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Introduction
The Aga Khan Foundation’s (AKF) Code of Conduct outlines the ethical standards and 

behaviours expected of everyone associated with AKF, irrespective of hierarchy, status or 

position. It is designed to foster a culture of respect, accountability, and best practices to ensure 

a safe and inclusive environment aligned to AKF’s values. Everyone associated with AKF is 

expected to demonstrate the highest standards of honesty, integrity and professionalism.
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Scope and purpose
This Code of Conduct applies to all contracted staff, both international and local, employed by AKF.  

Adapted Codes of Conduct are applicable to volunteers, partners, contractors and suppliers.

The purpose of this Code of Conduct is to define the expected conduct of AKF staff while under 

contract with the organisation. It forms part of all employment contracts and applies both within 

and outside working hours. Misconduct beyond AKF in the private domain may also need to be 

addressed if it comes to light.

Breaches of the Code of Conduct may result in disciplinary action, up to and including dismissal, 

depending on the severity of the breach.

While recognising local laws and cultures across regions, AKF is an International Non-Governmental 

Organisation (INGO), and this Code aligns with international and UN standards.  AKF staff must 

uphold local laws wherever they operate. However, where this Code of Conduct is more stringent 

than local law, the Code takes precedence.   

AKF’s work is based on the principles 
of international conventions and 
instruments: 

• Convention on the Elimination

of Discrimination Against Women

(CEDAW)

• Convention on the Rights

of Persons with Disabilities

• ILO Convention 190 (2019)

on Eliminating Violence and

Harassment in the World of Work

• United Nations Convention on

the Rights of the Child (UNCRC)

• Universal Declaration of

Human Rights

AKF’s safeguarding policy is also 
in line with international standards 
and recommendations regarding 
safeguarding: 

• CHS Alliance Core

Humanitarian Standards

• OECD DAC Recommendations

on PSEAH

• IASC Principles and Standards

for PSEA

All people must be treated with dignity and respect. There is zero tolerance 
for sexual abuse, exploitation, harassment (SEAH), neglect or other 
misconduct by AKF staff, representatives or partners.
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Mission and values
AKF is committed to fostering respectful relationships among staff, associates, volunteers and 

the wider communities with whom it works. AKF takes all reasonable measures to prevent harm, 

including any form of exploitation, abuse, bullying, harassment and abuse of power that may arise 

from contact with its staff, programmes or operations.

All staff are expected to consistently demonstrate high standards of personal, ethical and 

professional conduct and to share a collective responsibility to prevent misconduct and to 

safeguard children and adults.
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AKF Safeguarding Code of Conduct 2024 

Code of conduct standards

Uphold the Integrity and Reputation of AKF
As an AKF employee I will:

• Act in a manner that reflects AKF’s values and ethical standards.

• Treat all people fairly, with respect and dignity.

• Use my authority and position responsibly, ensuring it is exercised with fairness

and without abuse or harassment.

• Observe local laws and cultural norms when working in an international context

or travelling on behalf of AKF.

• Avoid actions that could bring AKF into disrepute or compromise my ability to

perform my role.

• Not work under the influence of alcohol or use or possess illegal substances on

AKF premises, in AKF accommodation, or when representing the organisation
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Maintain Professional and Respectful Relationships
As an AKF employee, I will:

• Maintain professional boundaries and not engage in relationships with programme

participants, recognising the inherent power imbalance in such interactions.1

• Not engage in sexual activity with children (under 18), recognising that mistaken belief

in age is not a defence.

• Not exchange money, employment, goods, or services for sex2, including sexual

favours or any other form of humiliating, degrading or exploitative behaviour. This

includes any exchange of support that is due to programme participants.

• Not engage in any commercially exploitative activities with children or adults at risk,

including child labour or trafficking.

• Not consume, purchase, sell, possess, create or distribute any form of indecent

images, including those depicting child abuse.

• Not physically, emotionally or psychologically harm a child or adult at risk in any way

whatsoever.

Ensure the Safety, Health, and Welfare of all AKF Staff  
and Associated Personnel (volunteers, partners, suppliers 
and contractors)
As an AKF employee, I will:

• Adhere to all legal and organisational health and safety requirements in force at my

location of work.

• Follow and comply local security guidelines and proactively inform management of

any necessary changes to such guidelines.

• Act responsibly to minimise any unnecessary risk to the safety, health and welfare of

myself, colleagues, partner organisations and communities we work with.

Use AKF Information, Assets, and Resources Responsibly
As an AKF employee, I will:

• Use AKF’s assets and resources responsibly and ensure accountability for all monies

and property entrusted to me.

• Not use AKF IT equipment, systems, software, e-mail or social media platforms to

engage in any unethical or illegal activities, under local or international law, or to

promote conduct that would constitute a criminal offence. This includes sharing,

creating, or distributing any material that intimidates, harasses, or discriminates against

individuals or groups based on protected characteristics, or that promotes extremism.

• Not use AKF IT equipment to access, download, create, distribute or store, in any

way whatsoever, inappropriate and abusive content, including but not limited to

pornography or any material depicting child abuse

1. Any intimate relationships between AKF staff and beneficiaries of assistance must be declared as a potential Conflict of Interest. For 
further guidance, please refer to the AKF Safeguarding Policy for more information. | 2. This statement does not reflect a judgement by 
AKF on individuals engaged in commercial sex work. Rather it prohibits AKF staff from exploiting their position of power in any way.
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Avoid Conflicts of Interest
As an AKF employee, I will:

• Disclose any financial, personal or familial (or close intimate relationship) interest that

may impact AKF’s work.

• Not be involved in hiring, promoting, any form of contracting, or awarding benefits

to individuals with whom I have financial, personal, familial (or close intimate

relationship) ties.

• Seek permission from the CEO in writing before accepting any official role or

nomination for political office.

• Maintain transparency and not accept significant gifts or remuneration from

governments, communities with whom we work, donors, suppliers or any other

persons which have been offered as a result of my employment with AKF, or with the

intention to influence my professional judgement. For additional guidance please

refer to your country financial policy.

Maintain Confidentiality
As an AKF employee, I will:

• Handle all matters of official business with care and discretion.

• Not disclose confidential information about colleagues, work-related matters,

or sensitive data unless legally required to do so.

Complaints and Reports
• All AKF staff are expected to report any concerns, incidents, or behaviours that may

breach this Code. If any staff member witnesses, experiences, or becomes aware of,

or suspects misconduct, they are encouraged to report it promptly to ensure a safe,

accountable work environment. Reporting procedures are annexed to this document.

Those reporting concerns are protected from retaliation.

• AKF may be required to refer or report serious incidents to external agencies,

such as law enforcement, regulatory bodies, donors, or professional organisations as

appropriate.

By signing below, and in accepting my appointment, I acknowledge my commitment 
to uphold the principles outlined in this Code of Conduct. I understand that my actions 
reflect AKF’s values and contribute to a safe, ethical, and respectful workplace for all.

Name: 

Signature:

Date:
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Reporting

What to do if you have a safeguarding concern 

If the concern relates to a child under 18, you should report the 
concern in confidence immediately through one of the routes listed 
below.

Options for reporting 
You can remain anonymous if you wish.

Contact details:

The Safeguarding Focal Point for your country is

LINE MANAGER/ SAFEGUARDING FOCAL POINT

Speak to your line manager, Safeguarding Manager/Focal Point or other designated person 

(for more details on all available Speak Up channels please refer to Annexe 8) as soon as 

possible. You do not need to have all the facts or details. This will ensure that the matter is 

addressed promptly before it becomes a more serious problem.

SENIOR MANAGER

If you are uncomfortable speaking to one of these individuals, or if you believe that the person 

is implicated in the concern, or you have reported the concern previously and it was not taken 

seriously, you have the right to raise it to any other staff member, such as Senior Manager, 
AKF Global Safeguarding Lead, or a member of the Global HR Team.

If you wish, you may contact AKF’s Global Director of Operations, and/or AKDN’s Director of 
International HR deparment (see Annexe 4 for details)
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SAFECALL SPEAK UP SERVICE

You can also use the Safecall ‘Speak Up’ hotline or web platform, which is an external, 

independent service provider available for AKF staff. This service is available 24 hours a day 

and you can talk to someone in your own language. The call handlers will take details of your 

concern and then pass this on to AKF Geneva. 

See more details here:

LOCAL AUTHORITIES

If your concern relates to a potential breach of the law, you can also refer directly to the 

relevant local authorities, if it is safe to do so. Referral must be safe for all concerned, 

particularly the survivor, and therefore AKF may wish to undertake a risk assessment before 

referring to local authorities. The survivor’s consent must be sought for a referral to take place, 

unless they are a child under the age of 18, in which case the best interest of the child takes 

precedence.

3

4

www.safecall.co.uk/file-a-report

Contact details:

24/7 Hotline Number
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For more information about the availability of AKF’s Employee Assistance 
Programme in your location, please contact your local HR manager. 

AKF will also accept complaints/ safeguarding reports from external sources such as members 

of the public, partners and official bodies regarding incidents caused by the organisation or its 

representatives.

What will happen? 
1. AKF will take all concerns that are raised seriously and will handle them in a consistent,

timely and fair manner

2. AKF will take appropriate steps to ensure there is no retaliation against an employee

who speaks up.

3. AKF will deal with all concerns confidentially and all those involved will be expected to

keep their involvement and all details relating to the concern confidential.

4. Employees who wish to report cases of sexual harassment will have their case

considered by male or female staff representatives at all points in the process.

AKF Safeguarding | Code of Conduct 2025 9
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AKF’s Safeguarding commitment
AKF is committed to respectful relations with and between all staff, associates, beneficiaries and 

wider communities with whom it works, and takes all reasonable measures to prevent harm, 

including all forms of exploitation, abuse, bullying, harassment and abuse of power that may arise 

from contact with its staff, programmes or operations.

AKF defines safeguarding as the responsibility to ensure that all individuals who come into contact 

with AKF staff, operations and programmes, including those who work in or with AKF, are protected 

from harm. AKF is committed to ensuring the identification, mitigation and management of a wide 

range of risks to:

Programme participants and wider communities - AKF makes every effort to ensure the safety and 

protection of individuals and groups, including children and adults with whom it interacts, particularly 

those who may be especially vulnerable or at risk.

Staff, volunteers and other associates - AKF seeks to establish safe and respectful workplaces that 

ensure the inherent dignity of all persons, where everyone is treated with dignity and respect, in 

safe environments free from discrimination, bullying, harassment and other forms of abuse.

