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PREFACE 

During the course of putting this manual together we greatly benefited from the comments, feedback, inspiration and encouragement of many of our colleagues and friends. It would be difficult to mention all the names but we would like to record our appreciation and thanks to a few for their invaluable contributions:

· Louise Diamond, President, the Peace Company lead the design of CARE’s diversity curriculum, and GED team members, who always motivate us to adapt and create new methodologies to facilitate dialogue on difficult topics

· Members of the Sexual Exploitation Support Group for their continued commitment and dedication to advance this work within CARE

· Ms. Naina Kapur, Director, Sakshi, who provided us with useful ideas for activities through the awareness workshops facilitated by her for CARE staff in India and Sri Lanka.

· Staff in CARE Sri Lanka and India who participated in the awareness sessions and offered valuable feedback.

· CARE’s many staff participated in the review and editing of this Guide. Some of whom included – Joy Shiferaw, Succession Management Coordinator; Allison Burden, Regional Program Advisor, ECARMU; Jock Baker, CARE International Emergency Group; and Stephane Cardinal, Deputy regional Director, SWARMU

· Susan Farnsworth, Senior Vice President, Program, CARE USA, who ensured that this topic was treated as an important priority in CARE and consistently provided the required support and encouragement to advance the work on prevention and response to sexual exploitation. 
This resource has been put together to guide staff responsible for creating awareness and/or coordinating the organizational sexual harassment policy development and implementation. It focuses on some basic aspects of sexual harassment and exploitation at workplace that must be known and understood by all those associated with CARE. It builds on the various training materials available on the subject and heavily draws on the different trainings attended or conducted in the past. It is, therefore, not an original piece of work but more of a synthesis of available resources to serve as a reference guide to those staff who may not have much experience in training on gender issues especially on issues related to sexual harassment and exploitation. 

The suggested activities in this manual are not exhaustive and there are many other methodologies, concepts and methods that have already been used in Country Offices and within other organizations. Based on the experience of leading discussions on this topic we have learned that while it is important for us to lay out the vision and expectations we have as an organization, we should also find ways of allowing open discussion about what is and is not right about some local, traditional or new, practices that are tricky and difficult to resolve. These include the practice of early marriage; sexual or romantic relationships between staff and community members or women using sexual power as a livelihood strategy. We encourage facilitators to explore other existing methodologies and local resources that can complement the activities recommended in this manual.   We hope this is a resource that can foster new ideas and be a catalyst for creativity to expand and deepen our individual as well as organizational understanding of this important and sensitive topic.  

Madhuri Narayanan







Vasuda Arora

Senior Advisor, Gender Equity and Diversity




Consultant

CARE USA

SECTION 1
GETTING PREPARED

Objective: To establish the relevance and importance of the topic and introduce the Facilitation Guide 
A. About the importance of the issue… 

CARE International’s vision requires us to focus on discrimination, dignity, security and human rights as central to our work of eliminating poverty.  Sexual harassment and exploitation is an issue that goes to the heart of our vision and values and we need to uphold these values in our programs as well as in all our interactions within the organization and with our partners and program participants. Since the issue of sexual abuse by humanitarian aid workers was raised in West Africa in 2002, we have had increasing incidents of sexual harassment and exploitation at CO level. We are in a powerful position and if we start to abuse that power it raises fundamental questions about our legitimacy. 

In line with its commitment, CARE seeks to create an environment that is free from all forms of discrimination, harassment and exploitation and follows a “zero tolerance” policy.  In the last couple of years, CARE has made explicit efforts to build awareness and sensitivity about this important topic and has mandated all its country offices to adopt appropriate policies and procedures to prevent sexual exploitation, and establish effective mechanisms to report and respond to incidents. This facilitation guide focuses exclusively on building awareness on sexual harassment and exploitation, which is one of the more severe manifestations of discrimination and unequal power relations in our work environment. 

B.
About this Manual and Facilitation Guide…

This Facilitation Guide comprises four major sections:

· The theme for Section 1 is “Getting Prepared”. This section covers a brief introduction to the issue, this facilitation guide and CARE’s initiatives to-date to advance the work on sexual harassment/exploitation. Further, it gives some pointers on pre-workshop activities and some useful tips on facilitation that will help to plan and deliver the workshop effectively. 

· The theme for Section 2 is “Getting Started”. This section suggests some activities to introduce the participants to each other and to the workshop agenda and process. 

· The theme for Section 3 is “Becoming Aware”. This section contains some exercises aimed at creating basic awareness around the issue of sexual harassment/exploitation and allows participants to reflect and raise some important questions. 

· The theme of Section 4 is “Taking Actions for Prevention and Response”. This section includes activities to facilitate participants to work through some of the possible actions to prevent and respond to sexual harassment and exploitation at workplace. Further it aims at orienting the participants to some of the relevant CARE initiatives and policies.

In accordance with the principles of simplicity and ease of reading, description of each activity or exercise follows the same format presented in the following box:

‘Handouts’ required for different exercises have been put together in the end and not after each exercise, so that they can be easily located and photocopied for distribution, as required. 

The manual ends with a list of ‘Suggested Readings’ for the facilitators to strengthen their own perspective on the issue and become familiar with the key documents developed and circulated within CARE on the issue of sexual harassment/exploitation.  

The section on ‘References’ contains the list of all the books/documents/materials, published or unpublished, that have been referred to and used in the development of this Guide.  

C. About CARE’s Journey so far…

In the spring of 2002, CARE USA formed a task force to make recommendations about prevention and response to sexual exploitation cases in the context of CARE’s programs globally. This action was in response to reported cases of sexual exploitation of intended beneficiaries by staff from humanitarian aid organizations in West Africa. Although investigations showed that no CARE employees were involved in that instance, the potential for such incidents was recognized, and the task force report highlighted the urgent need to institute mechanisms to prevent exploitation of all kinds and investigate and intervene into any such allegations of sexual exploitation and abuse of project participants. 

Summary of Key Activities:

· CARE USA adopted a policy/ Code of Conduct to emphasize staff accountability to program participant communities and partners regarding harassment and exploitation. 

· A core group comprising select staff representing all the geographic regions and key functions and divisions of CARE USA was constituted under the leadership of the Senior Advisor to Country Offices for Gender Equity and Diversity. This group was responsible for providing oversight and guidance to the implementation of the Task Force recommendations.

· CARE contacted other international and national organizations to collect and review their policies and actions in order to identify areas for synergy to effectively deal with the incidents of sexual exploitation and to advance its organizational learning.

· A holistic framework and guidelines for adapting and implementing policy/ CoC and procedures for prevention of sexual exploitation were developed to support the work of Country Offices.

· A systematic exercise was carried out to map the status of developing and implementing CoC/policy and procedures in Country Offices across the five regions in which CARE operates. The mapping exercise revealed that the Country Offices are at different stages of implementing actions. While a few countries had already adopted a specific policy and trained staff, many others were in the process of doing so. Specific recommendations were made to strengthen the monitoring systems of projects that involve high amounts of resource/ commodity transfers. 

· It is important to note that the work on preventing sexual exploitation is supported by CARE USA’s broader Gender Equity and Diversity Initiative.  Over 90% of Country Offices have completed a Gender Equity and Diversity Organizational gap analysis to explore issues of representation, trust, learning and accountability and have initiated actions to improve the organizational polices, systems and culture in response to the findings of the analyses.  
· As of May 2005, over 90% of CARE USA Country Offices have adopted policies and procedures to prevent and respond to incidents of sexual harassment and exploitation. 


D. About pre-Workshop Activities…

To make any workshop effective and successful pre-workshop planning is essential. It is useful to remember some of the broad elements of pre-workshop preparation:

· Venue
Recognizing the sensitive nature of the topic, residential workshop is recommended. An off-site venue would give space to the participants to focus totally on the workshop with no worries about impending deadlines and managing competing office work along with participation in the workshop. Residential workshop allows for informal discussions beyond workshop sessions, which are useful in absorbing what is said during the workshop. Further, it allows for flexibility in terms of time, a few exercises can be stretched beyond the allocated time frame, if required. However, if it is not possible to hold a residential workshop, venue chosen must be centrally located to make it convenient for all the participants to attend. Of course the budgetary considerations also have to be kept in mind while deciding on the venue.

· Duration
Ideally a workshop on creating awareness around sexual harassment/exploitation at workplace must be held for two days. Adequate time must be given to allow for open and honest dialogue. This is recommended because the issue discussed can create discomfort and requires deep experiential understanding, beyond the theoretical knowledge. However, due to many factors, it may not always be possible to organize a workshop such as this for two days. Therefore, considering the importance of the issue at hand, it is recommended to make the best possible use of the available time by modifying the exercises or ideas presented in this manual to create a platform to think about the issues to raise basic awareness at a minimum. 

This training should be strongly encouraged, and scheduled at the time that allows for maximum participation. 

· Participant Selection
Diversity among participants in terms of program focus areas, socio-cultural background, location, nationality, sex and so on shall provide diverse perspectives and experiences required to deal with such an important issue. A group size of 15-20 participants is ideal for such a workshop.

Considering the sensitivity of the issue, it is important to be careful about the power dynamics among the participants. It is usually recommended to have a homogenous group of participants in terms of the levels/position in the organization to ensure that participants in a given workshop feel free to share their feelings and views openly. However, if this is not possible, care should be taken to structure exercises in a way that is amenable to frank sharing. For example, in exercises that require working in sub-groups, participants from the same level can be put in the same group.

· Prior Knowledge about Participants
It helps to know a little about the professional and personal background of the participants so that the exercises can be adapted to suit their context. The background information could include - the number of years they have been associated with CARE, the nature and context in which they work, their socio-cultural background and so on. Further it is useful to get a sense about what they think, feel and know about sexual harassment/exploitation at workplace. This could be done through informal meetings and phone calls. Refer to Handout –1 for some suggested questions.

· Methodology
The workshop must employ participatory and interactive methodology. It is a sensitive issue which requires facilitated discussions and methodology that allows for participants to air out their views, doubts, fears, anxieties, discomfort and so on.  Role-plays, small group work and games allow discussions to take place in a non-threatening way. Sharing real-life examples prove to be powerful in touching the ‘hearts’ of the participants.

· Language

It is also important to decide on the language to be used as a medium of communication. For those participants who are not familiar or fluent in the primary workshop language, interpreters must be arranged prior to the workshop and all handouts and any other reading material to be shared with the participants should be translated into the required languages. 

· Facilitator Selection

Since sexual harassment/exploitation is generally considered to be only a "women’s issue" it is expected to have women facilitate the workshop. However, in order to break away from this stereotype it is recommended to have one male and one female facilitator. Having two facilitators is always a better idea so that responsibility can be shared and monotony broken. Depending on the context requirements, you need to decide whether the facilitators would be external or internal staff or to have a mix of one internal staff and one external expert. We strongly recommend that external facilitator with good facilitation skills be hired because the topic is quite sensitive.

· Reading Material 
It is useful to share brief background information with the participants prior to the workshop to orient the participants about the purpose of the workshop and the context in which it has been planned. It involves stating in brief the milestones achieved by the country office in advancing an organizational environment free of discrimination, harassment and exploitation, upholding core values of Integrity, Respect, Commitment, Excellence and Diversity. Additionally you could share an article on a real-life incident of workplace sexual harassment in CARE or outside to encourage participants to think about the issue and come with questions in mind to the workshop.

