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Palestinian Center for Human Rights - PCHR

Are the child or their legal guardians aware of the report?

Offender Information

Name:

Address:

Workplace:

Title:

Phone and mobile number:
Email:

Relation to child:

20



Child Protection Policy

Report details

Date of incident:

Time of incident:

| know about the incident:

First-hand
Via phone
E-mail
Written note

Other, please specify

Details of incident:

19
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Abuse/violation Reporting Template

This template is used in full transparency to report any child violation or abuse whether mor-
al, physical sexual or any other form of child abuse. Upon completion, please submit the form
to HR manager immediately.

Reporter Information
Name:

Workplace:

Title:

Relation to the child:

Contact information:

Information of the child/ their legal guardians
Child name:

Child gender:

Child age:

Child address:

Child’s contact information:

Legal guardians’ name(s):

Legal guardians’ workplace:

Legal guardians’ contact information:

18



Child Protection Policy

. ,the undersigned, hereby declare that | read the principles and guidelines of PCHR’s
child protection manual, agree to adhere to it and enforce it. Additionally, | certify to
the authenticity of the below information and take full responsibility for any mistake
or misinformation.

Full Name:
Address:
Workplace:
Title:

ID Number:
Signature:

Date:

For Human Resources Use Only

Recipient/ HR Manager:

Signature:
Date:

17
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pendently in confidentiality and privacy, responsive actions are estimated and decided based
on the committee’s assessment and evaluation.

Follow-up and Evaluation

All PCHR staff shall apply the child protection policies and principles. There shall be a periodic

evaluation for the system, policies and procedures based on experiment and feedback.

+ Reports and files concerning the child protection policy shall be stored in a safe and private
location, preferably in an encrypted software.

« The General Director or Deputy shall follow-up on policy implementation by the designat-
ed personnel, possibly through the internal auditor. This shall be carried out periodically
and systematically for the General Director’s annual report on child protection to the BOD.

« This policy shall be reviewed every 3 years, at a minimum.

Child Protection Policy Pledge

In fulfillment of PCHR’s Child Protection Policy, the following pledge template shall be signed
by all staff, volunteers, trainees, partners and visitors.

16



Child Protection Policy

3. Case Response

Child protection is everyone’s responsibility at PCHR and it is hoped that this awareness is
reflected with the absence of any cases of abuse or violations in any shape or form.

All PCHR staff and partners are obliged to report any violation or abuse against children. Re-
porting incidents is compulsory, failure to report or delays in reporting shall result in disci-
plinary procedures which is not exclusive to the offender only. It should be noted that any
violation or suspected violation should be reported regardless of its timing, whether it is past
or current. The reporting form (annexed below) is submitted to HR, who constitutes an in-
vestigation committee that include Program Managers and direct supervisor of the offender.
Disciplinary procedures are estimated and decided by the committee and then referred to the
General Director for final confirmation. It is important to maintain accuracy and confidentiali-
ty in case documentation, report writing and delivery to HR. These steps shall be expedited to
ensure best practice. The reporting form is available and can be used by staff, children or their
legal guardians, or any PCHR visitor. The standards of integrity, transparency and objectivity
shall be upheld in reporting incidents, including the exact date, time, names, site, context,
evidence, and indicators. These standards are necessary to avoid malicious reports and malig-
nancy or even false accusation meant to cause harm. If the report is found to be deliberately
faked, the complainant shall be subjected to serious punishment that could lead to termina-
tion of his/her employment contract.

The investigation committee, comprised of HR, Program Managers and the direct supervi-
sor of the offender, is formed to investigate the incident. If the report names a committee
member, then they are excluded. The committee considers and investigates each case inde-

15
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2. Tasks and Powers

In general, child protection is considered the responsibility of all PCHR staff. It is preferable to
have a child protection officer; however, since a position solely dedicated to the issue is un-
available, roles and responsibilities shall be distributed as follows:

Staff: are committed to the child protection policies and principles and report any violations.
Heads of Units: are committed to the child protection policies and principles and report
any violations as well as supervise staff under their responsibility, their commitment to
child protection and provide guidance and advice.

Human Resources Officer: is committed to the child protection policies and principles and
responsible for recruitment and hiring of new staff in accordance with guidelines outlined
above. HR shall also follow-up on policy implementation, case-response and training of
new and current staff. HR is designated to receive abuse/violation reports and constitute
an investigation committee.