The organisation - AKF must preserve its reputation for good governance and sound management 

by addressing reputational and fiduciary risks such as fraud, theft, bribery and corruption, money 

laundering and aid diversion.
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Purpose and scope
The purpose of this policy is to protect people from any harm that may be caused due to their coming 

into contact with AKF staff, associated personnel or programmes and activities, and to detect and 

respond appropriately to safeguarding incidents.

AKF’s work is based on the principles of international conventions and instruments, including the 

United Nations Convention on the Rights of the Child (UNCRC), Convention on the Elimination of 

Discrimination Against Women (CEDAW) and the Convention on the Rights of Persons with Disabilities. 

AKF’s safeguarding policy is in line with international standards and recommendations such as the 

CHS Alliance Core Humanitarian Standard and OECD DAC Recommendations on PSEAH. All people 

must be treated with dignity and respect. There is zero tolerance for sexual abuse, exploitation, 

harassment (SEAH), neglect or other misconduct by AKF staff, representatives or partners. 

AKF has also put in place policies for specific forms of harm 
or to safeguard specific groups. These are:

AKF Safeguarding adults at risk policy
This policy protects adults who come into contact with AKF, and may be at risk 
of harm caused by AKF staff, associated personnel, and programme design and 
delivery (including programme participants, and adults in the wider communities 
where AKF works).

AKF Safeguarding of children and young people policy
This policy protects children and young people from harm caused  
by AKF staff, associated personnel, and programme design and delivery.

AKF PSEAH policy 
(protection from sexual exploitation, abuse and harassment) 

This policy protects people who come into contact with AKF, including staff, from 
sexual exploitation abuse and harassment by AKF staff and associated personnel.

AKF Anti-Discrimination, bullying and harassment policy 
This policy protects staff and others working in AKF from specific forms  
of harm in the workplace which is defined as discrimination, bullying and 
harassment (non sexual).

AKF Financial and related misconduct policy
This policy protects AKF against corrupt financial practices by personnel, affiliates, 
contractors, grantees or any stakeholder (such as bribery, fraud,  
money laundering, aid diversion, funding of terrorist activities, etc).

©
 2

02
5 A

ga
 K

ha
n 

Fo
un

da
ti

on
 -

 A
ll 

ri
gh

ts
 r

es
er

ve
d 

AKF Safeguarding | Safeguarding Policy 3



AKF requires all staff, volunteers and representatives to commit in writing to upholding the principles 

and standards in this Safeguarding Policy and the associated Code of Conduct, through a Statement 

of Commitment (Annexe 1).

Partner commitments will be reflected in specific clauses in their written agreements with AKF (see 

Annexe 6 for examples of these). A separate Code of Conduct for Visitors (see sample at Annexe 5) 

will apply to all visitors.

AKF will respond to safeguarding reports from any time period – there is no statute  

of limitations for safeguarding cases. AKF will accept anonymous safeguarding reports.

This policy should be adapted to include the relevant legislation of the country of operation where 

relevant and appropriate. Where this policy is more stringent than local legislation, this policy will apply.

THE POLICY APPLIES TO:

• Staff - permanent or temporary

• External service providers/Contractors

• Interns

• Researchers

• Consultants

• Volunteers

• Members of the organization’s governing 

bodies/Representatives of AKF

• Visitors including journalists, photographers, 

donors, staff from other AKF units or AKDN 

agencies, or other organisations

• Implementing or other Partners (unless they 

have their own safeguarding policy

of a similar standard)
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AKF Communications and Content Gathering Ethics policy 
This policy ensures that AKF content gathering and communication are ethical 
and safe for all involved.
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AKF’s Safeguarding standards

STANDARD 1 AKF will ensure a workplace culture built on respect, that delivers a 

safe and inclusive environment for all staff.

STANDARD 2 AKF’s safeguarding policy commitments are integrated into existing 

organizational processes and systems and, where necessary,  

new procedures will be introduced.

STANDARD 3 AKF has measures and mechanisms in place for monitoring 

and reviewing safeguarding measures and for both upward 

and downward accountability in relation to safeguarding.

STANDARD 4 Everyone connected with the organisation has the knowledge, 

attitude and skills to keep children and adults safe.

STANDARD 5 AKF staff are aware of the organisation’s commitment to their 

safety and wellbeing in the workplace, and feel able to raise  

concerns in the knowledge that they will be taken seriously.

STANDARD 6 Children and families understand AKF’s commitments to safeguarding 

and know what to do if concerns arise. AKF responds appropriately  

to safeguarding concerns.

STANDARD 7 Partners have safeguarding measures in place, which are consistent 

with AKF’s standards.

STANDARD 8 AKF will ensure robust protection for anyone who raises a concern or 

makes a complaint regarding a breach of safeguarding policy.
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AKF is committed to ensuring
• Acceptable standards of conduct are observed at all times. This policy applies 24

hours a day

• AKF programmes and operations are designed and implemented in a way that

does not cause harm nor increase risk of harm

• Communities and staff are enabled to report safeguarding concerns through safe,

appropriate, accessible means

• Safeguarding reports are treated seriously

• Concerns and reports are attended to promptly and confidentially, and are

investigated impartially

• Action is taken to ensure that misconduct does not continue

• Complainants and witnesses are not victimised in any way

• Learning is fed back into the organisation to ensure continuous improvement

Our staff must NOT
• Cause harm to those they come into contact with as a result of their work with

AKF. Harm includes (but is not limited to) physical, sexual or emotional exploitation,

harassment or abuse

• Perpetrate harmful practices in any areas of their life. This may include (but is not

limited to) employing child labour, participating in human trafficking in any capacity,

practicing FGM (female genital mutilation), perpetrating forced or early marriage,

intimate partner violence, abuse of elders.

Our staff will
• Abide by the AKF Code of Conduct

• Remain alert to safeguarding risks and ensure familiarity with safeguarding policies

• Take all suspicions and/or allegations of abuse or risk seriously and respond swiftly

in accordance with this policy. This includes taking seriously any allegations made

against an adult working or volunteering with children or an adult at risk

• Share information appropriately

• Attend safeguarding training

• Escalate matters of concern as required and be alert to AKF ‘Speak Up’ policy

Policy statementPolicy statementPolicy statement
The Safeguarding Policy and Code of Conduct detail obligations, 

responsibilities and commitments made by AKF, staff and managers, along 

with the consequences of non-compliance. 
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Our Managers or Supervisors must
• Invest in leadership at all levels with responsibility and expertise in safeguarding

• Set a personal example and model appropriate standards of behaviour

• Be alert to the possibility that safeguarding issues may be happening in their

teams and take prompt action as per the procedure, should this be taking place

• Take steps to educate and make staff aware of their obligations under this policy

• Deal with all complaints quickly, sensitively, seriously and in confidence

• Act fairly to resolve issues and enforce workplace behavioural standards, making

sure relevant parties are heard

• Put safety and wellbeing at the heart of decision making

• Listen and consider the voice of survivors in decision making

• Ensure that all concerns and discussions about a person’s welfare, the decisions

made and the reasons for those decisions are recorded in writing

• Refer formal complaints about breaches of this policy in a safe, appropriate and

timely manner, in line with the AKF Model reporting Procedures

• Ensure that the safeguarding measures that guide the implementation of

safeguarding policy are fully integrated within their areas of responsability (the

responsible project or programme manager will be accountable for implementing

the safeguarding arrangements and associated procedures within his/her/their

project or programme)

• Supervisors will use the safeguarding policy and Code of Conduct to guide their

staff accordingly. Supervisors will provide their staff with regular opportunities to

share information on any problems they are experiencing or anything they are

concerned about, including unacceptable conduct.

Our CEOs must
• Address any safeguarding concerns raised in their unit. The ultimate accountability

for safeguarding at AKF lies with the AKF General Manager, the AKDN HR Director

and members of the Global AKF Human Resources Committee, a sub-committee to

the Board.

• Ensure that all members of the unit adhere to the principles of the Global

Safeguarding Manual and its associated standards at local level. S/he/They will

be accountable to the National Committee/AKF Global Safeguarding Lead and

Geneva Leadership and will provide regular management reports on progress and

performance in this area.

• Assign one or more project/programme Safeguarding Focal Point to liaise with

communities and beneficiaries on safeguarding issues. A safeguarding contact will

be designated on the AKF National Committee (where applicable, otherwise it will

be the Global Safeguarding Lead) or on the Geneva Senior Management Team.

His/her/their responsibility will be to hold the CEO accountable for reporting on

safeguarding.
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Our Safeguarding Focal Point (SFP*) and Safeguarding 
Managers must: 
• Organise orientation/training on the Safeguarding policy

• Undertake self-audits and risk assessment

• Undertake partner due diligence

• Monitor and report on the implementation of the safeguarding policies,

as well as other safeguarding related tasks.

• Support staff, representatives and partners in adhering to safeguarding policy

• Refer staff to specialist agencies or professionals as required

• Hold the CEO accountable for reporting on safeguarding

*In each unit an appropriate member of staff will be the Safeguarding Focal Point (SFP)

if a full time Safeguarding Manager is not available.

Consequences of Non-Compliance
Staff, volunteers and other associates: for staff, disciplinary action up to and including 

termination of contract, and for others, an end to the relationship either through 

termination of contract or ending of the agreement/arrangement that covers their 

association with AKF.

Visitors and Partners: up to and including termination of all relations including 

contractual and partnership agreements with AKF.

Appropriate legal and other actions may be taken for breaches or non-compliance.

©
 2

02
5 A

ga
 K

ha
n 

Fo
un

da
ti

on
 -

 A
ll 

ri
gh

ts
 r

es
er

ve
d 

AKF Safeguarding | Safeguarding Policy 8



I , have received, read and 

understood the contents of the AKF Global Safeguarding Policy and Code of Conduct.

I understand what is expected of me in terms of my conduct whilst I am employed by AKF. I 

understand that this policy applies 24 hours a day.

I understand when and how to report any safeguarding issues that I become aware of. 

I am aware of the terms of use for Safecall attached to this Statement.

I understand that any failure to uphold the AKF Safeguarding Policy and Code of Conduct 

may result in the termination of my engagement with AKF or other disciplinary action and 

possible referral of matters to relevant external bodies including statutory authorities,  

for example where a possible criminal breach is involved.

I understand that in the event of any changes or updates to this Statement, I will be 

required to re-sign it.