· Documentation

Documentation is an integral part of any workshop and can serve as a useful resource for the future. It is advisable to decide on the purpose, audience and scope of the documentation at the time of planning and identify appropriate person(s) for documentation. 

E. About Facilitation…

Success of a workshop is largely determined by the quality of facilitation. Though there is no one best way of facilitation and each person brings his/her own personality and creativity into facilitation, the following guiding principles may act as a reminder to make the workshop more effective. 

· Encourage constant dialogue

To help participants develop a common shared understanding of the issue it is important to give ample space and opportunity to everyone to raise concerns, share doubts or fears and freely speak out their minds. Through open dialogue most issues can be resolved and a shared positive perspective can be developed. 

· Create a non-threatening and non-judgmental environment
It is essential to create a safe and trusting environment for open sharing to happen. This can be done through laying emphasis on confidentiality and assuring participants that nothing that they share will be held against them or leave the room. Throughout the workshop it is also important not to put down or show contempt or shock towards anything that participants share or question. While the aim of the workshop is to sensitize participants it is useful to remember that we all have blind spots and blocks to learning and that changing attitudes is a slow process. Overnight changes are rare to find, given the deep-rooted but different mindsets we all have. If facilitators are open to listening to diverse views in a non-judgmental way, participants will be more open to listening and thereby changing their ways of thinking.

· Synthesize and draw inter-linkages 

Good facilitation requires synthesis of various discussions that take place during the workshop. It is best to summarize the highlights of each exercise and focus on the key message to be drawn from the exercise. Further, it is useful to link various exercises to each other and to link the issue of sexual harassment/exploitation to related issues of sexual violence, human rights, gender, power, equality, justice and so on, as and when possible. 

· Be sure of the message you want to convey in a definite but non-imposing way

As a facilitator it is important not to be directive and impose our own views strongly. The delicate balance between being assertive and aggressive is difficult but essential to maintain. If some participants dominate the discussions or there is a circular discussion that reinforces popular myths, the facilitator should give direction, dispel any misperceptions and myths and help participants be focused. However, one cannot be seen as pushing one’s own agenda forward. 

· Remember that Sexual harassment is not only a women’s issue 

Sexual harassment is often seen as a "women’s issue", women being seen as victims and men as perpetrators. It is important to address this overgeneralization right at the beginning of the workshop itself. Facilitators must be careful to articulate sexual harassment/exploitation as an issue that concerns both men and women equally at the time of synthesis of discussions held throughout the workshop.
Sample Workshop Agenda

	DAY 1
	Activity
	Estimated Time

	Activity 1
	Participant Introductions
	20 minutes

	Activity 2
	Workshop Expectations and Agenda
	30 minutes

	Activity 3
	Workshop Norms and Logistics
	20 minutes

	Activity 4
	Positive and Negative Thoughts
	30 minutes

	SHORT BREAK
	
	

	Activity 5
	Story about a Woman’s Dilemma
	60minutes

	Activity 6
	Myths and Facts
	50 minutes

	LUNCH BREAK
	
	

	Activity 7
	Privileges and Responsibilities
	40 minutes

	Activity 8
	Different Forms of Sexual Harassment
	120 minutes

	End the day with some reflections with participants, followed by a meeting with the selected ‘eyes’ and ‘ears’ of the group.

	DAY 2
	Activity
	Estimated Time

	Activity 9
	Treasure Hunt
	60 minutes

	SHORT BREAK
	
	

	Activity 10
	Definitions
	75 minutes

	Activity 11
	Intimate Experience
	15 minutes

	LUNCH BREAK
	
	

	Activity 12
	Individual and Organizational Actions
	80 minutes

	Activity 13
	CARE Policies and Initiatives
	40 minutes

	Activity 14
	Closure
	30 minutes


Note: At least two days should be allocated for the workshop in order to allow rich interactions and to enhance effectiveness.
SECTION 2  

Getting Started

Objective: To introduce participants, agenda and scope of the workshop
Activity 1- Participant Introductions                              


Objective:  

Instructions: 

· Welcome the participants to the workshop and introduce yourselves briefly.

· Ask each participant to tell his/her name and it’s meaning, if any, one by one. As they say out their names, ask them to share one positive quality/attribute they associate with the first letter of their name.

· Do not allow negative attributes and ask the group to suggest if some participant/s are unable to think of a positive attribute.

Debriefing Questions: None

Key Message/Synthesis: None

Tips for Facilitators: 

· Consider inviting the Country Director or some key staff person to make some opening remarks that reinforces the importance of this work

List of Materials and Handouts: None

Activity 2 - Workshop Expectations and Agenda                

Objective: 
Time Break-Up:

· Giving instructions and writing down hopes and fears- 10 minutes

· Discussion around hopes and fears – 10 minutes

· Sharing workshop outline- 5 minutes

· Synthesis- 5 minutes

Instructions:

· Write out the broad outline of the workshop on a flip chart 

· Distribute two cards to each participant.

· Ask participants to write one workshop expectation on the first card. Further, on the second card, ask them to write down any one fear/apprehension that they may have regarding the process or content of the workshop.

· Once everyone has finished writing, collect the cards and put it on the board/wall for everyone to see. 

· Share the major expectations that will be covered with reference to the workshop plan. 

· Discuss the remaining expectations and explain which topics may be covered and what falls outside the scope of the workshop. 

· Acknowledge the fears shared by the participants and tell them they could be addressed during the course of the workshop.

· Conclude the session with a brief discussion around the key message.

Debriefing Questions:

· Does the proposed agenda meet your expectations?

· Is there any thing important or significant that is missing?

· Do you see any pattern or trend in the fears expressed by participants?

· How can we address or respond to the fears?

Key Messages/Synthesis:

Emphasize that it is a basic awareness workshop to orient the participants to the issue of sexual harassment and exploitation at workplace. It is only the first step and not an exhaustive workshop. It would require a follow-up workshop to deepen the dialogue about the various aspects of the issue of sexual harassment/exploitation. It may not give all the answers but will attempt to surface many relevant questions.

Tips for Facilitators:

· Let participants know that there is no right or wrong answer and they should feel free to write whatever they feel.

List of Materials and Handouts: Flip chart with the workshop objective and agenda written on it, thick colored pens, board to display the flip chart, 4 x 6 cards, pens, board to display the cards, board pins/ masking tape.

Activity 3 - Workshop Norms and Logistics                  

Objective: 
Time Break-Up: 

· Giving instructions and agreeing on ground rules/norms- 10 minutes

· Information regarding logistics- 10 minutes

Instructions:

· Tell participants about the importance of following some basic norms during the workshop to make it successful and productive.

· Display a previously prepared flipchart on which you have written down the basic workshop norms that should be followed (see handout #2).

· Ask the participants to add to the list or suggest any changes they may want to be made to it. 

· Once the workshop norms have been finalized through a brief discussion, ask participants to abide by them throughout the workshop and hold each other accountable as well. 

· Inform the participants about starting and closing time, tea breaks, lunch break, location of toilets and any other administrative details.

· Inform the participants that you will devote around twenty minutes at the end of each day to review the process and methodology being adopted. 

· Participants could either talk about it openly or write their concerns and comments on a piece of paper anonymously and place it in a box kept for that purpose in the room.

· Let them know that the objective is to ensure that any lapses or shortcomings that may occur can be taken care of in subsequent sessions.

· Further, ask for two volunteers who will act as ‘eyes’ and ‘ears’ of the group and report to the facilitators at the end of each day or even during the tea and lunch breaks to reflect on the process/methodology and share any emerging concerns.

· Inform the participants about the designated persons responsible for process documentation of the workshop.

Debriefing Questions: None

Key Messages/Synthesis: Conclude the session by emphasizing the importance of following the workshop norms.

Tips for Facilitators: 

· Some suggestions regarding workshop norms may be too idealistic or impractical. Streamline the list to agree on only those that can be followed realistically.

· You could consider having new volunteers as ‘eyes’ and ‘ears’ of the group everyday.

List of Materials and Handouts: Flip chart, thick colored pens, board to display the flip chart, handout #2, drop box for feedback/concerns.

Activity 4 – Positive and Negative Thoughts                      

Objective: 
Time Break-Up:

· Giving instructions and Discussion in pairs - 15 minutes

· Discussion and Synthesis - 15 minutes
Instructions:

· Ask participants to sit in a circle and form a pair with the person sitting on their right. 

· Once pairs have been formed ask the participants to share one positive and one negative thought about discussing the issue of sexual harassment and exploitation both in the workshop and at the organizational level.

· If required, share an example of a positive thought as, ‘it will break the uncomfortable silence around this prevalent problem’ and that of a negative thought as, ‘it is always made out to be a big deal’ or ‘it is always trivialized and not given the serious attention it deserves’. 

· The participants must be told not to dismiss thoughts shared by their respective partners but to hold back judgments or discussion about whether views expressed are right or wrong.

· Once sharing is over within pairs, ask the participants to return to the circle. Reflect on the thoughts that emerge and ask the participants what they feel about hearing the concerns and motivation shared by everyone.

· Write down the key themes/issues on a flip chart. Address some of the main concerns briefly.

· Conclude the session by acknowledging that it is a sensitive issue that can create discomfort and disagreements and people may have differing views about it, based on their experiences.

Debriefing Questions: 

· Do you notice any trend? 
· Does this tell you anything about the supporting and resisting factors in the organizational environment to advance this work? 
Key Messages/Synthesis:

Conclude by reinforcing the positive thoughts shared by the participants. Acknowledge that the negative thoughts that they shared are valid in that they emanate from their personal knowledge or experience.  What is of value is open sharing of both negative and positive thoughts throughout the workshop so that they can be appropriately addressed through non-judgmental dialogue. 
Tips for Facilitators:

· The aim of this exercise is to provide a platform for participants to air out their apprehensions, doubts, passions, and motivations, thus enabling them to discuss and learn about the issue without feeling threatened.

· While you need to build upon the positive thoughts shared, make a note of some of the common negative thoughts so that they can be challenged/addressed during the course of the workshop.
List of Materials and Handouts: Flip chart and a board to display the flip chart.

 Activity 5 – Story about a Woman’s Dilemma                    


Objective: 

Time Break-Up:

· Story Presentation- 5 minutes

· Discussion in Sub-Groups - 25 minutes 

· Plenary Discussion – 30 minutes

The Story
:

Meena lives in a small village with her husband. She often goes to the nearest town, crossing a broad and shallow river, to buy food and household goods.  While in town one day, she gets attracted to a young stranger. They fall in love. She crosses the river everyday to meet her lover, but returns to her village in time to make her husband his evening meal.  One day, she and her lover are delayed in town by a

violent rain storm.  When the rain subsides, she returns to cross the river, and learns with alarm that it has flooded.  The river is no longer broad and shallow, but deep and swift.  There is no place for 

her to cross the river, and if she does not return soon to her village, she will not be able to prepare her husband's evening meal.  

When Meena walks upstream to the next village, she sees that there are three ways that she can safely cross the river:

a) Meena can cross a rope bridge to the other side of the river, and then walk back to her village.   

    However, she knows that there is a rapist who lives just on the other side of the bridge;

b) Meena can take the last ferry crossing the river; but the ferryman insists that she must have sex     with him in order to get in the boat; 

c) Meena can swim across the river, but the current is swift, and she is not a good swimmer. 

 What should Meena do and why?

Instructions:

· Read out the above story to the group and then ask them to break into two sub-groups. 

