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Abstract

The Anti-Harassment Policy of Health, Education and Development Society (HEADS) underscores the
organization's commitment (o jostering a safe, respectful, and inclusive environment for all employees,
volunteers, beneficiartes, and associated personnel. This policy establishes a zero-tolerance stance towards
harassment, sexual exploitation, abuse, and gender-based violence, while incorporating international
standards such as the IASC Six Core Principles, Protection Against Harassment at Workplace Act 2010,
and other global human rights frameworks. It defines clear procedures for prevention, reporting,
Investigation, disciplinary action, and Survivor support, ensuring a fair and confidential resolution process.
The policy mandates (fraining, awareness, and routine evaluations to strengthen compliance and
accountability. By promoting dignity, equality, and resilience, HEADS integrates safeguarding across all
operations, aligning with Its mission to empower communities and uphold human rights.
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Background:

Health, Education and Development Society (HEADS), is a non-profit, non-politiczal and non-
governmental organization registered in Pakistan under the Societies Act 1860, Since s
establishment in 2013, HEADS has been actively engaged in the developmentzl and human tzrizn
sectors. The organization is led by a dedicated Board of Governors (BoG), comuisting of
professionals with diverse educational backgrounds and capabilitics. HEADS operzte under 2
comprehensive set of policies designed to ensure transparency, accountability and efficiency in its
systems and operations. HEADS Currently registered in the Islamic Republic of Afghanistan, nd
established an office in the capital city, Kabul.

Throughout its history, HEADS has worked closely with communities and various stzkehs!ders,
addressing a wide range of issues. including but not limited 1o Education, Health, Protection.
Livelihoods, Community Infrastructure (CPIs), Shelter 2nd Settlement, Community Developrment.
Institutional Capacity Building, Research, Gender Equzlity, Legzl Counselling, Peferrz!
Mechanisms, Social Accountability, Right to Information. znd Governance.

In addition to these programmatic areas, HEADS place a strong emphasis on cross-cutting themes,
including social mobilization, gender mainstreaming. inclusion. and resilience in zll its core
programs. These themes reflect the organization's commitment 1o addressing the holistic needs of
communities and promoting sustainable development.

Vision: Every Individual regardless of background or circumstznces en oy equal opportunities and
rights with dignity.

Mission: Empowering Communities through strategic investment in human capital and
institutional capacity development, raising sustainable development 2t the grassroot level.

Objectives:

o Support and develop replicable models and strategies for sustzinzble human resource
development through skills development initiatives.

o Network and collaborate with the Govt. Departments, NGO'«. CBOU's, WOs and internztionz]
agencies/donors for sustainable development.

o Support initiatives for sustainable community-based gender sensitive development with
particular focus on; Human and institutionzl Development, Nztural Resource Management,
Drinking Water Supply, Environmental Sanitation. Educztion, Agriculture, Health &
Nutrition, Disaster Management and Micro Credit & Enterprize.

o Create economic and recreational opportunities for youth through skill enhancement programs
for peace promotion.

o Enable equitable access to quality education and healthcare, raising holistic community

development and well-being.

Promoting Social Inclusion and Empowerment;

Strengthen Resilience to Climate Change and Envircnment.! Dezrodation.

Advocacy for Peace, Human Rights, and Social Justice

Building Disaster Resilience and Preparedness
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Introduction

This Anti-Harassment Policy reinforces a commitment to fostering a safe, inclusive, and
harassment-free environment. HEADS is committed to ensure a safe, respectful, and harassment-
free work environment for all employees, volunteers, beneficiaries, and stakeholders. By
implementing strong preventative measures, clear reporting structures, and strict disciplinary
actions, this policy establishes a zero-tolerance stance on harassment, sexual exploitation, and
abuse while outlining procedures for prevention, reporting, and response in alignment with
international best practices.

Purpose

The purpose of this policy is to establish a zero-tolerance approach to all forms of harassment,
sexual exploitation, and abuse, define clear reporting mechanisms for victims and witnesses,
ensure confidential, fair, and prompt resolution of harassment complaints, prevent retaliation
against individuals who report harassment and promote a workplace culture of dignity, equality,
inclusion, and respect.

Commitment to a Harassment-Free Environment

HEADS is fully committed to creating a workplace free from harassment and exploitation and will
integrate Preventing Sexual Exploitation and Abuse (PSEA), Gender-Based Violence (GBV), and
Child Protection into all operations. HEADS adopt the IASC Six Core Principles on the prevention
of sexual exploitation and abuse, protection against Harassment at workplace Act 2010, UDHR
1948, ILO Convention 190, 2019, CEDAW, ICCPR. The Inter-Agency Standing Committee
(IASC) Six Core Principles are internationally recognized guidelines aimed at preventing sexual
exploitation and abuse (PSEA), particularly in humanitarian and development settings. These
principles apply to all organizations, staff, and partners engaged in humanitarian work.