Annexe 1: Safeguarding statement 
of commitment
This Statement of Commitment to Aga Khan Foundation’s Safeguarding Policy and Code of Conduct 

must be signed by all AKF staff and representatives, as defined in the Global Safeguarding Manual, 

and retained on record before commencing duties.

Name

Designation / Role

Date

Signature
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Annexe 2: SafeCall terms of use
By using the Safecall Speak-Up hotline and/or web platform, you hereby explicitly consent to the 

processing of your personal data by Aga Khan Foundation (1-3 Avenue de la Paix, 1202 Geneva, 

Switzerland) (hereinafter referred to as “AKF”) and SAFECALL LIMITED (100 Wood Street, London, 

EC2V 7EX, United Kingdom) (hereinafter referred to as “SAFECALL”) that you provide them with in 

order to benefit from the telephonic and online services offered by SAFECALL. 

Subject to any applicable legal requirements, your personal data will be stored only as long as it 

is necessary for the purposes for which it was provided. You acknowledge that your personal data 

will be processed in accordance with the requirements of the Swiss Federal Act on Data Protection 

and the European General Data Protection Regulation 2016/679 (including any future amendments 

of such laws), which may differ from the data protection requirements in your country. Even though 

your personal data will mainly be processed by AKF in Switzerland and SAFECALL in the United 

Kingdom, you further acknowledge that (i) AKF may need to transfer your personal data to any of its 

affiliated companies to allow reported cases to be handled. 

Such AKF’s affiliated companies might be located inside and outside the European Economic 

Area, including in countries that are considered by the EU Commission and/or the Swiss Federal 

Data Protection and Information Commissioner as not ensuring an adequate level of protection for 

personal data. For such particular cases, AKF and SAFECALL implemented appropriate safeguards, 

such as the EU Commission’s standard contractual clauses or any other appropriate safeguards as 

foreseen under the EU and Swiss data protection laws. You might obtain a copy of such appropriate 

safeguards by contacting AKF and/or SAFECALL at the contact details below.

To exercise any of your rights (i.e. right of access, right to rectification, right to erasure, right to 

restriction of the processing, right to object to the processing, right to data portability, withdrawal of 

any previously given consent), please contact AKF at privacy@akdn.org

Please however note that SAFECALL will act as an independent data controller with respect to 

personal data that you provide to SAFECALL but withhold from AKF or personal data that are 

not disclosed to AKF to protect your identity. For such personal data, please contact directly 

SAFECALL at Safecall’s own Privacy Policy found at www.safecall.co.uk/pp to exercise any of the 

abovementioned rights. 

Please also note that (i) withdrawal of your consent does not affect the lawfulness of the processing 

of your personal data based on consent before your withdrawal, (ii) the exercise of some of your 

rights (e.g. objection to the processing, withdrawal of any previously given consent, etc.) may in 

some cases prevent SAFECALL from providing you with its services and (iii) your rights can in 

certain circumstances be limited (e.g. when personal data is required by AKF and/or SAFECALL to 

comply with the law or assert or defend against legal claims, etc.). 

AKF and SAFECALL are committed to working with you to obtain a fair resolution of any complaint or 

concern about privacy. If, however, you believe that the latter have not been able to assist with your 

complaint or concern, you have the right to make a complaint to the competent data protection authority.
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Annexe 3: Reporting
What to do if you have a safeguarding concern 

If the concern relates to a child under 18, you should report the 
concern in confidence immediately through one of the routes listed 
below.

Options for reporting 
You can remain anonymous if you wish.

Contact details:

The Safeguarding Focal Point for your country is

LINE MANAGER/ SAFEGUARDING FOCAL POINT

Speak to your line manager, Safeguarding Manager/Focal Point or other designated person 

(for more details on all available Speak Up channels please refer to Annexe 8) as soon as 

possible. You do not need to have all the facts or details. This will ensure that the matter is 

addressed promptly before it becomes a more serious problem.

SENIOR MANAGER

If you are uncomfortable speaking to one of these individuals, or if you believe that the person 

is implicated in the concern, or you have reported the concern previously and it was not taken 

seriously, you have the right to raise it to any other staff member, such as Senior Manager, 
AKF Global Safeguarding Lead, or a member of the AKF Global HR Team.

If you wish, you may contact AKF’s Global Director of Operations, and/or AKDN’s Director of 
International HR Department (see Annexe 4 for details).

1

2
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SAFECALL SPEAK UP SERVICE

You can also use the Safecall ‘Speak Up’ hotline or web platform, which is an external, 

independent service provider available for AKF staff. This service is available 24 hours a day 

and you can talk to someone in your own language. The call handlers will take details of your 

concern and then pass this on to AKF Geneva. 

See more details here:

LOCAL AUTHORITIES

If your concern relates to a potential breach of the law, you can also refer directly to the 

relevant local authorities, if it is safe to do so. Referral must be safe for all concerned, 

particularly the survivor, and therefore AKF may wish to undertake a risk assessment before 

referring to local authorities. The survivor’s consent must be sought for a referral to take place, 

unless they are a child under the age of 18, in which case the best interest of the child takes 

precedence.

3

4

www.safecall.co.uk/file-a-report

Contact details:

24/7 Hotline Number
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For more information about the availability of AKF's Employees Assistance 
Programme in your location, please contact your local HR manager

AKF will also accept complaints/ safeguarding reports from external sources such as 

members of the public, partners and official bodies regarding incidents caused by the 

organisation or its representatives.

What will happen? 
1. AKF will take all concerns that are raised seriously and will handle them in a consistent,

timely and fair manner

2. AKF will take appropriate steps to ensure there is no retaliation against an employee

who speaks up.

3. AKF will deal with all concerns confidentially and all those involved will be expected to

keep their involvement and all details relating to the concern confidential.

4. Employees who wish to report cases of sexual harassment will have their case

considered by male or female staff representatives at all points in the process.
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AKF’s Safeguarding standards

STANDARD 1 AKF will ensure a workplace culture built on respect, that delivers 
a safe and inclusive environment for all staff.

1.1  Staff are trained on respectful workplaces. Leaders are provided 

with additional training on their responsibilities.

1.2 Leadership in AKF models the organisation’s values.

1.3  Staff are regularly surveyed on their views of AKF as a 

workplace, and any necessary improvements are implemented.

STANDARD 2 AKF’s safeguarding policy commitments are integrated into 
existing organisational processes and systems and, where 
necessary, new procedures will be introduced.

2.1  AKF’s policies and procedures are regularly assessed to ensure 

they incorporate safeguarding measures.

2.2  Appropriate policies and procedures are in place to prevent, 

enable reports, and respond to safeguarding concerns. These 

policies and procedures meet international safeguarding best 

practice.

2.3  Where gaps are identified, AKF will develop relevant policies 

and procedures to address those gaps.

STANDARD 3 AKF has measures and mechanisms in place for monitoring 
and reviewing safeguarding measures and for both upward and 
downward accountability in relation to safeguarding.

3.1  AKF units undertake regular self-assessment to measure the 

extent to which they are meeting safeguarding standards, and 

develop action plans to address gaps.

3.2  The CEO reports on the results of annual self- assessments and 

action plans to the AKF National Committee (or equivalent) and 

the Geneva Global Safeguarding Lead
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STANDARD 4 Everyone connected with the organisation has the knowledge, 
attitude and skills to keep children and adults safe.

4.1  AKF practices safe recruitment to ensure that staff and 

associated personnel are appropriately vetted to work with at risk 

communities.

4.2  Staff receive regular training on their safeguarding 

responsibilities, tailored to their role.

4.3  AKF has a zero-tolerance approach to inaction on safeguarding 

issues. Disciplinary procedures are in place to deal with staff who 

breach safeguarding policy and/or Code of Conduct, and are 

consistently applied. 

STANDARD 5 AKF staff are aware of the organisation’s commitment to their safety 
and wellbeing in the workplace, and feel able to raise concerns in 
the knowledge that they will be taken seriously.

5.1  Staff are made aware of AKF’s commitment to safety and 

wellbeing in the workplace through induction and training.

5.2  Multiple channels are available to report any concerns, including 

anonymous and external reporting mechanisms. 

5.3  AKF treats all reports in a sensitive, fair, timely and confidential 

manner. Learning from how cases are managed is fed back into 

the organisation to make necessary improvements.

STANDARD 6 Children and families understand AKF’s commitments  
to safeguarding and know what to do if concerns arise. 
AKF responds appropriately to safeguarding concerns. 

6.1  CBRMs (Community Based Reporting Mechanisms) are in place 

that are safe, appropriate and accessible, based on consultation 

with community groups

6.2  Communities are aware of what to expect from AKF staff and 

programmes, and know how to report any concerns

6.3  Safeguarding concerns are followed up by AKF in a safe, timely, 

survivor-focused manner
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STANDARD 7 Partners have safeguarding measures in place, which are consistent 
with AKF’s standards.

7.1  Due diligence conversations are held with partners to ensure that 

theirs and AKF’s safeguarding standards and approaches align

7.2  Agreements with partners include clauses on safeguarding

7.3  If required, partners are supported by AKF to reinforce their 

safeguarding arrangements and respond to safeguarding 

concerns

STANDARD 8 AKF will ensure robust protection for anyone who raises a concern 
or makes a complaint regarding a breach of safeguarding policy.

8.1  AKF will ensure that there are no negative consequences for 

staff reporting safeguarding concerns in good faith. This includes 

settlements that require confidentiality regarding the incident, or 

force the survivor to resign.

8.2  AKF will take measures to protect staff from retaliation from 

individuals against whom they have made a complaint.

8.3  AKF will fully support staff to speak up, and provide access to any 

support and protection that they may require.
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AKF’s Safeguarding 
commitment
AKF is committed to respectful relations with and between all 

staff,associates, beneficiaries and wider communities with whom it works, and takes all reasonable 

measures to prevent harm, including all forms of exploitation, abuse, bullying, harassment and abuse 

of power that may arise from contact with its staff, programmes or operations.

AKF defines safeguarding as the responsibility to ensure that all individuals who come into 

contact with AKF staff, operations and programmes, including those who work in or with AKF, are 

protected from harm. This term covers physical, emotional harm and sexual exploitation, abuse and 

harassment.1 

Children face risks due to their physical, societal and developmental status. These risks can be 

compounded by other intersecting identity characteristics, such as living with disability, SOGIE 

(sexual orientation and gender identity expression) or being a member of a marginalised community, 

or by circumstance such as living away from home, for example in institutions. 