· Give them a copy of the story and ask them to discuss which option they think Meena should decide upon and why?

· Once they have brainstormed in sub-groups, hold a discussion around the reasons behind choosing different options.

Debriefing Questions: 

· Was it difficult to arrive at an option? If yes, why?

· Would you suggest a different option if Meena was an unmarried, single woman?
· Is there a difference between rape and consenting to provide sexual services in order to gain something?
· What were the assumptions you made about the situation, characters and the relationship?
· Why are women more prone to sexual harassment and exploitation than their male counterparts?
Key Messages/Synthesis:

How we respond to sexual harassment and exploitation at workplace is influenced by our views about sex, sexuality norms and sexual violence. It is necessary to be aware of our perceptions and keep reviewing them in light of different views and experiences. It is important to be open-minded and ready to change. 

Tips for Facilitators:

· Acknowledge that it is a sensitive issue that can create discomfort and disagreements.

· Create a safe and non-judgmental space for participants to explore their views openly.

· As participants share reasons behind their chosen options, point out the role of our upbringing, education, and socio-cultural context in shaping our opinions about sexuality norms. 
· Acknowledge that there is no one ‘right’ point of view or way of being regarding sexuality. We have a right to form our own code of conduct based on our comfort levels while upholding the principle of respect, non discrimination and dignity to all. At the same time, we must give space to others and respect their views. Also, it is important to be open to different opinions and change when required. 
· Exposure to new ideas and experiences through open dialogue can foster greater understanding and help us in the process of reviewing our perceptions.
List of Materials and Handouts: Flip chart, a board to display the flip chart and three copies of handout #3.
SECTION 3 

Becoming Aware

Objective: To create basic awareness about the nature and forms of sexual harassment/exploitation and the context in which it occurs
Activity 6 - Myths and Facts                                     

Objective: 
Time Break-Up (per statement)

· Reading out the statement and deciding if it is a fact or a myth - 3 minutes

· Prepare arguments – 5 minutes; putting forth arguments - 5 minutes; Synthesis - 2 minutes 

· Synthesis and Discussion to end the exercise- 20 minutes

Instructions:                                                                                                                                                                                                                                                                                                                                                                                                                                                              
· Divide the group into two sub-groups, A and B. Write down any two of the following myths related to sexual harassment on a card:

1. ‘Women provoke sexual harassment’

2. ‘Sexual Harassment is not a common phenomenon’

3. ‘What is considered to be sexual harassment is actually harmless flirting’

4. ‘Men never face sexual harassment’

· Present definitions and explain the meaning of myth and fact (see handout #4a) 

· Read out the first statement to group A. 

· Ask them to select a group leader and decide amongst themselves based on consensus whether the statement is a fact or a myth. 

· Once they decide on that, ask the other group to assume the opposite about the statement. 

· Now ask both groups to prepare arguments to defend their stand and facilitate a discussion between the two groups. For example, if group A, considered the statement was a myth, they would present arguments in support of that while group B would say why they thought it was indeed a fact.

· Once both groups put the arguments forth, summarize the essence of the discussions.

· Now read out the next statement to Group B and repeat the instructions described above.

· Present ‘facts’ regarding the statements to the participants as opposed to the commonly held myths. (See handout #4b)

Debriefing Questions: 

· Was it easy to take a position? 

· Were you successful in convincing the other group?

· Do you face such situations in real life?
Key Messages/Synthesis:

· The purpose of this activity is to emphasize that we carry a set of assumptions about an issue and we need to clearly consider why we hold such assumptions and what their implications are on others. 

· Point out that while it may not be possible to change our misperceptions immediately, it is important to question them in the light of facts. Myths must be differentiated from facts to get an accurate picture of an issue.

Tips for Facilitators:

· There may be a situation where the group may be divided on whether they consider the statement a myth or a fact. Ask the group leader to decide on the basis of the majority view.

· Be aware that sometimes even majority view support stereotypes that need to be corrected.

· Do not take sides or state facts while the groups are preparing arguments to support their stance.

· Summarize the essence of discussions after each statement.

· You could use the statements given above or present some other commonly held misperceptions about sexual harassment that are more relevant to the participants’ context.

List of Materials and Handouts:

· Each of the statements separately written on small cards

· Handouts # 4a and 4b

· Over-head projector

· Transparencies and OHP markers

Activity 7 - Privileges and Responsibilities                      
Objective: 

Time Break-Up: 

· Listing privileges in sub-groups - 15 minutes

· Adding to the other lists – 10 minutes

· Discussion in the larger group – 15 minutes

Instructions:

· Place flipcharts around the room with each flipchart marked by a category representing a dominant group membership. For example, you may have 4-6 flip charts spread across the room representing the following categories: Male, CARE staff, Supervisor, Staff from Headquarters, Educated, Rich (having access to resources) or any other dominant group category that is most relevant to the issue of exploitation and power.

· Ask participants to select one group/flip chart in which they hold membership based on their identity.  Explain that this is an opportunity to explore further and think about the privileges associated with the identified dominant group membership.

· After all participants have joined a group, ask people to talk with those in the same spot about the privileges (benefits, advantages) they have by virtue of holding this group membership. They should write the privileges down on the blank flip charts underneath the titles. 

· After all groups finish writing, ask everyone to move around the room to review flip chart outputs and add anything they think is significant and missing from the list (assure differentiation from the original list by using a different colored pen). For example, a woman would go to the list of privileges identified by men and add anything that she feels is missing from the list based on her experience. 

· Once everyone has had the opportunity to review lists and add their points, ask the participants to return to the plenary.

· Hold a brief discussion highlighting the differences in perception of dominant group members and subordinate group members about the privileges and power enjoyed by those who belong to the dominant group at a given point of time.

Debriefing Questions:

· What did you notice as you made the lists?

· What did you learn about privilege and power? 

· Did you realize that you had privileges you weren’t previously aware of?

· How many of you became more aware of the challenges faced by those who are subordinate group members in a given context? 

· How conscious are you of your powerful position over others? How often?

· Why is this relevant to CARE’s work on preventing exploitation?

Key Message/Synthesis:

· With dominant group membership comes certain privileges and power. More often than not we are not consciously aware of these special privileges and power and in fact take them for granted. That limits our understanding about the problems or obstacles faced by those who belong to the subordinate group. For example as a person who was born in a well to do family and received the best of education, one may not be aware of the struggles of a person born to illiterate and poor parents in trying to receive average education. 

· Apart from being aware of the advantages we have as dominant group members it is our responsibility to be sensitive towards those who do not enjoy those privileges and never to misuse or abuse the power we have over them.

· We must remember that at any given point we have multiple identities and we may belong to a dominant or a sub-ordinate group by virtue of these different identities. Therefore, while we may hold a dominant group membership in a given context, with a different identity we may belong to the subordinate group. For example, as a male HQ staff, one is in a more powerful position than a woman co-worker. However, the same person would enjoy lesser privileges and power when compared to a senior female CARE International staff.

Tips for Facilitators:

· Different categories of dominant group membership could be created according to the context and composition of participants.

· Number of categories could be increased or decreased according to availability of time and number of participants.

· Some participants find they have several subordinate group memberships and thus find it difficult to find a place to stand among the dominant groups. But when they do, it is enlightening for them to find privileges they were previously not aware of. 

· This is a difficult exercise for some. For example, CARE staff may find it hard to come up with privileges. This is indicative of their lack of awareness. The moment they begin to compare CARE to a local NGO or the beneficiary community, the list starts growing. Thus, this exercise is often a humbling experience to realize how much privilege one has. Often people may want to know what can be done to change this. Emphasize the power of being aware. State that when you are aware, you can educate your own group about these privileges and call out discrimination when you see it. 

· Highlight how subordinate group members are more conscious of their limitations and the power that dominant group members enjoy as compared to them. Dominant group members tend to take their powerful position for granted or as an earned privilege.

List of Materials and Handouts: None

Activity 8 - Different Forms of Sexual Harassment             
Objective: 

Time Break-Up:

· Giving Instructions - 5 minutes

· Volunteers preparing for the role-play - 15 minutes

· Role-Play - 30 minutes (10 minutes each)

· Discussion  – 45 minutes (15 minutes each)

· Discussion and Synthesis - 25 minutes

Instructions:

· Inform the participants that this exercise entails enacting and discussing three role-plays. 

· Ask the participants to volunteer for the role-plays.

· Give each of them a copy of the role-play situation that they are going to enact.

· The specific instructions, Debriefing questions, key message/guidelines to synthesis are explained later, after the description of each role-play situation.

· Ask the volunteers to enact the role-plays one by one. After each role-play have a brief discussion around the Debriefing questions.

· At the end of the three role-plays have a discussion linking all three role-plays, highlighting the commonalties as well as the stark differences.

· Have a brief discussion about various forms of sexual harassment -verbal, physical, visual.

· Note that additional debriefing Questions, messages and tips are provided for each role-play

Key message/ Synthesis:

· There are many other contexts and situations wherein power dynamics are at play and allow sexual harassment/exploitation to take place. Men in the community or men in partner NGOs could harass women field staff working in the community. Women in senior positions could sexually harass men subordinates. Sexual harassment could take place between co-workers or between same sex persons.
· It is important to recognize situations in which sexual harassment/exploitation is likely to occur and to raise voice against it. Further, it is important to take proactive preventive actions.

Tips for Facilitators:

· Change the names of the characters in the role-play according to your country context. 

· At times participants are hesitant to volunteer. In that case use your discretion to select the volunteers. 

· Even though the volunteers would have a copy of the role-play to understand the situation to be enacted, explain the characters to each volunteer. Help them think of dialogues and body language if they seem hesitant to enact.

Role-Play 1
Scene 1 -Mita goes up to her immediate supervisor (male) Matthew to discuss the possibility of applying for a higher position in the same organization. As per the organizational policy, before applying for a vacant position, it is required to get the supervisor’s approval and support. The supervisor makes a few subtle personal remarks and has a subtle but sexually intimidating body language. He asks her to come later in the evening to discuss the issue in detail.

Scene 2- When Mita goes to meet the supervisor in the evening, he tells her to join him for dinner to talk at leisure about the issue at hand. She tries to persuade him not to extend the discussion way beyond office hours and also tells him about her small children waiting at home. Matthew is insistent and the woman gives in and agrees to go out with him for dinner.

Scene 3 – Over dinner, Matthew starts discussing his bad marriage and the resulting loneliness and unhappiness and expresses indirect interest in Mita. He also gets a bit physically close and hints that she needn’t worry about her job prospects.

Debriefing Questions:

· Would Matthew’s behavior constitute sexual harassment/exploitation? Why?

· Do you think Mita is at fault and that she invited trouble? Why?

· What did you notice about the power dynamics at play?

· If it were a female supervisor and a male subordinate, would your reaction towards both be any different? In what way and why?

Key Message/Synthesis:

Point out that Mita’s dependence on her supervisor for applying for the higher position put them in an unequal power relationship. Her career is at stake and the supervisor, knowing it fully well, misuses the power he holds over Mita. This is a common scenario and more often than not, sexual harassment /exploitation is the direct result of power inequality existent within work relationships. We must focus on the behavior and its impact and not blame the person who is harassed.

Tips for Facilitators: 
· Keep reminding the participants to stick to the time frame.

· Supervise the groups as they prepare for the role-play and help them think of dialogues.