Scope

This policy applies to all HEADS employees, volunteers, contractors, partners, beneficiaries, and
associated personnel, including job candidates and implementing partners.

Equality and Non-Discrimination

HEADS uphold the principle of equality for all individuals, regardless of age, disability, ethnicity,
race, color, national origin, religion, gender identity, marital status, sexual orientation, or medical
history. Pregnancy, childbirth, breastfeeding, or related medical conditions. Socioeconomic status
or any other characteristic protected under international human rights laws.

Key Definitions

o Sexual Harassment: Unwelcome sexual advances, rcequests for favors, or other
verbal/physical conduct of a sexual nature that creates a hostile work environment.
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o Sexual Exploitation: The abuse of a position of vulnerability for sexual purposes.

o Sexual Abuse: Actual or threatened physical intrusion of a sexual nature, whether by force
or under unequal power dynamics.

o Gender-Based Violence (GBV): Any harm perpetrated acainst individuals based on their
gender identity or roles.

o Child Abuse & Exploitation: Any form of physical, emotional, or sexual harm against
children, including neglect or forced labor.

Reporting & Complaint Mechanism

o Confidential Reporting Channels: Through emails, lettcr, Toll-free hotline, In-person
reporting to designated officers.

o Anonymous Reporting: Individuals may report harassment without revealing their identity.

Structured Investigation Process

Receipt & Acknowledgment of Complaint (Within 3 Working Days)

Initial Review & Risk Assessment (Within 5 Working Days)

Formation of Investigation Panel (Within 5 Working Days)

Evidence Collection & Interviews (Within 10-15 Working Days)

Analysis & Decision-Making (Within 5 Working Days Post-Investigation)
Corrective Actions & Disciplinary Measures (Within 5 Working Days Post-Decision)
Appeals Process (Within 10 Working Days of Decision)

Investigation & Disciplinary Action

Harassment Prevention Committee (HPC): HPC will be based on a designated team responsible
for handling complaints including the senior management, Compliance officer, Gender and
Safeguarding Officer, External legal expert and Psychological support expert as members. The
Harassment Prevention Committee will review the complaint to determine the nature of the
allegation, immediate risks to the complainant and will overview whether the complaint falls under
workplace harassment or criminal offense for referral to legal authorities.

Confidential support: legal, medical, psychosocial for the complainant, whistleblower protection
to prevent retaliation. Investigations will be conducted following a structured process with an
opportunity to respond to allegations fairly. Statements will be recorded from any third party who
observed or have relevant information. The Harassment Prevention Committee will compile the
findings, recommendations, and suggest the corrective actions.

Corrective Measures
o Preponderance of Evidence: A conclusion is drawn bascd on uvailable facts.
o Legal & Policy Frameworks: Findings must align with proviicial and national laws.

o Harassment Severity & Impact: Cases categorized into 1iinui. imoderate, or severe.

If Harassment is Proven the possible disciplinary actions include:
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Formal warning & mandatory retraining (for minor offenses).
Demotion, salary deduction, or suspension (for moderate violations).
Termination of employment or legal action (for severe violations).

Referral to law enforcement for cases involving sexual exploitation, violence, or criminal
behavior.

If Complaint is Unsubstantiated:

o
o]

No disciplinary action, but the case remains confidentially recorded.
The complainant is informed of their right to appeal or seck external legal action.

Survivor Support Measures:

(o]
o
o]

Counseling & psychosocial support will provide.
Adjustments in workplace (e.g. transfer, flexible work).

Assurance of no retaliation and safe work environment and measures to prevent reprisal against
whistleblowers and complainants.

Prevention Measures & Vetting

Mandatory background checks for all new hires, contractors, and implementing partners, Zero-
tolerance clauses for sexual exploitation and abuse (SEA) included in all contracts, Strict oversight
and review of partner organizations to ensure adherence to «fegunrding standards.

Management Responsibilities

o

(o]

o]

Human Resources (HR): Responsible for policy implementation, staff training, and
enforcement of anti-harassment measures.

Compliance & Legal Department: Ensures adherence to national and international legal
standards on harassment.

Department Heads & Senior Leadership: Actively promote a harassment-free workplace
and monitor compliance within their respective teams.

Training & Awareness

Mandatory anti-harassment and safcguarding training for all employees, volunteers, and partners,
Refresher training programs at regular intervals, Awarencss campaigns to ensure all stakeholders
understand their rights and responsibilities.

Monitoring, Compliance & Policy Review

o}
o]
o}

Quarterly assessments to ensure compliance with this policy.

Annual independent audits to cvaluate effectiveness.