Program Managers: are committed to the child protection policies and principles, super-
vise staff commitment to child protection policy and provide support. Program Managers
shall also cooperate with HR to prepare staff training programs on child protection; in ad-
dition to their role as members in any investigation committees to be formed in response
to any abuse/violation report.

General Director: is committed to the child protection policies and principles, make deci-
sions and give instructions.

Board of Directors: are responsible for the ratification of the Child Protection Policy and
all other internal policies. BOD are also responsible for the application of child protection
policies and principles.



Child Protection Policy

Management is responsible for providing adequate training for staff on work with chil-
dren, as well as a special training for staff working directly with children.

Management is responsible for proper induction training for new staff, including organiza-
tional policies such as child protection, as well as provide periodic training for staff.

Staff are allowed to approach management with questions, inquiries or for advice.
Management is responsible for assessing training results and its reflection on staff con-
duct with children.

Management is responsible for acquiring signed pledges of commitment to the child pro-
tection policy.

Use periodic staff performance assessment as a tool to discuss child protection topics and
incidents that may have occurred and provide guidance on optimal response; in addition
to hearing out their recommendations and suggestion on improving or amending internal
policies and guidelines.

Management is responsible for adopting specific procedures relevant to maintaining and
exchanging information, i.e. information management. This includes identifying infor-
mation access authorizations such as identifying number of staff with authorization, ac-
cess-limits, ensuring professional and appropriate use of information and child-files and
designating file location.

Management is responsible for designating a monitoring and supervision committee con-
cerned with child protection.

Management is responsible for networking between similar organizations and relevant
governmental bodies.

13
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6. Reporting mechanisms and procedures

Staff monitoring mechanisms should be available to observe conduct with children at PCHR,
as well as, easy reporting mechanisms should be available for the staff and external parties.
All staff should be aware of child abuse reporting mechanisms, procedures and penalties. The
purpose of these mechanisms is to deter and prohibit child abuse, so that employees are fully
aware of the serious organizational stance on this issue. These procedures are primarily applica-
ble to senior level staff who should present leadership for their colleagues in mid and low levels.

1. Identifying Relations

« Child information and data shall be kept in a locked closet accessed only by authorized
personnel.

« Employees sign a pledge to commit to child protection policies.

« Staff who work with children pledges to never share any information regarding children
beneficiaries for non-work related purposes, and certifies to their responsibility in case a
violation occurs and all consequent procedures.

« Upon retirement, staff working with children surrender their files for review and are either
referred to their successor or destroyed if they are no longer needed.

« Staff working with children should maintain an easily accessible database to facilitate
monitoring and supervision, as well as reassignment of duties in a manner that maintains
the confidentiality and integrity of information.



Child Protection Policy

3. Training and awareness

All staff shall receive training on child protection standards and policies to ensure optimal un-
derstanding and application. New employees receive training on all PCHR policies and man-
uals, including the child protection manual. Additionally, PCHR publishes its manuals and
makes them available for beneficiaries to raise awareness. Personnel assigned to track the
implementation of the manuals shall receive training on monitoring, follow-up and enforce-
ment of enclosed procedures in case of a violation occurs.

4. Organizational Structure and Monitoring system

A detailed organizational structure should be clear in assigning responsibilities and author-

ities to facilitate the application of child protection policies and standards. Proper adminis-

trative support and coordination are essential to ensure inclusiveness and understanding of

duties and responsibilities. Organizational structure is key in:

« Opening communication channels between employees at the different managerial levels
and fostering a positive and supportive environment for reporting violations.

 Designating staff responsible for the application of child protection policy.

« ldentifying duties of designated staff clearly.

« Providing a monitoring and supervision system among staff.

* Including commitment to child protection guidelines in employees’ assessment.

5. Control contact with children

Confidentiality of information relevant to children shall be maintained, with extreme scrutiny
over use of their data, pictures or issues in PCHR publications. The child or their guardian shall
be asked for a written authorization by PCHR to use their information in a proper and digni-
fied manner. Furthermore, PCHR shall ascertain that staff recognize child rights, privacy and
dignity as core PCHR principles.

1
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Safe recruitment

Recruitment standards are key in assuring quality hiring in accordance with PCHR require-
ments. For safe recruitment, the following steps shall be taken:

2.