· A situation may arise where the observers do not perceive Matthew’s behavior to be sexual harassment and may blame the woman for agreeing to go for dinner. Point out the power dynamics between Mita and Matthew and how Mita’s career advancement is dependent on Matthew. She would thus feel pressurized. Further, it is to be noted, that in any situation, the person who is harassed cannot be blamed for ‘inviting trouble’. It is the supervisor’s responsibility to maintain a professional and responsible code of conduct at all times within work relationships.

List of Materials and Handouts: Copies of Handout #5a

Role-Play 2

Anita gets promoted to a position that a few men had also applied for. Some of her fellow employees (men and women) Prakash, Denzil and Sunita are having an informal discussion during lunch. They pass derogatory and sexually colored remarks about Anita, implying that she was promoted not because she deserved it, but because she ‘obliged the boss sexually’. Sheila overhears their demeaning conversation and raises objection to what is being said. The group however ignores her requests to stop talking in such a derogatory way. They snap back at her saying it is none of her business and that they are only having a harmless friendly conversation during lunch time.

Debriefing Questions:

· Was the group’s behavior and what they said about Anita friendly and harmless?
· Do their remarks about Anita constitute sexual harassment? Why?
· What is the likely impact of the group’s behavior on Shiela or Anita (if she hears about the conversation) or on other staff in the organization?

· How did you feel as Shiela, hearing the group talk about Anita in that manner? (Ask the participant playing the role of Shiela)

Key Message/Synthesis:

Sum up the discussions emphasizing that even when comments/behavior are not directed to a person and take place with an apparently harmless intention, they contribute to making the work environment hostile. Such behavior can be termed as sexual harassment. In situations like these, there may not be a specific ‘harasser’ or ‘harassed’ per se, but by talking about a co-worker in a sexually demeaning way and maligning her success by tainting her reputation adds up to making the work environment hostile. If not discouraged strongly, such loose talk will become part of organizational culture. It is important to check each other’s behavior and reflect on our own behavior to ensure we do not contribute to making the work environment uncomfortable or hostile. The way we conduct ourselves determines whether or not the organization is free from harassment/discrimination/exploitation.

Tips for Facilitators:

A situation may arise where the observers do not think the group’s behavior to be sexual harassment. It is important to emphasize that creating a hostile environment also amounts to sexual harassment. An act need not always be directed to a person to qualify as sexual harassment/exploitation. Any sexual behavior or comments, which are demeaning, derogatory or offensive or create a feeling of discomfort/fear or are objectionable to anyone, who hears or sees it can constitute sexual harassment/exploitation.
List of Materials and Handouts: Copies of Handout # 5b
Role-Play 3

Gautami is an efficient CARE worker actively advancing gender issues within the scope of work. She is known as bold and independent, passionately expressing her opinions on sexuality related issues and actively participating during meetings and discussions to integrate gender-sensitive perspective. She is a friendly and outgoing co-worker who adds much brightness to official parties and get-togethers. To the surprise of many of her female collegeaues, Gautami does not have qualms about sharing drinks or a smoke with male co-workers and does not conform to a very conventional dressing style. 

Abhilash, a team-member, shares a good friendship with Gautami. They often go out for lunches and after office snacks together. One day Abhilash remarked, “You are so sexy, a perfect brain with beauty, want to get laid and discover how sexy I am?" Gautami angrily objected to his remark immediately. Abhilash shouted back saying “I thought you were not a prude like other women, everything about you is so inviting." He then went on and shared this incident with his co-workers and as the word got around Gautami was blamed for provoking such a comment and then acting 'holier than thou', by objecting to Abhilash's comment.

Debriefing Questions:

· Do you think Abhilash's behavior can be termed as sexual harassment or exploitation? Why?

· Do you think that Gautami's behavior and mannerisms invited trouble? Why?

· Do you think Abhilash’s behavior was justified? Why?

· What is the likely impact of Abhilash's behavior on Gautami?

· How did you feel playing the character of Gautami? (Ask the participant enacting Gautami role)

· Why does sexual harassment occur?

Key Message/Synthesis:

This is a classic example of sexual exploitation where women are blamed for provoking sexual harassment and then making noise about it. Any person who is being harassed /exploited cannot be blamed or held responsible for causing exploitation. Women seen as sharing men's spaces by virtue of being unconventional in behavior, dressing and/or thinking are often accused of 'asking for it'. This is a clear example of control over women's sexuality. Harassment/Exploitation of any kind especially if it is sexual in nature involves power misuse. In this case, the man is in a powerful position by virtue of being a man. Due to the patriarchal mindset behind most socio-cultural norms, women are expected to stay within the boundaries/norms set by the society. Anyone who dares to cross those limits is termed 'promiscuous', 'bad' or 'evil', almost deserving of punishment! We need to question this mindset and assert the view that everybody deserves dignity, respect and a life free of violence. Moreover we need to question the hypocrisy and the double standards that exist regarding sexuality norms for men and women. 

Tips for Facilitators: 
At times in discussions around the reasons behind occurrence of sexual harassment, participants blame the way women dress and behave or blame them for encouraging or causing harassment. Hold a brief discussion about power inequalities and reinforce the view that nobody ever invites harassment. Talk about individual responsibility in observing a professional code of conduct that includes treating everyone with dignity and respect.

List of Materials and Handouts: Copies of Handout #5c
Activity 9 - Treasure Hunt                                       

Objective: 
Time Break-Up: 

· Explaining the exercise to participants - 5 minutes

· Treasure hunt - 20 minutes

· Discussion and Synthesis - 35 minutes

Instructions:

· Distribute the “Sexual Harassment Treasure Hunt” activity sheet (handout #6a) amongst the participants.

· Allot twenty minutes to participants and instruct them to go around the room and ask questions in the activity sheet from anyone they feel has the answer. It could be more than one person. 

· After 20 minutes, ask participants to return to the group and go through all the questions and ask the participants to raise their hands if they got an answer. 
· Hold an interactive discussion around the themes that emerge. Share handout #6 b and c at relevant points to add to the discussions.

Debriefing Questions:

· Who feels that he/she got a unique or surprising answer?

· Which question made you feel uncomfortable asking? Why?

· What did you notice about the process used to find answers?

· Who was asked a question he/she normally doesn’t get asked? What did that feel like?

· What did you learn or re-learn?

Key Message/Synthesis:

· It is important to point out to the participants that answers lie within the group, within each one of us. All we need is self-awareness, active listening and willingness to learn.

· Point out that awareness is the first step to building sensitivity.

· All of us are vulnerable in some situation or the other. It is important to be aware of how we would feel and what hurdles we may face in difficult situations similar to that of a person who faces harassment/exploitation. 

· There are no straight and easy answers to some of the questions but it is a good beginning to start talking about it.

· Highlight that sexual harassment/exploitation is clearly a power issue that entails gross misuse/abuse of power. There are many sources of power - position, level, formal authority, sex and so on.

· Highlight the different areas that are affected due to sexual harassment/exploitation- mental health, work performance, interpersonal relationships, health, self-image and so on.
Tips for Facilitators:

· Emphasize in the discussions and while defining sexual harassment, that it is not the intention behind an act but the impact it has on the recipient that is key to the definition.

· Point out that the perception of the recipient determines whether an act can be termed sexual harassment. Any sexual behavior/gestures that are unwanted by the recipient constitute sexual harassment. 

· Point out that there are gender and socio-cultural differences in the way we perceive and interpret behaviors. What maybe a harmless hug for a man could be intrusive for a woman. What is accepted freely in America could be taken as a sexual advance in Sudan. Therefore, there is a need to respect boundaries, and to be conscious of how we conduct ourselves and relate to each other. We may not ‘intend’ harm but nonetheless we need to be sensitive about the probable impact of our behavior.

· Note that unintentional sexual harassment occurring due to differential perceptions of the people concerned is just one small aspect. More often than not sexual harassment is intentional and takes place due to the existing power inequalities. People take undue advantage of the position and power they enjoy in a given context.
List of Materials and Handouts: Copies of “Treasure Hunt” Activity Sheet - Handout #6 a, b and c

Activity 10 - Definitions                        



Objective: 
Time Break-Up:

· Giving instructions and forming sub-groups - 10 minutes

· Sub-group discussions - 20 minutes

· Presentations - 15 minutes (5 minutes per sub-group)

· Discussions - 15 minutes

· Showing transparencies and synthesis - 15 minutes

Instructions:
· Divide the group into three sub-groups.

· Ask group 1 to brainstorm elements of defining sexual harassment and the context in which it is likely to occur.

· Ask group 2 to brainstorm about elements of defining sexual exploitation and the contexts in which it is likely to occur, especially in the context of the concerned Country Office.

· Ask group 3 to discuss what constitutes a ‘workplace’ especially in the CARE context.

· Ask each sub-group to hold discussions for 20 minutes and then make brief presentations to the larger group.

· Tie-up the discussions and arrive at a general definition of each term.

· End the session by showing sample definitions of the terms (handout #7a) and principles of defining sexual harassment/exploitation (handout #7b) on an overhead projector.

Debriefing Questions: 

· Did anything surprise you? 
· What did you learn or re-learn?
Key Message/Synthesis:

It is not important how you frame the definition. It will change according to the socio-economic context of each CO. However, it is important to be aware of the basic principles highlighted during the exercise, which are universal and must be reflected in the way these terms are defined and understood.

Tips for Facilitators: 

· Encourage participants to understand the guiding principles and use those as required to support definition of terms. 

· At times participants get defensive and tend to trivialize the seriousness of the issue by saying, “now each of my actions will be under scrutiny and I will have to be conscious about what I say or do”. Explain that the intention behind discussing sexual harassment is to know its various forms, be aware of its impact and show sensitivity to our co-workers and learn to be responsible for our behaviors. 

List of Materials and Handouts: Flip chart, board to display flip chart, pen, and handout # 7a and b, transparencies, overhead projector, permanent markers.
SECTION 4  

TAKING ACTIONS FOR Prevention and Response

Objective: To discuss individual and organizational responsibility for preventing and responding to sexual harassment/exploitation at workplace

Activity 11 – Intimate Experience                              

Objective: 

Time Break-Up:

· Giving instructions – 3 minutes

· Individual reflection – 5 minutes

· Plenary sharing – 7 minutes

Instructions: 

· Ask the participants to close their eyes. Read out the following instructions to them:

“Close your eyes. Imagine yourself getting back home early from work with your partner. It is a weekend and you both are in a relaxed mood. There is candlelight, good music and your favorite food. You then retire to bed. Now visualize a close intimate sexual experience with your partner giving attention to every minute detail. Dwell over it for sometime…slowly open your eyes.”

· Once they open their eyes say, “look at the person sitting next to you.  If you were to tell this person about this experience, think about what you would say and why.“
Debriefing Questions:  

· How comfortable were you in sharing your experience?

· Did it matter who was sitting next to you?

· If it was someone you knew more closely would you be willing to share what you imagined? If yes, with whom?

· Would it be any different (easier or more difficult) for beneficiaries or partners to share their sexual experiences? How?

Key Message/Synthesis:

Highlight the discomfort everyone felt sharing his or her intimate sexual experience. Explain that if a positive sexual experience is so personal and difficult to verbalize and share even with known people, then one must acknowledge how uncomfortable, difficult and unpleasant it must be for a person facing sexual harassment/exploitation to talk about a negative sexual experience. 

Tips for Facilitators:

· Do not expect participants to share the intimate details. The idea is to make them feel/realize the discomfort felt in sharing, not to share the intimate experience. 

