must have a zero-tolerance policy on any form of harassment, intimidation and bullying in the
workplace and take all measures available to you to prevent and respond to any actual, attempted
or threatened harassment, intimidation and bullying involving SCI staff or representatives, or your
organisation’s employees or representatives that arises during performance of the terms of this
Agreement.

q) You must ensure that your staff members and those working with Save the Children under
your control are fully aware of this policy and encourage them to report incidents of
suspected, or actual, harassment, intimidation or bullying involving SCI staff or
representatives, or your organisation’s employees or representatives that arises during
performance of the terms of this Agreement.

r) You must immediately report any suspicion or incident of harassment, intimidation or

bullying occurring in SCI, your organisation or sub-contractor in relation to your business
partnership with Save the Children. Failure to report will be treated as serious and may
result in termination of any agreement with Save the Children.

s) When you or any staff working for Save the Children under your control suspect or
become aware of a harassment, intimidation or bullying concern in relation to work for
Save the Children, you are obliged to:-

o Act quickly and immediately report suspicions or knowledge of any harassment,
intimidation or bullying concern or incident to a relevant contact at Save the
Children (which could include the Save the Children Country Director / Regional
Director).

o Keep any information confidential between you and the person you report this to.

t) You will cooperate with Save the Children in any investigations of concerns reported
under this Agreement, and keep Save the Children promptly updated on any concerns
reported under this Agreement, including but not limited to actions taken by you in
response.

Please contact your Save the Children representative if you have further questions.
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Mandatory polices VI CODE OF CONDUCT FOR IAPG AGENCIES AND
SUPPLIERS

IAPG

The Inter-Agency
Procurement Group

Suppliers and manufacturers to Non Governmental Organisations (NGQO’s) should be aware of the
Code of Conduct initiatives that the Inter-Agency Procurement Group (IAPG) supports. This
information is to advise you, our suppliers, of the Corporate Social Responsibility (CSR) element in
our supplier relationships.

e Goods and services purchased are produced and developed under conditions that do not
involve the abuse or exploitation of any persons.

e Goods produced and delivered by organisations subscribe to no exploitation of children.

e Goods produced and manufactured have the least impact on the environment.

Code of Conduct for Suppliers

Goods and services are produced and delivered under conditions where:

Employment is freely chosen.

The rights of staff to freedom of association and collective bargaining are respected.
Living wages are paid.

There is no exploitation of children.

Working conditions are safe and hygienic.

Working hours are not excessive.

No discrimination is practised.

Regular employment is provided.

No harsh or inhumane treatment of staff is allowed.

Environmental Standards

Suppliers should as a minimum comply with all statutory and other legal requirements relating to
environmental impacts of their business. Areas to be considered are:
e Waste Management
Packaging and Paper
Conservation
Energy Use
Sustainability

Business Behaviour

IAPG members will seek alternative sources where the conduct of suppliers demonstrably violates
anyone’s basic human rights, and there is no willingness to address the situation within a reasonable
timeframe.

IAPG members will seek alternative sources where companies in the supply chain are involved in the
manufacture of arms or the sale of arms to governments which systematically violate the human
rights of their citizens.

Qualifications to the statement

Where speed of deployment is essential in saving lives, IAPG members will purchase necessary goods
and services from the most appropriate available source.
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Disclaimer

This Code of Conduct does not supersede IAPG Members’ individual Codes of Conduct. Suppliers
are recommended to check the Agencies’ own websites.
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