Vacancy announcement: the ad shall clearly state its zero-tolerance policy on child protection;
Job description: references the incumbent’s commitment to child protection standards;
Interview: Interview questions are intended to assess candidates’ view, interest and com-
mitment towards child protection rather than test their technical information.

Reference check: references are approached with questions on candidates’ character to
ascertain no prior violations or negative behavior with children; and to check candidates’
conduct with children in the workplace.

Contract and appendixes: each employment contract includes a clause obliging PCHR
personnel to its policies. Additionally, a separate appendix is designated to adherence to
PCHR’s internal policies and regulations; the appendix is attached to the contract and kept
in employees’ files.

Certificate of good conduct: PCHR may request a certificate of good conduct along with
employment applications.

Code of conduct

Code of Conduct is a detailed reference of principles and terms to which all staff shall adhere.
It clarifies PCHR’s principles and values that all employees should comply with and apply in
their work, and any violation of these principles and values would lead to disciplinary proce-
dures that might amount to terminating those proven to violate the rules. The code of con-
duct refers to child protection and emphasizes respecting their rights by PCHR staff.



Child Protection Policy

« Disciplinary procedures are taken against any employee who does not report, ignore, or
delays reporting cases of children abuse.

3. Learning and training

For proper enforcement of the Child Protection Policy by PCHR staff, it is important to ascer-
tain that they fully understand these policies, and feel qualified and confident to discuss and
address child protection issues in the work environment in a professional and calm manner.

« Staff shall be trained on child protection policies and procedures, and how to use and apply them.

« Staff shall be trained on addressing violations within PCHR, proper communication in such cases.

« Children and their parents shall be made aware of their rights, how to defend them and
reporting procedures in case a violation occurs within PCHR.

« PCHR’s Woman and Child Rights Unit shall receive special and intensive trainings on child
protection in the work environment.

4. Implementation, monitoring and evaluation of standards and policies

« An action plan shall be put in place to set forward the implementation process of this pol-
icy, with clearly defined and outlined stages and responsibilities.

« Staff shall receive hard and soft copies of this policy.

« This document shall be made available to children, their parents, partners and donors.

« Human and financial resources shall be made available for the implementation of the
Child Protection Policy.

+ Children data and files shall be kept in a safe and private manner.

« Records of violation/abuse incidents shall be kept for purposes of monitoring, evaluation
and disciplinary procedures.

+ Child protection policies and laws shall be reviewed periodically and adjusted based on
needs (preferably be reviewed within a maximum of 3 years).
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The Child Protection Policy has four core standards, as their application guarantees PCHR’s
full commitment to the principles of child protection.

. Building a safe working environment for children:

Upon recruitment of new staff, PCHR vets candidates and ensures their alignment with its princi-
ples and values through reference and background checks. New employees must sign a pledge of
commitment to PCHR’s Child Protection Policy; signing this pledge is a condition for employment.
New employees must be trained on all PCHR required policies.

PCHR should have a signed Code of Conduct to control employees’ professional behavior.
PCHR should have a guide for complaints or reports that outlines the process for submit-
ting complaints from the public against any staff member; as well as, the process for in-
ternal complaints by a staff member against a colleague, provided that the complaint is
honest and objective.

. Attention and response to allegations, complaints and concerns

This criterion is the core of the Child Protection policy’s and its proper application.

This document includes a set of policies for proper contact with children at PCHR that en-
hance their safety and well-being.

The Children Protection Policy is available for all the PCHR staff, children, their parents,
PCHR partners, and it can be used and followed easily.

This policy outlines the reporting mechanism of any violation against children at PCHR as
well as response mechanisms, detailed below.

PCHR will keep records of complaints and reports through all stages: registration, process-
ing, feedback, and monitoring.

Reports are addressed professionally and confidentially.



Child Protection Policy

The guidelines entailed in the Child Protection Policy aim to provide a safe working envi-
ronment for children that fosters a conscious of protection needs. It aims to reassure and
support children and contribute to building a confident and capable generation.

Other goals include:

 Raise awareness of PCHR staff on their role in child protection inside and outside the center.

« Raise children’s awareness of their rights and role in protecting themselves from any abuse
orviolation.

« Raise parents’ awareness of their children’s rights and their role to protect their children
from any abuse or violation.

« Provide reference in difficult situations and crises where time to think and report is limited.