· Usually participants react strongly and angrily saying ‘its harassment to ask us to talk about this’ or that ‘it is too intimate to share with our co-workers’, ‘we would feel uncomfortable’. Help them relate this discomfort with what a person facing harassment/exploitation would feel.

· Look for any leads about whom the staff may feel comfortable/safe with to narrate or report about an experience of sexual harassment/exploitation.

List of Materials and Handouts: Instructions written on a card
Activity 12 – Individual and Organizational Actions   

    

Objective: 

Time Break-Up: 

· Forming sub-groups - 5 minutes

· Discussion in sub-groups - 30 minutes

· Presentation - 15 minutes (4 minutes per sub-group)

· Discussion and synthesis - 30 minutes
Instructions:

· Divide participants into four sub-groups. 

· Distribute copies of case study 1 (see handout #8a) amongst sub-groups A and B and ask them to read the case study.

· Distribute copies of case study 2 (see handout #8a) amongst sub-groups C and D.

· Answer any clarifications that participants may have after going through the case studies. 

· Now ask group A and C to brainstorm different ways in which they think they can take individual responsibility to respond to the incident mentioned in the case study as members of the said organization. 

· Ask sub-groups B and D to discuss the mechanisms that must be instituted at the organizational level to respond to such incidents.

· Ask them to refer to the guiding questions written in the handouts given to them.

· Allot 30 minutes for discussion in sub-groups.

· Once the time limit is over ask representative of each sub-group to make a brief presentation of the discussions one by one. 

· Synthesize the presentations made and add any points that may have been missed out.

· Ask participants to share their thoughts regarding the following questions:

· Do you think it is possible to take on individual responsibility in responding to incidents of sexual harassment/exploitation? Why?

· What are the problems you fear facing during the process?

· Make a brief presentation and hold a discussion around handout #8b. 

Debriefing Questions:

· Which of the two was easier to think of- individual responsibility or organizational responsibility? Why?

· What did you learn?

· Was it useful to discuss in small groups? Is there something you would like to add?

Key Message/Synthesis:

· Reinforce the need for proactive individual and organizational efforts to combat sexual harassment and exploitation at workplace. 

· Underline the importance of preventive mechanisms.

· These are just two kinds of context in which sexual harassment/exploitation occurs. There are many more, diverse situations in which it occurs. There will be additional dimensions to consider while responding to different situations. 

· What is important is to accept individual responsibility, push for organizational responsibility and take individual actions to contribute to making our organization free of sexual harassment/exploitation.

Tips for Facilitators:

· Remind the participants to put down all ideas that emerge during discussions in sub-groups without discarding any, even if something may seem irrelevant or impractical. Streamlining can be done in the larger group after presentations have been made.

· Help the participants to cover preventive mechanisms as well as mechanisms to encourage reporting and responding to sexual harassment/exploitation cases.

· In case participants fail to see the incidents described in the case studies as sexual harassment/exploitation, point out the principles in determining what constitutes sexual harassment/exploitation.

· Do not be judgmental and discuss at length any differences in opinions that may emerge to ensure clarity in the minds of the participants.

· Summarize the key ideas for individual and organizational actions.

· Also refer to the documents attached under ‘Suggested Readings’. You could consider sharing them with participants. 

List of Materials and Handouts: copies of handout #8a to be distributed amongst the participants and #8b to be presented on transparency, OHP markers, over-head projector and transparency.
Activity 13 – CARE Policies and Initiatives                      


Objective: 
Time Break-Up:

· Power-Point Presentations – 20 minutes

· Discussion around the presentations - 20 minutes

Instructions:

· Make power-point presentations based on Annexure # 1, 2, 3 and 4.

· Hold brief discussions to get participants’ views and comments and respond to queries.

Debriefing Questions:

· Were you aware of these policies and initiatives taken by CARE globally and specifically in your country?

· Do you have any comments or suggestions to improve the policy or make it more relevant to your country context?

Key Messages/Synthesis:

CARE has taken some useful steps and continues to address the issue of sexual harassment and exploitation at workplace to eradicate its existence. Policy development and implementation plays a key role in preventing and effectively responding to incidents of sexual harassment, exploitation and abuse at workplace. However, it is just the beginning and we have a long way to go to realize our vision of a work environment free of all forms of harassment, exploitation and abuse. It is required of each of us to be aware of the existing policies and adhere to them and assist in its implementation.

Tips for Facilitators:

· In case power point presentations cannot be prepared, main elements of different annexures could be presented through transparencies/flip charts.

· Annexure # 4 must be replaced with the Country Office policy, if any, in case all participants belong to the same Country Office.

· Reiterate the importance of establishing country specific policies to prevent and respond to Sexual Harassment, Exploitation and Abuse at Workplace.

· Participants must be reminded of their individual responsibilities to be aware of and adhere to the various CARE policies.

List of Materials and Handouts: Computer and projector, annexures 1, 2, 3 and 4.

Activity 14 – Closure                                             


Objective: 
Instructions: 

· Ask the group to form a circle. 
· Ask participants to share briefly something they learned during the workshop and would take away with them and what they will commit to do to take their learning forward within the workplace.
· Conclude the event by asking participants to share their feedback about the workshop (content and methodology) and share any suggestions for improvement. This could be done verbally or in writing. 
Key message/ Synthesis:

· State that in all awareness raising workshops, the question is what needs to be done for the learning to last. Explain that change must happen at three levels in order to last and be systemic:

· Personal or Individual – each one of us must do something different or more to bring about change.

· Institutional or Organizational – Structures, policies, and procedures must reflect core values and principles and support individual and collective actions.

· Social – hearts and minds of each person setting and/or following social norms must change and commit to transforming their community.

· Conclude by saying that it doesn’t matter which of the three levels happens first. Each takes a different kind of work and each has a role in influencing change at all three levels.
List of Materials and Handouts: None

HANDOUTS 

HANDOUT #1 – Guiding Questions

Note: The purpose of these informal meetings and phone calls is to collect relevant information so as to make the workshop as relevant and appropriate as possible for the participants.
1. Have you ever attended a training addressing the issue of Sexual Harassment/Exploitation? If yes, when?

2. What was the nature of the workshop?

3. Does CARE (relevant CO) have a policy to address the problem of sexual harassment/exploitation? If yes, have you read it?

4. Do you think Sexual Harassment at Workplace exists within CARE?

5. What would you like to know or discuss about sexual harassment/exploitation in the workshop?

HANDOUT #2 - Workshop Norms

1. Arrive on time

2. Switch off cell phones/putting the ringer off

3. Give everyone a chance to speak and share

4. Listen without interruption

5. Participate in all the sessions

6. Be Non-judgmental

7. Respect and Maintain confidentiality

HANDOUT #3 - Story about a Woman’s Dilemma
Meena lives in a small village with her husband. She often goes to the nearest town, crossing a broad and shallow river, to buy food and household goods.  While in town one day, she gets attracted to a stranger. They fall in love. She crosses the river everyday to meet him, but returns to her village in time to make her husband his evening meal.  One day, she and her lover are delayed in town by a violent rain storm.  When the rain subsides, she returns to cross the river, and learns with alarm that it has flooded.  The river is no longer broad and shallow, but deep and swift.  There is no place for her to cross the river, and if she does not return soon to her village, she will not be able to prepare her husband's evening meal.  When Meena walks upstream to the next village, she sees that there are three ways that she can safely cross the river:

a) Meena can cross a rope bridge to the other side of the river, and then walk back to her village. However, she knows that there is a rapist who lives just on the other side of the bridge;

b) Meena can take the last ferry crossing the river; but the ferryman insists that she must have sex with him in order to get in the boat; 

c) Meena can swim across the river, but the current is swift, and she is not a good swimmer. 

What should Meena do and why?

HANDOUT # 4 – Myths and Facts

Handout #4a - Definition of Myth and Fact

MYTH

1. A popular belief or story that has become associated with a person, institution, or occurrence, especially one considered to illustrate a cultural ideal

2. Something not true, fiction, or falsehood. A truth disguised and distorted. 

FACT

1. A statement or piece of information that is true or a real occurrence. 

2. Something that is known to have happened or to be true or to exist. 

3. That which is known to be true on the basis of observation.

Handout #4b - Myths and facts related to sexual harassment/exploitation

1. Myth - ‘Women provoke sexual harassment’

Fact - This is an excuse given by perpetrators. No one would provoke harassment as harassment is a human rights violation and nobody wishes to be violated. Research shows that women are harassed irrespective of what they wear, how they behave and who they are. They may belong to any race, religion, caste, creed, class or nationality.

2. Myth - ‘Sexual Harassment is not a common phenomenon’

Fact - Research shows that sexual harassment/exploitation is a prevalent problem. 

      Note for facilitators: it is recommended to share country specific statistics to strengthen this 

      fact with evidence.

3. Myth - ‘Sexual harassment is harmless flirting’

Fact - Any act/behavior perceived as sexual harassment/exploitation is never harmless. It always   

      has serious implications for the person who experiences it as well as for those who observe it. In a 

      workplace context, it has a negative impact on mental health and work performance of the harassed/ 

      exploited and serious implications for the organizational culture.

4. Myth - ‘Men never face sexual harassment’

Fact - Sexual harassment/exploitation is one of the ugly manifestations of unequal power dynamics. 

      In situations where men are in a disadvantageous position they are also equally vulnerable to  

      harassment/exploitation.

HANDOUT #5 – Role-Play Situations

Handout #5a – Role-Play 1

Scene 1 -Mita goes up to her immediate supervisor (male) Mattew to discuss the possibility of applying for a higher position in the same organization. As per the organizational policy, before applying for a vacant position, it is required to get the supervisor’s approval and support. The supervisor makes a few subtle personal remarks and has a subtle but sexually intimidating body language. He asks her to come later in the evening to discuss the issue in detail.

Scene 2- When Mita goes to meet the supervisor in the evening, he tells her to join him for dinner to talk at leisure about the issue at hand. She tries to persuade him not to extend the discussion way beyond office hours and also tells him about her small children waiting at home. Mattew is insistent and the woman gives in and agrees to go out with him for dinner.

Scene 3 – Over dinner, Matthew starts discussing his bad marriage and the resulting loneliness and unhappiness and expresses indirect interest in Mita. He also gets a bit physically close and hints that she needn’t worry about her job prospects.

Handout #5b - Role-Play 2

Anita gets promoted to a position that a few men had also applied for. A few employees (men and women) Prakash, Denzil and Sunita are having an informal discussion during lunch. They all pass derogatory and sexually colored remarks about Anita, implying that she was promoted not because she deserved it but because she ‘obliged the boss sexually’. Sheila overhears their demeaning conversation and raises objection to what is being said. The group however ignores her requests to stop talking in such a derogatory way. They snap back at her saying it is none of her business and that they are only having a harmless friendly conversation.

Handout #5c - Role-Play 3

Gautami is an efficient CARE worker actively advancing gender issues within the scope of work. She is known as bold and independent, passionately expressing her opinions on sexuality related issues and actively participating during meetings and discussions to integrate gender-sensitive perspective. She is a friendly and outgoing co-worker who adds much brightness to official parties and get-togethers. To the surprise of many of her female collegeaues, Gautami does not have qualms about sharing drinks or a smoke with male co-workers and does not conform to a very conventional dressing style. 