Feedback mechanisms to allow e¢mployees and beneficiaric: to provide input on harassment
prevention measures.

The policy will be reviewed annually by the Harassment Prevention Committee, with updates
reflecting legal developments, fecdback, and best practices.
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BOD Meeting Minutes
Date: January 06, 2025

Participated by:

| Raza Ullah Jan Executive Director
Uzma Amin Chairperson Board
Samina Khanam Board Member
Nawaz Ali Shah
Amabareen Banori
. Muhammad Jidran

Board Member
Board Member
Board Member

Abid Ali Board Member

Tahira Nasreen Board Member

Sayed Ali Shah Director Program

Asif Ali Director Finance
| Ramsha Khan \ HR Officer

Agenda Items: \ /
e Change in Leadership po mon i

e Formation of the Annua Report Annual Budget, an‘é Strategic Plan.

* Completion of the NDRMF Capacnty Improveﬁ\ent Actlop Plan \

* Processing for Charity Commission in ﬁalochistan and Khyber Pakhtunkhwa.
e Revision of HEADS p:me%

e Renewal of Society Act Re mﬁion for 2025,

Proceedings & Outcomes:

The meeting commenced with the reEitaldonE:f the Qlyﬁur}an, followed by a formal welcome note
delivered by the Chairperson, Ms. Uzma Amin, and the Executive Director, Mr. Raza Ullah Jan. The
discussions focused on the agenda items and organizational improvements.

» The Board decided to shift Mr. Raza Ullah Jan from the position of Chairperson of the Board of
Directors (BOD) to Executive Director of HEADS, following the resignation of Ms. Samina
Khanam from the role of Executive Director. Ms. Khanam has now joined the Board as a Board
Member. Additionally, Dr. Uzma Amin has been appointed as Chairperson of the Board,
effective immediately.

e The Board emphasized the importance of preparing Annual Report/ Annual Budget and Strategic
Plan to assess the organization's current standing and plan strategically for the upcoming year.

¢ As HEADS has been conditionally accredited by the National Disaster Risk Management Fund
(NDRMF) for six months, the Board reviewed the shared Capacity Improvement Action Plan. It
was decided to prioritize its completion within the stipulated timeframe, recognizing this as a
crucial opportunity for the organization.

Address: House 219, Street 1, Sector F/9, Phase-6, Hayatabad, Peshawar, KP
Email: info@heads-ngo.org / website: www.heads-ngo.org Ph: 091-5861889
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for Charity Commission registration in Balochistan.

e The Board agreed to initiate the process
sion in Khyber Pakhtunkhwa will be expedited to

police verification for the Charity Commis
obtain the certification promptly.
e A comprehensive review of organizational
approved necessary amendments to align wit
« It was noted that the Society Act Registration expired in Decem
apply for its renewal for 2025 without delay.

policies was conducted. The Board proposed and

h current needs and best practices.
ber 2024. The Board resolved to

agenda items, ensuring they aligned with the

The meeting concluded with a thorough review of the
optimism about the successful execution of the

organization's strategic objectives. The Board expressed
discussed initiatives. The Chairperson concluded the meeting with a vote of thanks.

Signed on this Monday January 06, 2025 by authorized signatory.
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Mr. Sayed Ali Shah SR M. Asif Ali . ol
Program Director HEADS Director Operations HEADS

Miss-Hamsha Khan
HR Officer (HEADS)

Address: House 219, Street 1, Sector F/9, Phase-6, Hayatabad, Peshawar, KP
Email: info@heads-ngo.org / website: www.heads-ngo.org Ph: 091-5861889
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Policy Review & Update Record

A Board meeting was held on January 6, 2025, with the key agenda of reviewing and updating all
organizational policies of HEADS. The Board advised the management to undertake a comprehensive
policy review to ensure relevance, compliance, and alignment with organizational goals and evolving
operational needs.

In line with this directive, all organizational policies were reviewed and amended on January 31, 2025,
under the leadership of the Executive Director and with the involvement of the Finance & Audit
Committee and relevant departments.

The review process included:
» Athorough evaluation of existing policies.

« Revisions based on internal assessments, audit findings; .regulatory requirements, and best
practices.

e Incorporation of feedback from,| staff and stakeholders,.#
Ty,
e Updates to enhance clar(ty, account%bihty, and operational effectiveness.

o

Means of Verification: | P s A\ \
Revised policy documents, review repqrts," and documented feled_back: and approval records.
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Raza Ullah Jan
Executive Director

Addrels.s:: House 219, Street 1, Sector F/9, Phase-6, Hayatabad, Peshawar, KP
Email: info@heads-ngo.org / website: www.heads-ngo.org Ph: 091-5861889

CamScanner


https://v3.camscanner.com/user/download