Even when they reach adulthood, young people face particular challenges in society globally. They 

are at a stage of personal transition, which can be impacted by issues such as access to secondary 

and tertiary schooling, unemployment and conflict. Young people also have skills and capacities 

which should be recognised and celebrated.

A child, in line with the UNCRC, is defined as any person – girl, boy, young woman, young man and 

children of other gender identities – under the age of 18 years. 

1. AKF does not make judgement against individuals who participate in selling sex ("transactional sex"), however, AKF has banned buying sex in order to 
prevent sexual exploitation and abuse from occurring.
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A young person, in line with United Nations definitions, include individuals – young women, young 

men and young person of other gender identities – aged 15 years to 24 years old. This group spans 

the categories of ‘children’, ‘adolescents’ and ‘adults’ but regards young people as having particular 

safeguarding needs and requiring distinct consideration aside from younger children and older adults. 
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Purpose and scope
The purpose of this policy is to protect children and young people from any harm that may be 

caused due to their coming into contact with AKF staff, associated personnel or programmes and 

activities, and to detect and respond appropriately to safeguarding cases. This policy should be 

used in conjunction with AKF’s overarching Safeguarding Policy.

Additional polices are in place to safeguard communities from either specific 
forms of harm and abuse or in relation to specific groups. These are:

AKF PSEAH policy  
(protection from sexual exploitation, abuse and harassment) 

This policy protects people who come into contact with AKF, 

including staff, from sexual exploitation abuse and harassment 

by AKF staff and associated personnel.

AKF Safeguarding adults at risk policy
This policy protects adults who come into contact with AKF, 

and may be at risk of harm caused by AKF staff, associated 

personnel, and programme design and delivery (including 

programme participants, and adults in the wider communities 

where AKF works).
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AKF Communications and Content Gathering Ethics 
policy 
This policy ensures that AKF content gathering and 
communication are ethical and safe for all involved.
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AKF requires all staff, volunteers and representatives to commit in writing to upholding the principles 

and standards in this Safeguarding Children and Young People Policy and the associated Code of 

Conduct, through a Statement of Commitment (see Annexe 1).

Partner commitments will be reflected in specific clauses in their written agreements with AKF (see 

Annexe 6 for examples of these). A separate Code of Conduct for Visitors (see sample at Annexe 5) 

will apply to all visitors.

AKF will respond to safeguarding reports from any time period – there is no statute of limitations for 

safeguarding cases. AKF will accept anonymous safeguarding reports.

This policy should be adapted to include the relevant legislation of the country of operation.

THE POLICY APPLIES TO:

• Staff - permanent or temporary

• External service providers/Contractors

• Interns

• Researchers

• Consultants

• Volunteers

• Members of the organisation’s governing

bodies/representatives of AKF

• Visitors including journalists, photographers,

donors, staff from other AKF units or AKDN

agencies, or other organisations

• Implementing or other partners (unless

they have their own safeguarding policy

of a similar standard)
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AKF’s Safeguarding standards

STANDARD 1 AKF will ensure a workplace culture built on respect, that delivers a 

safe and inclusive environment for all staff.

STANDARD 2 AKF’s safeguarding policy commitments are integrated into existing 

organisational processes and systems and, where necessary,  

new procedures will be introduced.

STANDARD 3 AKF has measures and mechanisms in place for monitoring 

and reviewing safeguarding measures and for both upward 

and downward accountability in relation to safeguarding.

STANDARD 4 Everyone connected with the organisation has the knowledge, 

attitude and skills to keep children and adults safe.

STANDARD 5 AKF staff are aware of the organisation’s commitment to their 

safety and wellbeing in the workplace, and feel able to raise  

concerns in the knowledge that they will be taken seriously.

STANDARD 6 Children and families understand AKF’s commitments to safeguarding 

and know what to do if concerns arise. AKF responds appropriately  

to safeguarding concerns.

STANDARD 7 Partners have safeguarding measures in place, which are consistent 

with AKF’s standards.

STANDARD 8 AKF will ensure robust protection for anyone who raises a concern or 

makes a complaint regarding a breach of safeguarding policy.
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Policy statement

AKF is committed to ensuring:

• Enhanced screening practices are put in place for recruitment to positions with

direct or indirect contact with children and young people. AKF will not knowingly

employ any individual with a criminal conviction related to children or young people

or other such offences related to their prospective position.

• Staff who will, or do, have contact with children or young people will have

opportunities to understand how to interact with children or young people, identify

concerns, receive disclosures appropriately and report within the timeframe

required to ensure the child or young person is not put at further risk of harm.

• All staff and associates in contact with children will follow the guidelines on

unacceptable conduct (see next page)

• Programmes and projects, and communications which feature children/young

people’s information and images, will be assessed for the risk of harm to children/

young people involved in, or impacted by the programme or communication.

Reasonable risk mitigation measures will be incorporated into the design and

delivery of the programme or communication.

• Programmes or projects involving children or young people who might be deemed

particularly ‘at risk’ (e.g. they have particular disabilities, or are in circumstances,

that might increase their risk of harm and abuse) will ensure that they, their parents

(or their carers) understand what the participation in the programme or project

involves, consent to it and have the necessary care or support arrangements in

place to be able to participate safely.

• Each programme or project will conduct community awareness raising sessions

with communities on AKF commitments to safeguarding and protecting them from

harm. This will be done using language and content appropriate messaging and

include explicit reference to acceptable and unacceptable behaviours by AKF staff

and associates.

• Agreements with partners, suppliers etc. will include how they and AKF will work

together to safeguard children or young people in the programmes or services

being delivered.

Policy statement
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The Safeguarding Policy details obligations, responsibilities and 

commitments made by AKF, staff and managers, along with the 

consequences of non-compliance. 
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Guidelines on unacceptable conduct with children for AKF staff, 
volunteers and representatives

1. Hit or otherwise physically assault or 

physically abuse children.

2. Engage in sexual activity or have a sexual 

relationship with anyone under the age of 18 

years regardless of the age of majority/

consent or custom locally. Mistaken belief in 

the age of a child is not a defence.

3. Develop relationships with children which 

could in any way be deemed exploitative or 

abusive.

4. Act in ways that may be abusive in any

way or may place a child at risk of abuse.

5. Use language, make suggestions or offer 

advice which is inappropriate, offensive

or abusive.

6. Behave physically in a manner which is 

inappropriate or sexually provocative.

7. Have a child/children with whom they

are working to stay overnight at their

home unsupervised unless exceptional 

circumstances apply and previous 

permission has been obtained from

their line manager.

8. Sleep in the same bed as a child

with whom they are working.

9. Sleep in the same room as a child with whom 

they are working unless exceptional 

circumstances apply and previous permission 

has been obtained from their line manager.

10. Do things for children of a personal nature 

that they can do themselves.

11. Condone, or participate in, behaviour of 

children which is illegal, unsafe or abusive.

12. Act in ways intended to shame, humiliate, 

belittle or degrade children, or otherwise 

perpetrate any form of emotional abuse.

13. Discriminate against, show unfair differential 

treatment or favour to particular children to 

the exclusion of others.

14. Spend excessive time alone with children 

away from others in a manner which could 

be interpreted as inappropriate.

15. Expose a child to inappropriate images, films 

and websites including pornography and 

extreme violence.

16. Possess, send, make or distribute indecent 

images of children.

17. Interact with children with whom they are 

working through digital media such as SMS 

or social media. Any offensive material or 

unsolicited messages should be reported to 

the staff members’ line manager.

18. Place themselves in a position where

they are made vulnerable to allegations

of misconduct.

This is not an exhaustive or exclusive list. Staff, partners and other representatives 

should at all times avoid actions or behaviour which may allow behaviour to be 

misrepresented, constitute poor practice or potentially abusive behaviour.2 

Staff, partners and other representatives must never:

2. Adapted from Save the Children Child protection Policy 2015
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Reporting

Any act or suspected act of abuse involving children or young 
people must be reported without delay to ensure appropriate 
measure are taken in accordance with this policy. Where the 
concern involves a child under the age of 18, it must be reported in 
confidence immediately to the appropriate authorities or through 
one of the reporting channels listed below.

The Safeguarding Policy provides details of how to make a report and what 
to expect in the response. In summary:    

Contact details:

The Safeguarding Focal Point for your country is

LINE MANAGER/ SAFEGUARDING FOCAL POINT

Speak to your line manager, Safeguarding Manager/Focal Point or other designated person

SENIOR MANAGER

If you are uncomfortable speaking to one of these individuals, or if you believe that the person 

is implicated in the concern, or you have reported the concern previously and it was not taken 
seriously, you have the right to raise it to any other staff member, such as Senior Manager, 
AKF Global Safeguarding Lead, AKF’s Global Director of Operations, and/or AKDN’s 
Director of International HR Department. (see Annexe 4 for details)

1

2
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SAFECALL SPEAK UP SERVICE

Use the Safecall ‘Speak up’ hotline or web platform, which is an external, independent service 

provider available for AKF staff. 

See more details here:

3

www.safecall.co.uk/file-a-report

Contact details:

24/7 Hotline Number
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AKF will also accept complaints/ safeguarding reports from external sources such as members 

of the public, partners and official bodies regarding incidents caused by the organisation or its 

representatives.

For more information about the availability of AKF’s Employee Assistance 
Programme in your location, please contact your local HR manager. 

https://www.safecall.co.uk/file-a-report/
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AKF’s Safeguarding 
commitment
AKF is committed to respectful relations with and between all staff, 

associates, programme participants and wider communities with whom it works, and takes all 

reasonable measures to prevent harm, including all forms of exploitation, abuse, bullying, harassment 

and abuse of power that may arise from contact with its staff, programmes or operations.

AKF defines safeguarding as the responsibility to make sure all who come into contact with AKF staff, 

operations and programmes, including those who work in or with AKF, are protected from harm. This 

term covers physical, emotional harm and sexual exploitation, abuse and harassment.1

AKF defines PSEAH as measures taken to protect people (staff, associates, programme participants 

and wider communities with whom we work) from sexual exploitation, abuse and harassment by our 

own staff and associated personnel. 

This policy lays out the commitments made by AKF on protection from sexual exploitation, abuse and 

harassment.

1. AKF does not make judgment against individuals who participate in selling sex (“transactional sex”), however, AKF has banned buying sex in order to 
prevent sexual exploitation and abuse from occurring.
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Purpose and scope
The purpose of this policy is to protect people from sexual exploitation, abuse and harassment 

perpetrated by AKF staff or associated personnel and to detect and respond appropriately to sexual 

exploitation, abuse and harassment cases. This policy should be used in conjunction with AKF’s 

overarching Safeguarding Policy.