« Protect against accusations or suspicions of abuse or violations, as an organization that
lacks such policies is more susceptible to accusations or suspicions, which may damage its
reputation and undermine its field of work.

« Board of Directors: shall adopt and ratify the Child Protection Policy and ensure compliance.

« PCHR staff: all staff who are paid, regardless of their contract type (permanent, temporary,
full-time, part-time, consultants, etc.) must comply with the provisions of PCHR’s Child
Protection Policy.

« Volunteers and trainees: all volunteers and trainees at PCHR must comply with this policy.

« Partners: governmental or non-governmental organizations, donors, or media personnel are
all obliged to uphold child protection policies and principles in the center.
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Child sexual ex-
ploitation

Child economic
exploitation

Violence through
the use of technol-

ogy

Direct communica-
tion with children

Indirect communi-
cation with child

Child’s best inter-
ests

An individual abuses child trust, weakness or an imbalance of
power for sexual purposes, including financial advantage or
increased status (social or political) of the perpetrator or facil-
itator. This may include child prostitution, trafficking for sexual
abuse, and child pornography.

The use of children at work or other activities for the benefit of
others, including child labor.

Cyberspace threats to children such as photographing, fake
photo, photo manipulation, bullying or sharing inappropriate
videos. Children may be subjected to stalking or harassment
through the use of technology.

It is the sensory presence with a child or children closely in the
framework of an organization, whether for a short term instance
or long-term. Direct contact with children may occur during
workshops, focus groups, companionship during international
travels, or service provision.

The ability to access to children’s data such as their names, ad-
dresses, phone numbers, or even their pictures.

Focuses on meeting the material, emotional, psychological, so-
cial, and developmental needs of children; and to protect them
from threats to their health, development, social relations or fu-
ture.



Child

Child Protection

Abuse
Psychological abuse

Physical abuse

Sexual abuse

Media abuse

Exploitation

Child Protection Policy

Every human being below the age of eighteen years unless un-
der the law applicable to the child. — Article 1, Convention on the
Rights of the Child

Measures, instructions and policies aimed at protecting children
from intentional and unintentional harm and providing a safe
working environment for children.

All forms of violence or harm whether physical or mental; ne-
glect or negligent treatment, maltreatment or exploitation, in-
cluding sexual abuse.

Psychological, mental, verbal, and emotional abuse.

Any punishment in which physical force is used in order to cause
a certain degree of pain or harm, including beating or slapping
children.

Includes all types of sexual violence such as incest, forced early
marriage, rape, child pornography or sexual slavery. It may in-
clude sexual assault on a child.

Use of violence in news reports, without consideration for child
privacy, or best interest. The misuse of children to convey mes-
sages they do not fully understand.

Using children to satisfy someone else’s needs, subjecting the
child to unjust, cruel and harmful treatment. Exploitation threat-
ens the child’s physical and psychological health, as well as their
education and moral, social and emotional development. It in-
cludes manipulation, misuse, abuse, oppression, subjugation
and maltreatment.
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It is a moral and legal obligation for every organization dealing, directly or indirectly, with
children to protect them from any violation or abuse, whether intentional or unintentional.
It is imperative to provide a safe working environment for children in all circumstances and
under any classification, whether they are beneficiaries, visitors or companions. The possi-
bility of a staff member committing any type of violation against children obligates orga-
nizations to adopt policies and procedures that guarantee and provide security to children
inside it. Accordingly, the Palestinian Center for Human Rights (PCHR) designed its own
child protection policy that guides organizational behavior, and ensures staff commitment,
towards child rights, dignity and their moral and physical protection. This document serves
as a point of reference and a framework for all PCHR staff, as it is reflective of the center’s
values, principles, and commitment to society in general and its beneficiaries in particular.
PCHR emphasizes that its role in child protection is not exclusive within its realm; as a hu-
man rights organization (HRO) PCHR is committed to child rights in the community at large
through services designated for child protection issues such as domestic violence, police
abuse, exploitation, sexual abuse, and all other harassments, led by PCHR’s Women and
Children Rights Unit. PCHR’s child protection doctrine is inspired by international principles
and standards on child rights such as the Universal Declaration of Human Rights (UDHR),
the United Nations Convention on the Rights of the Child (UNCRC,1989), and the Conven-
tion on the Elimination of All Forms of Discrimination Against Women (CEDAW,1979).
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