Abhilash, a team-member, shares a good friendship with Gautami. They often go out for lunches and after office snacks together. One day Abhilash remarked, “You are so sexy, a perfect brain with beauty, want to get laid and discover how sexy I am?" Gautami angrily objected to his remark immediately. Abhilash shouted back saying “I thought you were not a prude like other women, everything about you is so inviting." He then went on and shared this incident with his co-workers and as the word got around Gautami was blamed for provoking such a comment and then acting 'holier than thou', by objecting to Abhilash's comment.

HANDOUT #6

Handout #6a – “Treasure Hunt” Activity Sheet

Find as many of these treasures as you can within a 30-minute time period, using the people in this room as a resource.

1. Why does sexual harassment occur?

2. Why does it become difficult to address sexual harassment at the workplace at the organizational level?

3. Share two obstacles a complainant is likely to face when complaining about an experience of sexual harassment.

4. Share two hurdles project participants/beneficiaries are likely to face if they decide to report sexual harassment?

5. What do you think is the impact of sexual harassment/exploitation on the harassed or the exploited?

Handout #6b - Impact of Sexual Harassment at the Workplace

· For the Complainant

	1. Emotional/Psychological

· Stress

· Guilt

· Anger

· Disgust

· Fear

· Shame/Humiliation

· Powerlessness

· Depression/Anxiety

· Confusion

· Low self-image/under-confidence
	2. Physical

· Headaches

· Nausea

· Insomnia

· High Blood Pressure

· Ulcers
· Other psychosomatic complaints related to stress
	3. Work related

· Poor Concentration

· Low motivation

· Inability to meet deadlines

· Increased absenteeism

· Resignation/dismissal
· Restriction of mobility due to fear and insecurity
· Social Stigma


· For the Employer

· Lower Productivity and Workers’ Morale

· Increased costs for hiring and training new employees

· Poor public image

· Culture of mistrust and fear

· High legal costs and fines

· Increased turnover

Handout #6c – Blocks in Making Complaints/Reporting

Blocks in Making Complaints - for staff

· Fear of losing job

· Fear of being disbelieved

· Loss of reputation

· Mistrust /lack of confidence in the system

· Lack of information about the complaints mechanisms

· Fear that source of income may be cut off

· Fear of reprisal

· Fear of losing status

· Cultural norms and practices

· Acceptance of behavior by minimizing or denying its impact

Blocks in Making Complaints – for beneficiaries and partners
All the obstacles faced by staff remain the same for beneficiaries and partners. Some additional blocks faced by them are as follows:

· Fear of backlash on their family members.

· Fear of further abuse

· Lack of information about the existing mechanisms to respond to such complaints.

· Lack of support from family.

· Lack of Education 

· Inherent hierarchy between CARE staff and beneficiary group.

HANDOUT #7a - Definitions: Sexual Harassment, Sexual Exploitation and Workplace

Sexual Harassment

            Sexual harassment is any sexual misconduct that is unwelcome, inappropriate and offensive to the recipient and creates a hostile, humiliating, and intimidating work environment. It is behavior, which fails to respect the dignity of women and men within and outside the workplace.

Examples of sexual harassment include but are not limited to: 

· Persistent use of language with sexual connotations, lewd comments; 

· Deliberate and repeated verbal conduct such as threats, derogatory or offensive remarks, name calling, innuendos, slurs, jokes, degrading words, demeaning or inappropriate comments about an individuals body, sexual orientation, sexual prowess or sexual deficiencies;

· Nuisance calls and slanders of a sexually offensive nature;

· A demand or request for sexual favors conveyed by words or action;

· Displaying or storing in the workplace sexually suggestive objects, pictures or graffiti, that is demeaning, insulting or intimidating.

· Sending sexually suggestive written, recorded or electronic messages that are offensive, including pornographic video programs;

· Indecent exposure, sexual gestures, voyeurism;

Sexual Exploitation

“Sexual Exploitation is any abuse of a position of vulnerability, differential power or trust for sexual purposes including but not limited to, profiting monetarily, socially or politically from the sexual exploitation of another.” –UN Definition

Examples of sexual exploitation include but are not limited to:

· CARE staff asking women members of beneficiary group for sex in return of food and other necessity items.

· CARE staff or members of partner organization forcing children of beneficiary members to have sex with them.

· Supervisor asking supervisee for sexual favors, resistance to which could lead to poor performance appraisal or denial of promotion.

Workplace

Workplace refers to any office, sub-office, and/or work context within which CARE operates through its staff, including consultants, volunteers and temporary staff. Workplace thereby includes any area of operation where CARE programs are implemented, including the field areas and communities affected by natural disasters or conflicts.

HANDOUT #7b – Principles of defining Sexual Harassment/Exploitation

· The subjective perception of the recipient of the behavior in question is foremost in determining whether an act constitutes sexual harassment/exploitation.

· Any sexual act/behavior/conduct that is unwanted by the recipient can be termed as sexual harassment/exploitation.

· Sexual Exploitation involves intentional abuse of power one has on the ‘exploited’.

· Sexual harassment/exploitation can be direct or indirect, manifested in terms of words, gestures, non-verbal cues, and physical force.

HANDOUT #8a – Case Studies
Case Study 1

Ross is with his co-worker Grace at a lunch that was planned to give them time to co-ordinate a workshop. Both are unmarried. They have worked together for three years and have shared many important professional milestones together. The table they are sitting at has a long tablecloth hanging, covering their legs. Ross is enamored with Grace’s appearance, voice and intelligence. He moves his legs toward hers under the tablecloth. When Grace pulls her leg away, he moves his leg towards hers again. She says, “Ross, what are you doing? Don’t ruin a good thing here, okay?” Ross does not stop, he smiles at Grace and says, “What happened sweetheart, it is only my leg.” Grace ignores his statement and subtly moves away. Thereafter she avoids Ross each time she meets him in office. However, Ross continues to make passes at her at every opportunity he gets. 

Guiding Questions for Group A

1. What would you do if Grace told you about Ross’s behavior towards her?

2. What would you advice her to do?

3. What role can co-workers play in preventing or responding to incidents of sexual harassment?

Guiding Questions for Group B

1. What can be done organizationally to prevent such incidents in future?

2. What is the organizational responsibility in dealing with such incidents?

3. What mechanisms should be put in place to prevent and respond to such incidents?

Case Study 2

Ryan is a senior accountant in CARE. He has worked for Alice, Senior Manager, Finance, for five years. She is married. He is a single father. Three years ago, they entered into a consensual relationship. During the relationship, they went on frequent dates and traveled together on official trips. They also met at a local hotel on numerous occasions after work and on weekends. Throughout the three years, Alice promised Ryan that she would leave her husband, get a divorce and marry him. Despite many promises, she did not seem to be taking any action.

During the relationship Ryan received many special favors, like good appraisals, and promotions, concessions in work allocation and so on. After three years of waiting, Ryan one day walks into Alice’s room and announces that he has decided to see other women. Alice became furious and threatens to withhold Ryan’s next pay raise.  As Ryan slowly withdraws out of the relationship with Alice, she begins creating problems for Ryan professionally, by insulting him publicly, finding faults in his work and giving extra work and unrealistic deadlines. Ryan is frustrated and decides to look for another job.

Guiding Questions for Group C

1. As Ryan’s co-worker how can you help him? 

2. What will be your advice to him to deal with Alice?

3. What steps can you take at your level in order to respond to this incident of sexual harassment?

Guiding Questions for Group D
1. What preventive organizational mechanisms should be instituted to prevent such incidents?

2. Who in the organization is responsible for dealing with/responding to such incidents?

3. In what way can an organization be held responsible to respond to such incidents and by whom?

HANDOUT #8b - Prevention of Sexual Harassment and Exploitation at Workplace

Sexual harassment –whether verbal, physical or visual- must be addressed and stopped as quickly as possible.

a) Putting a policy in place

b) Sending a strong management message- Pro-active steps by Senior Management Team to express zero tolerance for SH

c) New Employee Orientation- includes informing the new entrant about what to expect and what is expected from him or her in terms of personal code of conduct related to work, awareness training on SH, watching a videotape, learning about SH through a computer-based learning program.

d) Explaining and disseminating all policies and procedures related to discrimination, SH and harassment.

e) Reinforcing specific positive behaviors with performance reviews. 

f) Do not wait to act till a complaint is registered, be proactive and investigate into any probable incidents of harassment

g) Encourage ongoing communication through publishing articles in newsletters, ALMISES, putting up posters, publicizing names of staff designated to inquire into incidents of harassment/SH/discrimination/exploitation.

h) Conduct annual surveys- to know about employees’ perception and understanding of SH, have they been SH, have they heard about any case, do they feel confident about reporting; are they aware of the policy?

i) Monitor implementation and revision of the policy 

j) Skill building of members of investigation committees

k) Awareness building of senior management staff

l) Education through periodic sensitization workshops on the issue.

m) Hold meetings to provide a platform to discuss concerns related to sexual harassment/exploitation at workplace.

ANNEXES

ANNEXE # 1 -CARE USA Policy on Harassment and Exploitation
Code of Conduct and Accountability to Program Participant Communities regarding Harassment and Exploitation

Consistent with CARE’s vision, mission and core values of respect, integrity and accountability, as well as our commitment to diversity, we seek to create and maintain an organizational environment that is free of harassment and exploitation, and to ensure the same in all of our work with communities and partners.  This is critical to our effectiveness as an organization.  Each member of the community with whom CARE works or provides assistance must have CARE’s utmost assurance that they will not be subject to any form of harassment or exploitation.  Equally, each CARE employee must have the opportunity to contribute fully to CARE’s mission in a work environment that is free from all forms of social harassment and exploitation.  To fulfill these aims, CARE expressly prohibits and will not tolerate any form of harassment or exploitation, be it physical, sexual or psychological.  CARE workers are obliged to create and maintain an environment that prevents exploitation and abuse and promotes the implementation of our Code of Conduct.

Definitions

Harassment

Harassment means any unwelcome comment or behavior that is offensive, demeaning, humiliating, derogatory, or any other inappropriate behavior that fails to respect the dignity of an individual.  CARE prohibits harassment of any program participant, partner, vendor or other individual visiting or doing business with CARE.  Examples of harassment include, but are not limited to:

Verbal conduct such as threats, derogatory or offensive remarks, name calling, innuendos, slurs, jokes or degrading words used to describe an individual or individual characteristics in general, or any other demeaning or inappropriate comments;

Visual conduct such as leering, gesturing, displaying or distributing offensive objects or pictures, cartoons, graffiti, posters, or magazines;

Offensive remarks in writing (letters, memos, emails, etc)

Threats or insinuations that could affect a program participant’s entitlement to assistance

Actual or threatened physical abuse or conduct

Exploitation

Exploitation is using one’s position of authority, influence or control over resources, to pressure, force or manipulate someone to do something against their will. This includes threatening to withhold project assistance, threatening to make false claims about a person in public, or any other negative repercussions in the work place or community.   Examples of exploitation include, but are not limited to:

Offering special benefits to program participants or employees in exchange for expressed, implied or demanded favors;

Threats or insinuations that an individual’s refusal or unwillingness to submit to demands will affect the person’s entitlement to project assistance and support, or terms and conditions of employment.

Sexual Harassment & Sexual Exploitation 

Sexual harassment means any unwelcome sexual advance, comment, expressed or implied sexual demand, touch, joke, gesture, or any other communication or conduct of a sexual nature, whether verbal, written or visual, by any person to another individual within the scope of CARE’s work.  The definition includes sexual harassment that is directed at members of the same or opposite sex and includes harassment based on sexual orientation.  CARE prohibits sexual harassment of any individuals, employee or program participant, regardless of their work relationship.  