This policy covers sexual exploitation, abuse and harassment of anyone with whom AKF staff comes 

into contact, including other staff members.

Additional polices are in place for other forms of harm for adults, children 
and staff. These are: 

AKF Safeguarding adults at risk policy
This policy protects at risk adults (including programme participants 

and adults in the wider communities where AKF works) who come 

into contact with AKF, and may be at risk of harm caused by AKF 

staff, associated personnel, and programme design and delivery.

AKF Anti-Discrimination, bullying and harassment policy 
This policy protects staff and others working in AKF from specific 

forms of harm, or workplace violence, that might take place,  

or be experienced, within the workplace.

AKF Safeguarding of children and young people policy
This policy protects children and young people from harm  

caused by AKF staff, associated personnel, and programme 

design and delivery.

©
 2

02
5 A

ga
 K

ha
n 

Fo
un

da
ti

on
 -

 A
ll 

ri
gh

ts
 r

es
er

ve
d 



AKF Safeguarding |  Protection from Sexual Exploitation, Abuse and Harassment 4

AKF defines sexual exploitation, abuse and harassment as follows:

Sexual abuse

An actual or threatened physical intrusion of a sexual nature, 

whether by force or under unequal or coercive conditions.  

Any sexual contact with children under the age of 18  

is considered abuse.

Sexual exploitation

Any actual or attempted 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. 

Sexual harassment

A continuum of unacceptable and unwelcome behaviours and 
practices of a sexual nature that may include, but are not limited to, 
sexual suggestions or demands, requests for sexual favours and 
sexual, verbal or physical conduct or gestures, that are or might 

reasonably be perceived as offensive or humiliating. 
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Some examples of sexual exploitation are: 

• Asking for sex in return for providing humanitarian development or

protection/assistance

• Asking for sex in return for providing employment

• Trafficking individuals for the purpose of sexual exploitation

Examples of conduct or behaviour which constitute sexual harassment 

include, but are not limited to : 

Verbal/non-verbal Sexual Harassment

• Comments on a person’s appearance, age, private life, or

demeaning references and disparaging remarks about one’s

gender or physical appearance;

• Sexual comments, stories, jokes, propositions, lewd remarks,
demands for sex;
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• Sexual advances; requests or demands for sex or repeated unwanted
requests to go out on dates after prior refusal;

• Repeated and unwanted social invitations for dates or physical
intimacy;

• Insults based on the sex of the person; heckling, teasing or name
calling, and verbal sexual abuse disguised as humor;

• Condescending or paternalistic remarks of a sexual nature;

• Demands for sexual favors and threats of firing if the demands are not
met;

• Obscene communication and sexual innuendos;

• Sending sexually explicit messages (by phone or by email);

• Sex-based harassment e.g. harassment that relates to the sex of the

target but is not necessarily sexual in nature;

• Display of sexually explicit or suggestive material;

• Sexually-suggestive gestures or inappropriate advances including on

social networking sites;

• Leering/staring at a person or parts of their body in a sexually

suggestive manner;

• Whistling in a suggestive or derogatory way.

Physical Sexual Harassment  

• Unwelcome physical contact including patting, pinching, stroking,

kissing, hugging, fiddling, fondling, any inappropriate touching and

includes lifting up of skirts/dresses, shirt, flickering bra straps or

putting hands in a person’s pockets;

• Physical violence, including attempted or actual sexual assault or

coercion of any kind; indecent exposure of genitalia;

• Blocking the victim’s path in an aggressive way; standing very close

to the victim; rubbing genitals on a person; stalking with an intention

to sexually harass the victim; massaging a person without invitation;

• The use of job-related threats or rewards to solicit sexual favours.
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Any form of sexual harassment is prohibited within AKF premises or outside, including at 
social events, business trips, training sessions or conferences sponsored by AKF.
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AKF requires all staff, volunteers and representatives to commit in writing to upholding the principles 

and standards in Safeguarding Adults at Risk Policy and the associated Code of Conduct through a 

Statement of Commitment (see Annexe 1).

Partner commitments will be reflected in specific clauses in their written agreements with AKF (see 

Annexe 6 for examples of these). A separate Code of Conduct for Visitors (see sample at Annexe 5) 

will apply to all visitors.

AKF will respond to reports of sexual exploitation, abuse or harassment from any time period - there 

is no statute of limitations for SEAH cases. AKF will accept anonymous safeguarding reports.

This policy should be adapted to include the relevant legislation of the country of operation, 

where relevant and appropriate. Where this policy is more stringent than local legislation,  

this policy will apply.

THE POLICY APPLIES TO:

• Staff - permanent or temporary

• External service providers/Contractors

• Interns

• Researchers

• Consultants

• Volunteers

• Members of the organisation’s governing

bodies/representatives of AKF

• Visitors including journalists, photographers,

donors, staff from other AKF units or AKDN

agencies, or other organisations

• Implementing or other partners (unless

they have their own safeguarding policy

of a similar standard)
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AKF’s Safeguarding standards

STANDARD 1 AKF will ensure a workplace culture built on respect, that delivers a 

safe and inclusive environment for all staff.

STANDARD 2 AKF’s safeguarding policy commitments are integrated into existing 

organisational processes and systems and, where necessary,  

new procedures will be introduced.

STANDARD 3 AKF has measures and mechanisms in place for monitoring 

and reviewing safeguarding measures and for both upward 

and downward accountability in relation to safeguarding.

STANDARD 4 Everyone connected with the organisation has the knowledge, 

attitude and skills to keep children and adults safe.

STANDARD 5 AKF staff are aware of the organisation’s commitment to their 

safety and wellbeing in the workplace, and feel able to raise  

concerns in the knowledge that they will be taken seriously.

STANDARD 6 Children and families understand AKF’s commitments to safeguarding 

and know what to do if concerns arise. AKF responds appropriately  

to safeguarding concerns.

STANDARD 7 Partners have safeguarding measures in place, 

which are consistent with AKF’s standards.

STANDARD 8 AKF will ensure robust protection for anyone who raises a concern or 

makes a complaint regarding a breach of safeguarding policy.
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Policy statement

AKF is committed to ensuring
• We will not knowingly employ any individual with a criminal conviction related to

sexual misconduct;

• All staff and associates will follow the guidelines on unacceptable conduct

regarding SEAH below;

• Risk assessments on programmes and projects will identify any specific risks for

SEAH and apply reasonable risk mitigation measures;

• Community awareness raising sessions with communities and messaging on

acceptable and unacceptable behaviours by AKF staff and associates, will include

what this means in relation to SEAH;

• Ageements with partners, suppliers etc. will include the measures they are taking to

prevent, report and respond to SEAH.

Staff, partners and other representatives must never:
• Sexually exploit, abuse or harass anyone they come into contact with as a result of

their work with AKF;

• Engage in sexual activity with a child under the age of 18. Mistaken belief regarding

the age of the child is not a defence;

• Exchange money, offers of employment, employment, goods, or services for sex,

including sexual favours and other forms of humiliating, degrading or exploitative

behaviour by AKF employees, volunteers and associates is prohibited at all times.

This includes any exchange of assistance that is due to programme participants;2

• Engage in any sexual relationship with a person benefitting from AKF assistance or

protection;

• Perpetrate sexual exploitation, abuse or harassment in any areas of their life. This

may include (but is not limited to) involvement in human trafficking, practicing FGM

(female genital mutilation), perpetrating forced or early marriage, intimate partner

violence, elder abuse.

Policy statementPolicy statement
The Safeguarding Policy and Code of Conduct details obligations, 

responsibilities and commitments made by AKF, staff and managers, along 

with the consequences of non-compliance. 

2. AKF does not make judgment against individuals who participate in selling sex (“transactional sex”), however, AKF has banned buying 
sex in order to prevent sexual exploitation and abuse from occurring.
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Guidelines on unacceptable conduct regarding SEAH 
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We recognise that our staff, volunteers, associates sometimes live in communities 

where AKF operates. On rare occasions, romantic relationships may develop that may 

be seen as acceptable in the community but that would also breach this policy. We 

expect any staff/volunteers/associates to make it known immediately to their HR of 

any potentially compromising relationship they are in or considering that might involve 

a programme participant so that appropriate steps can be taken to eliminate or 

mitigate any risks.
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Reporting

Any act of SEAH must be reported so that the appropriate measures may 
be taken where it is found that breaches of this policy have occured. If 
the concern relates to a child under 18, you should report the concern in 
confidence immediately to the relevant authorities or through one of the 
routes listed below.

Contact details:

The Safeguarding Focal Point for your country is

SPEAK TO YOUR LINE MANAGER/ SAFEGUARDING FOCAL POINT OR OTHER DESIGNATED 
PERSON

SENIOR MANAGER

If you are uncomfortable speaking to one of these individuals, or if you believe that the person 

is implicated in the concern, or you have reported the concern previously and it was not taken 

seriously, you have the right to raise it to any other staff member, such as Senior Manager, 
AKF Global Safeguarding Lead, or a member of the AKF Global HR Team. If you wish, you 
may contact AKF’s Global Director of Operations, and/or AKDN’s Director of International 
HR Department. (see Annexe 4 for details). 

1

2
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SAFECALL SPEAK UP SERVICE

See more details here:

3

www.safecall.co.uk/file-a-report

Contact details:

24/7 Hotline Number

For more information about the availability of AKF’s Employee Assistance 
Programme in your location, please contact your local HR manager. 

AKF will also accept complaints/ safeguarding reports from external sources such as members 

of the public, partners and official bodies regarding incidents caused by the organisation or its 

representatives.
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AKF  
Safeguarding 
Manual 2025
Safeguarding adults 
at risk policy
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AKF’s Safeguarding 
commitment
AKF is committed to respectful relations with and between all staff, 

associates, beneficiaries and wider communities with whom it works, and takes all reasonable 

measures to prevent harm, including all forms of exploitation, abuse, bullying, harassment and abuse 

of power that may arise from contact with its staff, programmes or operations.

AKF defines safeguarding as the responsibility to make sure all who come into contact with AKF 

staff, operations and programmes, including those who work in or with AKF, are protected from harm. 

The term “harm” covers physical, emotional harm and neglect as well sexual exploitation, abuse and 

harassment. 

AKF defines an at-risk adult as any person aged 18 years and older who may be at risk of abuse or 

exploitation due to their dependence or reliance on others for services, basic needs or protection, 

and according to context, for example, in humanitarian situations. An adult may also be at risk or 

vulnerable when in a relationship (social or work) with another who seeks to misuse their position  

of authority or trust to control, coerce, manipulate or dominate them. They may also be at risk if their 

decision-making capacity is impaired and/or they do not have the support to make a decision. 

AKF’s programmes can put our staff in a position of relative power over communities we seek to 

assist. This means that adults with whom we come into contact may be at risk of harm, exploitation 

or abuse. This can be amplified by other intersecting factors such as living with disability, age, SOGIE 

(sexual orientation or gender identity and expression), and ethnic heritage. Therefore this policy may 

also apply to any adults who come into contact with AKF staff and programmes. The adults we are in 

contact with and especially those that may be vulnerable or at risk, must be treated with dignity and 

respect.

Being at risk is not a ‘fixed’ characteristic but rather changes due to a range of factors, and can 

change over time.  For example, a person living with a disability may not be at risk in their own usual 

environment but may become so if they are displaced and away from their usual coping mechanisms. 

This policy lays out the commitments made by AKF in relation to safeguarding adults at risk.

This policy lays out the commitments made  
by AKF in relation to safeguarding adults at risk.
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Additional polices are in place to safeguard communities from either 
specific forms of harm and abuse or in relation to specific groups. These are: 

AKF Safeguarding of children and young people policy
This policy protects children and young people from harm  

caused by AKF staff, associated personnel, and programme 

design and delivery.

AKF PSEAH policy  
(protection from sexual exploitation, abuse and harassment)

This policy protects people who come into contact with AKF, including 

staff, from sexual exploitation abuse and harassment by AKF staff and 

associated personnel.

Purpose and scope
The purpose of this policy is to protect adults at risk from any harm that may be caused due to 

their coming into contact with AKF staff, associated personnel or programmes and activities, and to 

detect and respond appropriately to safeguarding cases.  This policy should be used in conjunction 

with AKF’s overarching Safeguarding Policy.
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AKF Communications and Content Gathering Ethics policy 
This policy ensures that AKF content gathering and communication are 
ethical and safe for all involved.
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AKF requires all staff, volunteers and representatives to commit in writing to upholding the principles 

and standards in this Safeguarding Adults at Risk Policy and the associated Code of Conduct, 

through a Statement of Commitment (Annexed to the Safeguarding Policy).

Partner commitments will be reflected in specific clauses in their written agreements with AKF (see 

Annexe 6 for examples of these). A separate Code of Conduct for Visitors (see sample at Annexe 5) 

will apply to all visitors.

AKF will respond to safeguarding reports from any time period – there is no statute  

of limitations for safeguarding cases. AKF will accept anonymous safeguarding reports.

This policy should be adapted to include the relevant legislation of the country of operation 

where relevant and appropriate. Where this policy is more stringent than local legislation,  

this policy will apply.

THE POLICY APPLIES TO:

• Staff - permanent or temporary

• External service providers/Contractors

• Interns

• Researchers

• Consultants

• Volunteers

• Members of the organisation’s governing

bodies/representatives of AKF

• Visitors including journalists, photographers,

donors, staff from other AKF units or AKDN

agencies, or other organisations

• Implementing or other partners (unless

they have their own safeguarding policy

of a similar standard)
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AKF’s Safeguarding standards

STANDARD 1 AKF will ensure a workplace culture built on respect, that delivers a 

safe and inclusive environment for all staff.

STANDARD 2 AKF’s safeguarding policy commitments are integrated into existing 

organisational processes and systems and, where necessary,  

new procedures will be introduced.

STANDARD 3 AKF has measures and mechanisms in place for monitoring 

and reviewing safeguarding measures and for both upward 

and downward accountability in relation to safeguarding.

STANDARD 4 Everyone connected with the organisation has the knowledge, 

attitude and skills to keep children and adults safe.

STANDARD 5 AKF staff are aware of the organisation’s commitment to their 

safety and wellbeing in the workplace, and feel able to raise  

concerns in the knowledge that they will be taken seriously.

STANDARD 6 Children and families understand AKF’s commitments to safeguarding 

and know what to do if concerns arise. AKF responds appropriately  

to safeguarding concerns.

STANDARD 7 Partners have safeguarding measures in place, which are consistent 

with AKF’s standards.

STANDARD 8 AKF will ensure robust protection for anyone who raises a concern or 

makes a complaint regarding a breach of safeguarding policy.
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Policy statement

AKF is committed to ensuring 

• Enhanced screening practices are put in place for recruitment to positions

with direct or indirect contact with adults at risk. AKF will not knowingly employ

any individual with a criminal conviction related to vulnerable groups or other

such offences related to their prospective position.

• Staff who will, or do, have contact with adults at risk will have opportunities to

understand how to interact with adults at risk, identify concerns, receive disclosures

appropriately and report within the timeframe required to ensure the adult at risk is

not put at further risk of harm.

• Programmes and projects, and communications which feature adults’ information

and images, will be assessed for the risk harm for programme partcipants (including

adults at risk). Reasonable risk mitigation measures will be incorporated into the

design and delivery of the programme or communication.

• Programmes or projects involving adults who might be deemed ‘at risk’ (e.g. they

have particular disabilities, or are in circumstances, that might increase their risk

of harm and abuse) will ensure that the adults (or their carers) understand what

participation in the programme or project involves, consent to it and have the

necessary care or support arrangements in place to be able to participate safely.

• Each programme or project will conduct community awareness raising sessions

with communities on AKF commitments to safeguarding and protecting them from

harm. This will be done using language and content appropriate messaging and

include explicit reference to acceptable and unacceptable behaviours by AKF staff

and associates.

• Agreements with partners, suppliers etc. will include how they and AKF will work

together to safeguard adults at risk in the programmes or services being delivered.

The Safeguarding Policy details obligations, responsibilities and 

commitments made by AKF, staff and managers, along with the 

consequences of non-compliance. 
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Reporting

What to do if you have a safeguarding concern 

Options for reporting  
You can remain anonymous if you wish.

Contact details:

The Safeguarding Focal Point for your country is

LINE MANAGER/ SAFEGUARDING FOCAL POINT

Speak to your line manager, Safeguarding Manager/Focal Point or other designated person 

(for more details on all available Speak Up channels please refer to Annexe 8) as soon as 

possible. You do not need to have all the facts or details. This will ensure that the matter is 

addressed promptly before it becomes a more serious problem.

1

2
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SENIOR MANAGER

If you are uncomfortable speaking to one of these individuals, or if you believe that the person 

is implicated in the concern, or you have reported the concern previously and it was not taken 
seriously, you have the right to raise it to any other staff member, such as Senior Manager, 
AKF Global Safeguarding Lead, or a member of the Global HR Team.

If you wish, you may contact AKF’s Global Director of Operations, and/or AKDN’s Director of 
International HR Department (see Annexe 4 for details).

SAFECALL SPEAK UP SERVICE

You can also use the Safecall ‘Speak up’ hotline or web platform, which is an external, 

independent service provider available for AKF staff. This service is available 24 hours a day 

and you can talk to someone in your own language. The call handlers will take details of your 

concern and then pass this on to AKF Geneva. 

See more details here:

3

www.safecall.co.uk/file-a-report

Contact details:

24/7 Hotline Number

https://www.safecall.co.uk/file-a-report/
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LOCAL AUTHORITIES

If your concern relates to a potential breach of the law, you can also refer directly to the 

relevant local authorities, if it is safe to do so. Referral must be safe for all concerned, 

particularly the survivor, and therefore AKF may wish to undertake a risk assessment before 

referring to local authorities. The survivor’s consent must be sought for a referral to take place, 

unless they are a child under the age of 18, in which case the best interest of the child takes 

precedence.

4

AKF will also accept complaints/ safeguarding reports from external sources such as members 

of the public, partners and official bodies regarding incidents caused by the organisation or its 

representatives.

What will happen? 
1. AKF will take all complaints that are raised seriously and will handle them in a

consistent, timely and fair manner

2. AKF will take appropriate steps to ensure there is no retaliation against an employee

who raises a complaint/speaks up.

3. AKF will deal with all complaints confidentially and all those involved will be expected

to keep their involvement and all details relating to the complaint confidential.

4. Employees who wish to report cases of sexual harassment will have their case

considered by male or female staff representatives at all points in the process.

For more information about the availability of AKF’s Employee Assistance 
Programme in your location, please contact your local HR manager. 
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AKF  
Safeguarding 
Manual 2025
Anti-discrimination, bullying 
and harassment policy
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AKF’s Safeguarding 
commitment
AKF is committed to respectful relations with and between all staff, 

associates, beneficiaries and wider communities with whom it works, 

and takes all reasonable measures to prevent harm, including all forms of exploitation,  

abuse, bullying, harassment and abuse of power that may arise from contact with its staff, 

programmes or operations.

AKF defines safeguarding as the responsibility to make sure all who come into contact with AKF 

staff, operations and programmes, including those who work in or with AKF, are protected from 

harm.
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Purpose and scope
The purpose of this policy is to protect staff and others working in AKF (e.g. volunteers, interns)

from specific forms of harm, or workplace violence, that might take place, or be experienced, within 

the workplace. This includes discrimination, bullying and harassment. This policy should be used in 

conjunction with AKF’s overarching Safeguarding Policy. 

An additional policy is in place to safeguard staff from sexual exploitation, 
abuse and harassment, this is:

AKF PSEAH policy  
(protection from sexual exploitation, abuse and harassment)

This policy protects people who come into contact with AKF, 
including staff, from sexual exploitation abuse and harassment 
by AKF staff and associated personnel.

AKF defines discrimination, bullying and harassment as follows:

Discrimination

A practice that makes distinctions between individuals or groups 

as to disadvantage some or advantage others. The distinctions 

made may be due to gender, gender identity, sex, sexual 

orientation, marital status, race, colour, descent, ethnicity, age, 

religion, national origin, physical or mental ability, military status, 

marital or relationship status, pregnancy status, breastfeeding 

and family or carer’s responsibilities, policial opinion, trade union 

membership and non-membership of a trade union. 

Direct discrimination refers to individual actions or behaviour 

usually resulting from prejudice or stereotypical thinking. 