Sexual exploitation means pressuring or demanding individuals to provide sexual favors against their will, with the threat of denying project assistance, withholding work support, or any other negative repercussions in the work place or community.  Examples of sexual harassment and exploitation include, but are not limited to:

· Offering special benefits (including money, employment, goods or services) to program participants in exchange for expressed, implied or demanded sexual favors;

· Threats or insinuations that an individual’s refusal or unwillingness to submit to sexual advances or demands will affect the person’s entitlement to project assistance & support;

· Verbal conduct such as sexually derogatory remarks, graphic verbal commentaries about an individual’s body or dress, sexually degrading words used to describe an individual, sexually suggestive or obscene letters, notes, emails or invitations, demeaning or inappropriate comments, name-calling, innuendos, slurs, jokes, sexual advances or propositions;

· Visual conduct such as leering, sexual gestures, displaying or distributing sexually suggestive objects or pictures, cartoons, graffiti posters or magazines; or

· Actual or threatened physical contact or conduct, such as patting, pinching, blocking movements, or any other offensive touching.

Harassment and Exploitation of Children

As a group, children (persons under the age of 18) are probably the most vulnerable to harassment and exploitation.  CARE staff is expressly prohibited from harassing or exploiting children. Because children are so vulnerable to abuse and exploitation, sexual relationships between adult CARE staff and children is prohibited.
Sexual or Romantic Relationships

CARE strongly discourages staff from engaging in sexual or romantic relationships with members of communities with whom they are directly working. This is because as employees of CARE, each staff member has potentially greater access to goods, services and power than members of the program participant community, which could be used to pressure or exploit them. However, it is recognized that CARE employees are often also members of the program participant community, and therefore may be married or have long-established romantic relationships in the program participant community. It is expected that all employees will exercise discretion, professionalism and good judgment when there is a romantic relationship between CARE employees and program participants. Should somehow a romantic relationship develop, the CARE employee is expected to make this relationship known to their supervisor, who will then determine if the current work arrangement is appropriate.  

Staff Accountability

All staff will be individually held accountable for their knowledge and adherence to CARE’s Code Of Conduct and Accountability to Program Participant Communities Regarding Harassment And Exploitation.

Reporting Harassment & Exploitation

All employees have an obligation to report harassment of any form and exploitation, if they believe any of these three forms of abuse have occurred in the course of duty within the workplace or in program communities, if they observe such conduct, or if they receive any information about such conduct.  Harassment of any form or exploitation must be reported immediately either to the employee’s unit/project’s most senior supervisor or to the Country Director and HR Manager.  The Supervisor must in turn report it to the Country Director and HR Manager.  The report may be verbal or in writing, and should provide details of what happened, including date, location and the name of the witness.  The initial report and all subsequent information developed will be held in the strictest confidence and will be disclosed only on a need-to-know basis in order to investigate and resolve the matter.

Investigation of Complaints

A confidential, thorough, impartial and prompt investigation of allegations of any form of harassment or exploitation will be conducted.  The investigation may consist of interviews with witnesses and others as appropriate, collection of information about the alleged conduct, gathering of documentation, or other procedures as appropriate.  The individual alleged to have violated this CARE policy would have the opportunity to present his or her view of the events in question.  CARE will hold its determination until the investigation is completed.  Within a reasonable period after the investigation is completed, both the complaining employee or program participant and the employee alleged to have violated this policy would be informed as to the results of the investigation.  All records of the investigation will remain confidential.

Reprisal

CARE will not tolerate any form of coercion, intimidation, reprisal or retaliation against any employee who reports any form of harassment or exploitation, provides any information or other assistance in an investigation.

Penalties for Harassment, Exploitation & Retaliation

Any violation of this Code of Conduct and Accountability to Program Participant Communities Regarding Harassment and Exploitation will be considered an act of gross misconduct, and anyone subject to this policy who is found to have harassed, coerced, intimidated or retaliated against another in violation of this Code will be subject to prompt and appropriate disciplinary action, up to and including termination as defined in CARE’s HR Policy and Procedures.  False claims of harassment, exploitation or retaliation in respect to this Code will be considered to be harassment or exploitation in itself and will be treated accordingly under CARE’s policies.

Agreement to Abide by CARE’s Code of Conduct and Accountability to Program Participants

I have read, understood and agree to abide by the contents of CARE’s Code Of Conduct And Accountability To Program Participant Communities Regarding Harassment And Exploitation as described in Appendix 26 of CARE’s Employee Handbook.

Signature:

_____________________________________

Date:  ________________

Please print your name:_______________________________

ANNEXE # 2 – Draft CARE International CoC 2005


All CARE workers
 and partners must uphold the highest standards of professional and personal conduct. At all times, CARE workers and partners must treat all beneficiaries/project partners and participants with dignity and respect.  Each community member with whom CARE works must have the utmost assurance that they will not be subject to any form of Sexual Harassment, Exploitation or Abuse. CARE International expressly prohibits and will not tolerate any form of Sexual Harassment, Exploitation or Abuse.  

A. Definitions

Sexual harassment means any unwelcome sexual advance, comment, expressed or implied sexual demand, touch, joke, gesture, or any other communication or conduct of a sexual nature, whether verbal, written or visual, by any person to another individual within the scope of CARE’s work.  The definition includes sexual harassment that is directed at members of the same or opposite sex and includes harassment based on sexual orientation.  CARE prohibits sexual harassment of any individuals, employee, project partner or program participant, regardless of their work relationship.

Sexual exploitation means pressuring or demanding individuals to provide sexual favors against their will, with the threat of denying project assistance, withholding work support, or any other negative repercussions in the work place or community.  

Sexual abuse means any actual or threatened physical intrusion of a sexual nature, by force or under unequal or coercive conditions.

B. Principles

This Code of Conduct is based on the following principles:
· In our programs and offices we oppose discrimination and the denial of rights based on sex, race, nationality, ethnicity, class, religion, age, physical ability, caste, opinion or sexual orientation

· We treat all persons with dignity and respect according to international laws and local customs

· We prevent and prohibit any form of harassment or exploitation - physical, sexual and/or psychological – to individuals, especially women and children

· We respond to any observed and/or reported incidents of harassment or exploitation or any other human rights violations in a speedy and just manner

· We uphold the highest standards of efficiency, competency, integrity and transparency in our work as relief/development workers.

· We hold ourselves accountable to those we seek to assist as well as those from whom we accept resources.  
C. Prohibited Behaviors 

The Code of Conduct strictly prohibits all CARE workers and partners from engaging in any of the following:
· Offering special benefits (including money, employment, goods or services) to program participants in exchange for expressed, implied or demanded sexual favors;

· Threats or insinuations that an individual’s refusal or unwillingness to submit to sexual advances or demands will affect the person’s entitlement to project assistance & support;

· Verbal conduct such as sexually derogatory remarks, graphic verbal commentaries about an individual’s body or dress, sexually degrading words used to describe an individual, sexually suggestive or obscene letters, notes, emails or invitations, demeaning or inappropriate comments, name-calling, innuendos, slurs, jokes, sexual advances or propositions;

· Visual conduct such as leering, sexual gestures, displaying or distributing sexually suggestive objects or pictures, cartoons, graffiti posters or magazines; or

· Actual or threatened physical contact or conduct, such as patting, pinching, blocking movements, or any other offensive touching;

· Expressing sexual interest or engaging in any sexual activities with children (any person below the age of 18). Mistaken belief in the age of a person is not a defense;

· Use of children or adults to procure sexual services for others;

· Condone or be a party to trafficking of persons;

· Any act that may constitute sexual harassment, sexual exploitation or sexual abuse or that does not adhere to the principles mentioned in this Code of Conduct.

D. Individual Actions to Respond to Incidents of Sexual Harassment, Exploitation and Abuse 

At an individual level, all CARE Workers and Partners are expected to respond to observed or reported incidents of Sexual Harassment, Exploitation and Abuse according to the following guidelines:

· Take the person into confidence and listen patiently in a non-judgmental manner.

· Report immediately to the concerned authority while explaining the procedure to the complainant.

· Support and assist the person in receiving referral services such as psychosocial, legal and medical appropriate in a given situation.

· Do not indulge in any loose talk, spread rumors or divulge any information related to the incident to anyone other than the concerned authority.

E. Individual Responsibility to Prevent Sexual Harassment, Exploitation and Abuse 

At an individual level, all CARE Workers and Partners are expected to take the following measures to prevent Sexual Harassment, Exploitation and Abuse.

· Build awareness about various aspects of Sexual Harassment, Exploitation and Abuse - forms, nature, causes and its impact and educate yourself on how to deal with it appropriately and adequately.
· Be aware of the CARE’s policy and code of conduct on preventing and responding to Sexual Harassment, Exploitation and Abuse applicable to your country context.
· Create and use opportunities to discuss the issue of Sexual Harassment, Exploitation and Abuse and dispel myths attached to it at an informal level.
· Exhibit professionalism in your manner of conduct and act in accordance to this Code of Conduct. 
Violation of this Code of Conduct shall be treated as serious misconduct and shall lead to strict, appropriate disciplinary measures as per the established procedures.

ANNEXE # 3 - CARE’s Guidelines to Country Offices to Contextualize CARE USA’s Policy/Code of Conduct and Accountability to Communities and Program Participants regarding Harassment and Exploitation




I.1. Process considerations to Contextualize Policy/ Code of Conduct

· Each Country should review the CARE USA policy/CoC and make revisions to definitions of key terms and procedures that address the cultural and legal context unique to the country.  These revisions should be made following a due process of consultation and discussion with staff, partners, and communities. 

· Hold discussions with staff representatives across all levels and functions– select the right facilitators as well as form appropriate groups of staff to promote honest and open discussions. 

· Ensure that the policy/ CoC covers individuals outside of CARE who discriminate, harass or exploit project participants while they are on a CARE job. 

· Identify financial and human resources required for ensuring due process and quality of work – free-up time for staff to participate in awareness sessions and to carry out additional responsibilities, if any.

· Consider using external resource persons to facilitate discussions and to bring in an expert perspective and experiences of other organizations.

· Build on CO experiences with developing and implementing policies to prevent sexual harassment and exploitation of CARE staff.

· Learn from the protection policies and practices of other NGOs in your country/region and international development organizations.

· Hold discussions on the subject and encourage partners to adopt similar policy/CoC for their staff. Find ways of including text in contract agreements to hold partners’ accountable for the same CoC. 

· There may be a need to develop a separate child-centered policy to protect children. Reporting and investigation mechanisms would have to be different from those instituted for women.

· Do not take stern/harsh disciplinary actions against the complainant in case the allegation is found to be untrue after investigations, unless the malicious intention of the person is established clearly during investigations.

· Ensure adequate protection is provided to the victim, complainant and witnesses during investigation period. Provide, if possible, protection from retaliation even after the investigations. 

I.2. Considerations for establishing effective reporting mechanisms and investigative procedures

· Carefully consider cultural context and its implications and accommodate them in the investigation process and interviews –where, when, who and how.

· Institute permanent structures for reporting and investigation of allegations of exploitation or harassment. Include an individual or organization, external to CARE, as third party presence is found to encourage reporting of incidents.