Indirect discrimination involves instances where certain groups 

are unreasonably excluded or otherwise disadvantaged by 

apparently neutral policies, practices, procedures or decisions 

that are unfair or unequal in their effect. 
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Discrimination includes any situation when a person or group of pe-

ople are treated less favorably than another person or group becau-

se of their background or certain personal characteristics described 

here, and the employer has taken adverse action in the following 

ways (but not limited to):

• Refusing employment to a potential employee
• Dismissing an employee
• Giving less favourable terms and working conditions
• Selected for redundancy on the basis of these characteristics
• Prevented from accessing training opportunities
• Denied promotions, allowances, or other employment benefits.
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Bullying

Offensive, intimidating, malicious or insulting behaviour, an abuse 

or misuse of power through means that undermine, humiliate, 

denigrate or injure the recipient. 

Bullying has the purpose or effect of violating an individual’s 

dignity or creating an intimidating, hostile, degrading, humiliating 

or offensive environment for that individual. Examples of bullying at 

work may include; sabotaging someone’s work or their ability to do 

their job by not providing them with vital information, appropriate 

training and/or resources. 

Other behaviours include:  

• spreading malicious rumours, or insulting someone by word or
behaviour

• copying memos that are critical about someone to others who do not
need to know

• ridiculing or demeaning someone – picking on them or setting them
up to fail

• exclusion or victimisation
• unfair treatment
• overbearing supervision or other misuse of power or position
• making threats or comments about job security without foundation
• deliberately undermining a competent worker by overloading and

constant criticism
• preventing individuals progressing by intentionally blocking promo-

tion or training opportunities.

Bullying is not necessarily face to face, it may occur through written 

communications, visual images (for example pictures of a sexual 

nature or embarrassing photographs of colleagues), email, phone, 

and automatic supervision methods – such as computer recording 

of downtime from work or recording of telephone conversations – 

if these are not universally applied to all staff. 
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Harassment 

Is a form of discrimination and is unwanted conduct related to 
a relevant protected characteristic. It consists of unwelcome, 
embarrassing, unsolicited, offensive, abusive, belittling or 
threatening behaviour directed at an individual or group because of 
some real or perceived attribute such as a person’s race, ethnicity, 
religion, sex, gender, sexual orientation, national origin, or disability.  

Harassment may involve one or more of the following:

• practical jokes
• swearing
• bullying
• crude jokes, derogatory comments, offensive messages or phone

calls
• pictures with racial overtones
• name calling, physical threats, and offensive gestures
• campaigns of hate and silence
• leering, patting, pinching, touching
• displays of offensive posters, pictures
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Harassment can occur on the basis of any of the grounds of 
discrimination referred to above. If such behaviour occurs, 
whether or not it makes an employee feel offended, humiliated or 
intimidated, but would seem to an informed person to represent 
unreasonable behaviour, (and taking into account local legislation) 
then harassment and/or discrimination is occurring in the workplace, 
and immediate action is required. 
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THE POLICY APPLIES TO:

• Staff - permanent or temporary

• External service providers/contractors

• Interns

• Researchers

• Consultants

• Volunteers

• Members of the organisation’s governing

bodies/Representatives of AKF

• Visitors including journalists, photographers,

donors, staff from other AKF units or AKDN

agencies, or other organisations

• Implementing or other partners (unless

they have their own safeguarding policy

of a similar standard)

AKF will not discriminate in any way whatsoever and will treat everyone with dignity 
and respect. 

This policy should be adapted to include the relevant legislation of the country of 
operation, where relevant and appropriate. Where this policy is more stringent than local 
legislation, this policy will apply.
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AKF requires all staff, volunteers and representatives to commit in writing to upholding the principles 

and standards in this Safeguarding Adults at Risk Policy and the associated Code of Conduct, 

through a Statement of Commitment (Annexe 1).

Partner commitments will be reflected in specific clauses in their written agreements with AKF (see 

Annexe 6 for examples of these). A separate Code of Conduct for Visitors (see sample at Annexe 5) 

will apply to all visitors.
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AKF’s Safeguarding standards

STANDARD 1 AKF will ensure a workplace culture built on respect, that delivers a 

safe and inclusive environment for all staff.

STANDARD 2 AKF’s safeguarding policy commitments are integrated into existing 

organisational processes and systems and, where necessary,  

new procedures will be introduced.

STANDARD 3 AKF has measures and mechanisms in place for monitoring 

and reviewing safeguarding measures and for both upward 

and downward accountability in relation to safeguarding.

STANDARD 4 Everyone connected with the organisation has the knowledge, 

attitude and skills to keep children and adults safe.

STANDARD 5 AKF staff are aware of the organisation’s commitment to their 

safety and wellbeing in the workplace, and feel able to raise  

concerns in the knowledge that they will be taken seriously.

STANDARD 6 Children and families understand AKF’s commitments to safeguarding 

and know what to do if concerns arise. AKF responds appropriately  

to safeguarding concerns.

STANDARD 7 Partners have safeguarding measures in place, which are consistent 

with AKF’s standards.

STANDARD 8 AKF will ensure robust protection for anyone who raises a concern or 

makes a complaint regarding a breach of safeguarding policy.
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AKF is committed to ensuring: 

• An inclusive working environment, where the input of all staff is valued and where

everyone can be themselves and contribute to the success of AKF;

• Staff can work free from discrimination, bullying and harassment;

• Staff have the right to raise issues or to make an enquiry or complaint in a

reasonable and respectful manner without being victimised;

• Staff can report a case of bullying or harassment, have access to and have their

case considered by male or female staff representatives at all points in the process;

• Staff can be accompanied by an appropriate support person/companion if they

wish during any formal meetings that take place as part of this policy.

Policy statement
The Safeguarding Policy and Code of Conduct details obligations, 

responsibilities and commitments made by AKF, staff and managers, along 

with the consequences of non-compliance. 
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Reporting

Any act or suspected act of bullying, harassment or discrimination must 
be reported so that appropriate measures may be taken where it is 
found that breaches of this policy have occurred.

The Safeguarding Policy provided details of how to make a report and what 
to expect in the response. In summary: 

Contact details:

The Safeguarding Focal Point for your country is

LINE MANAGER/ SAFEGUARDING FOCAL POINT

Speak to your line manager, Safeguarding Manager/Focal Point or other designated person 

(for more details on all available ‘Speak Up’ channels please refer to Annexe 8).

SENIOR MANAGER

If you are uncomfortable speaking to one of these individuals, or if you believe that the person 

is implicated in the concern, or you have reported the concern previously and it was not taken 

seriously, you have the right to raise it to any other staff member, such as Senior Manager, AKF 
Global Safeguarding Lead, AKF’s Global Director or Operations, and/or AKDN’s Director of 
International HR Department. (see Annexe 4 for details).

1

2

SAFECALL SPEAK UP SERVICE

Use the Safecall ‘Speak Up’ hotline or web platform, which is an external, independent service 

provider available for AKF staff. 

See more details here:

3

www.safecall.co.uk/file-a-report

Contact details:

24/7 Hotline Number
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AKF will also accept complaints/ safeguarding reports from external sources such as members 

of the public, partners and official bodies regarding incidents caused by the organisation or its 

representatives.

For more information about the availability of AKF’s Employee Assistance Programme 
in your location, please contact your local HR manager. 

https://www.safecall.co.uk/file-a-report/
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Financial and related 
misconduct
It is AKF policy to ensure that activities are conducted by the staff  

and all other associated individuals in accordance with the highest ethical standards of honesty, 

integrity and professionalism.

We require total compliance and we have a zero-tolerance of corrupt activities of any kind, whether 

committed by AKF employees or by third parties acting for or on behalf of AKF.

Financial misconduct which includes fraud; bribery, money laundering, funding terrorist activity or 

aid diversion of any kind and observation of corrupt practices by colleagues or others is prohibited 

and will be dealt with by the highest extent of the law. Bribery is a criminal offence in many 

countries Money laundering is the term used for a number of offences involving the proceeds 

of crime or terrorist funds. It includes possessing, or in any way dealing with, or concealing, the 

proceeds of any crime. CEOs must ensure that no staff engages in corrupt behaviour of any kind.
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Safeguarding beneficiaries 
and communities
AKF embraces its responsibility to uphold national and international safeguarding obligations for 

both adults and children. We recognise that all children and adults are equal, irrespective of their 

age, sex, gender identity, ability, language, ethnicity, sexual orientation, marital status, nationality, 

class, faith or culture. We recognise the right of every person, without discrimination, to survival, 

well-being and development, as well as to protection from harm, including protection from sexual 

abuse, exploitation and harassment (PSEAH). Wherever they operate, except where the Code of 

Conduct is more stringent, in which case the Code applies. Additional expectations for a specific 

context should be added to this Code of Conduct.

To safeguard the organisation
• AKF will clearly document fraud, anti-

corruption procedures and instructions

and clearly communicate these to all

employees, sub- contractors, grantees,

and other stakeholders; no staff may

engage in any fraud.

• AKF will conduct a fraud risk assessment

and produce a fraud control strategy that

clearly outlines fraud prevention, detection,

investigation and reporting processes and

procedures, including externally to relevant

authorities and donors, for example, in line

with their fraud reporting requirements.

• AKF will recover any funds or property

acquired or distributed through the

fraud, including taking recovery action

in accordance with recovery procedures

(including civil litigation) available in country.

• AKF will manage programme finances and

assets thoroughly including the use and

maintenance of asset registers.

• AKF will ensure sub-contractors; grantees

or representatives are compliant with AKF’s

requirements and manage the risk of fraud

and corruption.

• AKF will ensure staff who are primarily

engaged in detecting or investigating fraud

or corruption are appropriately skilled and

experienced.

• AKF will provide comprehensive fraud

awareness training tailored to its staff’s

needs. This will include an ongoing program

of regular fraud awareness and prevention

sessions designed for all employees,

subcontractors, grantees, agents, and

representatives, ensuring consistent

education and vigilance across

all stakeholders.

• AKF will provide fraud training in employee

induction programmes which will be recorded

in a training register.

• AKF will evaluate training programmes

to determine whether participants are in

fact more aware of fraud control and their

responsibilities.

• AKF will require implementing partners

and suppliers to present a code of conduct,

fraud control policy and anticorruption/bribery

policy to ensuretheir compliance with

AKF standards.
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AKF Safeguarding Code of Conduct 2024 

Measures to address bribery and corruption include but are not limited to:

• It is prohibited to, directly or indirectly, offer, give, request or accept any bribe i.e. gift, loan,

payment, reward or advantage, either in cash or any other form of inducement, to or from any

person or company in order to gain contractual or regulatory advantage for AKF, or in order to

gain any personal advantage for an individual or anyone connected with the individual in a way

that is unethical.