· However, do not rely only on ‘formal’ reporting mechanisms (that depends on hierarchical and/or written communication).  Experience shows that if the reporting mechanisms are too formal, it may actually reduce the number of cases reported. Include informal reporting mechanisms such as confidential drop box or verbal communication to any trusted staff person.
· Consult with communities on ideas for confidential reporting mechanisms and investigative procedures.

· Build on the experience of the confidential mechanisms put in place for reporting catastrophic illness and/or sexual harassment of CARE staff.

· Learn from the protection/sexual harassment policies and practices of other NGOs. 

· Pay attention to the sensitivity, trust and capacity of the persons designated to receive complaints and of the affected beneficiaries.

· Specify a time-period within which investigation must begin and be completed.
· Select investigators who are objective and not involved in the circumstances surrounding the complaint. 
· Given that international staff may not have employment contracts with the local country office, clarify the procedure for receiving and investigating complaints where international staff is either making a complaint or is the subject of a complaint.
II. Implementation of the Policy/ CoC

The adoption of the Policy/CoC should be swiftly followed by a rollout strategy. The implementation of the policy/CoC must start with building awareness and commitment among leaders followed by training all staff to ensure that they have an understanding of what constitutes sexual exploitation and why it is a zero tolerance behavior. This includes workshops (to be conducted in every program country, field or project office) for all concerned staff about the enhanced duties and responsibilities introduced by the policy/CoC. A separate strategy needs to be developed for the training and support of partner agency staff and program participants.

II.1.   Build staff awareness and capacity through communication and training 

· The Country Director should communicate the policy/CoC to all employees emphasizing senior management support.

· Human Resources, senior management staff should meet with all managers and staff to discuss the policy/CoC, answer questions, encourage compliance and emphasize executive support.

· Ensure that all new staff members and short-term consultants are screened for their suitability to work with vulnerable program participants. Incorporating specific exploitation related questions in pre-recruitment reference requests could enhance this. We should strive to have gender balance in project/camp staff.

· Distribute and discuss the policy/CoC in employee orientation to sensitize new staff entering the organization and to reinforce its importance with the old staff.

· Translate the policy in the national/local languages to ensure wider understanding and effective adoption.

· Hold training and sensitization workshops that accompany distribution of the policy/CoC to all staff.

· Each employee should sign an acknowledgement of receipt of the policy/CoC and attendance at training.

· Provide additional training/coaching to staff responsible/designated for receiving and/or investigating complaints.

II.2. Create awareness and empower communities/ program participants  

· Invest in empowering communities to know what appropriate behavior is and make CARE’s principles and policies transparent. 

· Develop and implement community education and awareness activities with due consideration to the cultural context including language and literacy level as well as any power imbalances.

· Identify programs with higher risk of sexual exploitation e.g. high commodity transfer, Internally Displaced Persons (IDPs)/communities in conflict, to pilot community level activities.

· Communicate clear referral systems in each setting so that the victim/survivor knows where to receive assistance and receives that assistance in a timely manner.

· Create a safe and trusting environment for project participants and staff to feel comfortable in using the reporting mechanisms and talking about incidents of sexual exploitation.

· In countries where CARE works with large groups of vulnerable beneficiaries, such as refugees and IDPs, as well as food insecure populations, recently resettled communities, child headed households, street children, etc., greater care should be taken to ensure that efforts are made to raise program participants’ awareness of their rights. For example, permanent signs could be displayed in refugee camps clearly stating beneficiaries’ entitlement to food and non-food items and emphasizing that these goods are free and nothing is expected of refugees in return for them. These displays about entitlements could use appropriate symbols for those participants that are illiterate.

· Increased monitoring and evaluation of programs, involving members from the beneficiary community have also shown to improve standards of accountability.

II.3.
Develop mechanisms to monitor policy implementation and compliance

· Designate a staff person to co-ordinate the implementation and monitoring of the policy. 

· Identify clear responsibilities for each manager/staff to comply with the policy and include it in Job Descriptions and Individual Operating Plans.

· Institute a committee to monitor/review the status of the policy and its implementation at regular intervals. Consider including a representative of a peer NGO or an external consultant/gender expert in the committee to get an outsider’s view.

· Develop a follow-up plan after evaluation to address the weaknesses identified in the policy or its implementation during the evaluation.
· Set up a periodic forum for program participants to share how safe and empowered they feel to report and follow-up on complaints.
· Set up informal feedback mechanisms (e.g., confidential drop box for soliciting staff suggestions/ observations about compliance or the designated person, periodically.)

SUGGESTED READINGS
1. CARE USA Policy/CoC on Accountability to Communities and Program Participants regarding Harassment and Exploitation

2. ALMISES # 5461, 5616, 5641 and 5703 from CARE USA

3. Guidelines to Country Offices to Contexualize CARE USA’s Policy/Code of Conduct and Accountability to Communities and Program Participants regarding Harassment and Exploitation

4. Guidelines for Harassment/Sexual harassment/Exploitation Policy Review, 2004
5. Guidelines for establishing reporting and investigation mechanisms for incidents of sexual harassment/ exploitation at workplace, August 2005

6. Sexual Exploitation Update and Plan of Action, December 2004
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8. Prevention of Sexual Exploitation and Abuse in Humanitarian Crisis in South Africa, Training Guide, WFP-SCUK-UNICEF.

9. NPSCC/ICVA, Report on Sexual Exploitation/Abuse Training held in Leicester, UK.

10. Promoting Gender Equity and Diversity – A CARE Training Curriculum for Facilitators, CARE USA, 2005

11. Sexual Harassment at the Workplace, Training Program for CARE Sri Lanka, designed and facilitated by Naina Kapur, SAKSHI.

12. The Oxfam Gender Training Manual, Suzanne Williams, Janet Seed and Adelina Mwau with contributions form Oxfam staff and others, Oxfam, 1994.

13. Understanding Humanitarian Aid Worker Responsibilities: Sexual Exploitation and Abuse Prevention, CCSEA Sierra Leone.

14. Sexual Harassment, Exploitation and Abuse, Facilitator’s Guide, CARE International in Zimbabwe.

TIME


120 Min                  





TIME


40 Min                  





TIME


50 Min                  





TIME


60 Min                  





TIME


30 Min                  





TIME


20 Min                  





TIME


30 Min                  





TIME


20 Min                  





     III. Integration into Broader Organizational Context and Learning 


 


III.1 Integrate sexual exploitation issues in HR/ program policies, guidelines and practices. 


Review and revise the organizational structure as well as HR polices and systems to minimize concentration of power and opportunities for abuse of power. 


Strive to integrate and mainstream actions to prevent sexual exploitation in programming at all levels.


Secondary and if possible, primary anthropological research can prove to be a useful source of information to understand the social context of the program participants.


Incorporate SE in Project/Program Design and proposal review guidelines.


Identify appropriate gender/power analysis tools and processes and train staff to use them.


Carry out a benefits-harm analysis to be aware of the potential impact of the program on men, women, children or any specific group in the community. 


Incorporate SE issues during third party project monitoring and evaluation.


The provision of education, skills training, income generating activities, gender-based violence programs, reproductive health, and child protection initiatives are all identified as measures that can reduce vulnerability and prevent exploitation and abuse.





III.2	Strive to create a trusting work environment for people to feel comfortable to talk about issues of discrimination and exploitation in a safe way.





III.3	Ensure that added responsibilities and accountability for advancing this SE work is clearly understood by the entire staff at all levels.





III.4	Promote opportunities for reflection, sharing, and learning from experiences that contribute to both personal as well as organizational learning.











CARE International


Code of Conduct to Prevent and Respond to Sexual Harassment, Exploitation and Abuse of Program Participants








III   INTEGRATION INTO BROADER ORGANIZATIONAL


     CONTEXT AND PRACTICES


Situate this work within CARE International’s vision and principles and integrate sexual exploitation issues in HR/ program policies/ guidelines and practices


Strive to create a trusting work environment for people to feel comfortable to talk about issues of discrimination and exploitation in a safe way


Ensure that added responsibilities and accountability for advancing the SE work is clearly defined and understood by staff at all levels


Promote opportunities for reflection, documentation and sharing of experiences that will advance both personal as well as organizational learning





 II    IMPLEMENTATION 


Build staff awareness and capacity through effective communication and training 


Create awareness and empower communities/ project participants  


Develop mechanisms to monitor policy implementation and compliance




















 I   ADOPTION OF POLICIES AND PROCEDURES


1. Contextualize the Code of Conduct


2. Establish effective reporting mechanisms and investigation procedures








At this point, it may be useful to become familiar with and review the CARE USA Policy/Code of Conduct; the guidelines provided to Country Offices to contextualize the policy and other documents mentioned as part of the suggested readings. 








Format for each Activity/ Exercise





Objective – clarifies the goal or expected outcome of the activity


Time – indicates the approximate time required for the activity with a further break-up of time required for each task as appropriate


Instructions – provides a set of clear and simple directions to the facilitators on how to conduct the exercise


Debriefing Questions – gives a set of questions to be raised amongst the participants to generate discussion and make participants reflect upon the process and outcome of each exercise


Key Messages and Synthesis – includes suggestions on how to conclude each exercise and what messages to highlight


Tips for Facilitators – provides additional insights and advice based on our experiences/observations to deal with some difficult situations that may arise while conducting the exercises


List of Materials and Handouts required – serves as a reminder to arrange for the materials prior to the workshop





TIME


60 Min                  





TIME


75 Min                  





TIME


15 Min                  





TIME


80 Min                  





TIME


40 Min                  





TIME


30 Min                  





To introduce facilitators and participants to each other.





To know the participants’ expectations from the workshop and share the broad outline of the workshop.





To finalize basic workshop rules/norms and inform the participants about the workshop logistics.








To increase understanding about the participants’ perceptions about why the issue of sexual harassment/ exploitation is an issue of concern within the work context. 











To explore and address participants’ views and assumptions related to sexuality norms and sexual violence. 





To explore and question some of the commonly held myths in the society about different aspects of sexual harassment / exploitation.








To make participants aware of the privileges and advantages, often unearned and unconscious, held by people with Dominant Group Membership. 





To sensitize participants to the different forms of sexual harassment and to some of the contexts in which sexual exploitation/harassment is likely to occur. 





To increase understanding of why sexual harassment/exploitation occurs, its impact on the recipient and the hurdles s/he faces in reporting incidents.








To discuss and agree upon certain essential elements for defining the terms ‘Sexual Harassment’, ‘Sexual Exploitation’ and ‘Workplace’.








To sensitize participants to the discomfort experienced by a complainant and to build empathy towards them.








To enable participants to recognize and accept individual as well as organizational responsibility for responding to incidents of sexual harassment or exploitation.





To orient the participants to CARE’s commitment and initiatives for creating a work environment- free of sexual harassment, exploitation and abuse.








To review key learning and bring closure to the workshop experience.











� Adapted from activity developed by CREA and TARSHI, NGOs based in India


� Prepared by Vasuda Arora and Madhuri Narayanan and proposed to be adopted as a standard across CARE International


� CARE workers include all CARE permanent/temporary, field/HQ staff, volunteers, consultants and all others who 


  are working as part of CARE-run projects and programs and are connected to CARE, including para-professionals  


  and community workers.


� These principles are based on CARE's Programming Principles and Inter-Agency Standing Committee's policy statement 


   on protection from Sexual Abuse and Exploitation 


� Prepared by Madhuri Narayanan, Senior Advisor, Gender Equity and Diversity, CARE USA, February 2004
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