• It is also prohibited to act in the above manner in order to influence an individual in his capacity

as a foreign public official. AKF should not make a payment to a third party on behalf of a foreign

public official.

• If anyone is offered a bribe, or a bribe is solicited, this is refused unless immediate safety is in

jeopardy and the matter is reported immediately to relevant manager/s i.e. Line Manager, or any

member of the Senior Management Team.

• Facilitation payments or “grease payments” to Public Officials made to secure or expedite the

performance of routine or expected action to which the payer is entitled are not permitted.

These are equivalent to bribes.

• Appropriate checks are made before engaging with suppliers or other third parties of any kind

to reduce the risk of AKF business partners breaching our anti-bribery rules.

• AKF must ensure that all of its transactions, including any sponsorship or charitable donations,

are made transparently and legitimately.

• AKF will uphold laws relating to bribery and will instigate disciplinary procedures and take

appropriate disciplinary action against any employee, or other relevant action against persons

working on our behalf or in connection with us, should we find that an act of bribery, or attempted

bribery, has taken place. This action may result in staff dismissal if they are an employee, or the

cessation of AKF’s arrangement with others if self-employed, an agency worker, contractor etc.
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There are a number of specific areas where AKF is potentially vulnerable to falling prey to money 
laundering:

• Units may receive requests for unusual transactions, such as a request to pass funds through an

office account, or to hold cash on be half of a third party, or to pass this in some way back to AKF

• Programmes and partners may be subject to suspicious or unusual transactions resulting from

money laundering

• Interest-free loans

• Donors requesting unusual or over-specific restrictions on a gift, or requesting its return

in whole or part

• Requests to use AKF as a conduit to pass money through

• Using staff as couriers to carry cash or small items of value to persons or organisations overseas;

• Suppliers may be set up to provide such money laundering facilities, so AKF must ensure that

due tender and procurement process is followed, and due diligence conducted to ensure that

suppliers are confirmed as bona fide.

Money laundering risk assessment

For the purpose of clarity, these corrupt practices are clearly listed bellow:

Bribery  

• Offer a bribe

• Accept a bribe

• Fail to prevent a bribe

Money Laundering  

Money laundering has three stages:

• Placement, through which the funds (often in cash) enter the

financial systems

• Layering, by which the funds pass through a complex sequence

of transactions designed to make it impossible for investigators

to follow a trail of evidence back to the origin of the funds

• Integration, the point at which the funds emerge from the

process back into the legit mate economy in a way that they

are unrecognisable as the proceeds of crime
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Anyone found guilty by a court of committing bribery could face a substantial prison 

sentence and/or an unlimited fine. The organisation could also face prosecution 

and be liable to pay a fine. Employees are reminded of the Speak Up policy and 

procedure for reporting concerns regarding bribery and corruption.

If any staff member or person working on behalf of AKF, suspects that an act of 

bribery, or attempted bribery, has taken place, even if they are not personally 

involved, they are expected to report this to their line manager, who in turn is 

expected to report it to any member of the Senior Management Team.

AKF must take any actual or suspected breach of this policy extremely seriously and 

will carry out a thorough investigation should any such instances arise.

Foundations can be especially susceptible to the attentions of potential money 

launderers. An international presence often in regions where there are serious issues 

in control and regulation, make them particularly attractive for use as a stage in the 

layering process. 

Fraud  

• Theft

• Obtaining property, a financial advantage or any other benefit

by deception

• Causing a loss, or avoiding or creating a liability by deception

• Providing false or misleading information, or failing to provide

information where there is an obligation to do so

• Making, using or possessing forged or falsified documents

• Bribery, corruption or abuse of position

• Unlawful use of AKF computers, vehicles, telephones

and other property or services

• Divulging confidential information to outside sources

• Hacking into, or interfering with AKF’s computer systems

• Facilitation of payments or similar
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Anti-Terrorism Considerations

AKF receives and allocates funds to partners for their exclusive use on development 

activities.

Terrorism, in common with other criminal acts, infringes the fundamental rights of the 

innocent and the powerless and diverts money and attention from the real needs of 

the communities we are committed to helping.

AKF does not give money or support to terrorist organisations or give money to 

partners who carry out, or fund, or advocate terrorist activity. AKF is fully committed 

to ensuring all its business processes minimise the risk of funds being diverted for 

terrorist or any other criminal purposes. AKF works within the law to ensure that its 

operations and that of its partners is free from interference and that resources are 

used for the purposes intended.

Obligations of all employees, trustees, volunteers, consultants, 
seconded and interns
Current criminal law places three obligations on all persons:

• not to assist in the money laundering process through acquiring, concealing,

disguising, retaining or using the proceeds of crime

• not to prejudice an investigation

• not to contact any person who has been suspected of and reported for possible

money laundering in such a way as to make them aware of the suspicion or report

(“tipping off”). It is important to bear in mind that the law requires all cases of

suspicion to be reported, regardless of size.

Money laundering reporting procedures
In some countries, UK for example, it is a legal requirement to appoint a Money 

Laundering Reporting Officer (‘MLRO’) to be responsible in law for receiving suspicion 

reports in an organisation and for passing these on to relevant authorities.

Unless otherwise determined by local law/ regulations, any concerns of this kind 

should be raised via AKF’s reporting procedure described in the ‘Speak Up’ policy and 

in line with concerns or suspicions around any of the safeguarding matters described 

above, suspicions of fraud or money-laundering should be reported immediately and 

will be handled in line with the process described in this document.

1

2

3
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Other types of financial misconduct
AKF prohibits any practices which have as their object or effect the prevention, restriction or 

distortion of competition.

All individuals who are AKF entity nominees and/or representatives who may be involved in AKF or 

in AKDN affiliated companies which are in the public domain or are quoted on a stock exchange,  

will be expected to follow the rules and regulations set forth by the regulators, authorities and stock 

exchanges in their respective countries of operation.

Individuals will adhere to all listing, disclosure and/ or any other reporting requirements and shall 

discharge their duties with honesty and follow best practices at all times.

• Bid rigging

• Collusion or coercion by bidders

• Fraudulent bids

• Fraud in contract performance

• Product substitution

• Defective pricing or parts

• Cost/labour mischarging

• Bribery and acceptance of gratuities

• Travel/travel expenses fraud

• Theft and embezzlement

• Professional expenses fraud

Gifts and Hospitality
The organisation expressly prohibits the giving and receiving of hospitality/ gifts and 

similar where the intention is to receive or confer an advantage in return for giving or 

receiving the hospitality/business gift or similar.

1

All business transactions  
and payments must be properly 
documented. All contracts must be 
written. In addition to the above, the 
following practices are prohibited:
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Individuals associated with AKF are prohibited from offering gifts, entertainment  

or hospitality that they know or believe will constitute a bribe or which they know  

or believe will breach any gifts and entertainment policy applicable to the recipient.

Particular vigilance is necessary when dealing with public officials because  

anything beyond common courtesies and reasonable promotional expenses 

can appear as a bribe.

Gifts or hospitality offered by an employee or anyone working on behalf of AKF to 

any party requires receiving prior written approval from the CEO or Head of Finance. 

Similarly, accepting gifts or hospitality should be accepted by an employee or anyone 

working on our behalf only with receiving prior written approval from the Head of 

Finance or CEO. For more details, please refer to your local financial policy.

All expenses for gifts or hospitality provided must be put through the relevant 

expenses systems. As such, a record of all such expenditure will be maintained.

Donations
Any charitable donation must be consistent with AKF’s charitable objects as defined in 

its founding charter and in line with the requirements set out by any local regulators.

The organisation expressly prohibits the giving of donations to political parties.

This policy is subject to review and the organisation reserves the right to amend this 

policy without prior notice to ensure compliance with current legislation.

Conflict of Interest
AKF shall not request an individual to undertake work that could result in a conflict of 

interest.

All individuals associated with AKF, irrespective of their status or position, shall 

exercise the utmost objectivity and avoid conflict of interest situations between their 

direct or indirect personal interests (including of members of their immediate family)  

and the interests of AKF.

Individuals must notify their direct supervisor in writing of any actual or potential 

conflict of interest situation. Failure to do so will result in the instigation of disciplinary 

procedures. If in doubt, the individuals concerned should consult their direct 

supervisor without delay.

An individual shall also be deemed to have a conflict of interest or an apparent 

conflict of interest, in a situation, which may affect their judgment or loyalty  

towards AKF or the wider Network.

2

3
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Prohibited activities

All individuals who are part of AKF, may 

not take up positions and/or be part of, 

or have affiliations with, any organisation 

(commercial or non-commercial) which 

may be involved in or have links with 

institutions which may bring disrepute 

to AKF or to any of its affiliated 

organisations.

No individual associated with AKF, 

irrespective of their status or position, 

may buy or sell shares or other 

securities of a business undertaking, or 

give advice on the same, if they have 

access, by reason of their professional 

activities, to any non-public information 

about that business undertaking.
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AKF  
Safeguarding 
Manual 2025
Ethical content gathering &
Communications policy
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Safeguarding at AKF
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AKF is committed to safeguarding, which means it promotes respectful 

relations with and between all staff, associates, beneficiaries and wider 

communities with whom it works, and takes all reasonable measures 

to prevent harm, including all forms of exploitation, abuse, bullying, 

harassment and abuse of power that may arise from contact with its staff, programmes or operations. 

AKF defines safeguarding as the responsibility of organisations to make sure their staff, operations, 

and programmes do no harm to children and adults at-risk nor expose them to abuse or exploitation. 

This term covers physical, emotional and sexual harassment, exploitation and abuse by staff and 

associated personnel, as well as safeguarding risks caused by programme design 

and implementation. AKF also uses this term to cover harm caused to staff in the workplace.

Purpose and scope
The purpose of this policy is to ensure AKF content gathering and communications are ethical and 

safe for all involved. 

This policy covers all AKF staff involved in content gathering activities, and the development and 

production of communications and advocacy materials.
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Additional polices are in place to safeguard communities from either specific 
forms of harm and abuse or in relation to specific groups. These are:
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AKF PSEAH policy  
(protection from sexual exploitation, abuse and harassment) 

This policy protects people who come into contact with AKF, 

including staff, from sexual exploitation abuse and harassment by 

AKF staff and associated personnel.

AKF Safeguarding adults at risk policy
This policy protects adults who come into contact with AKF, 

and may be at risk of harm caused by AKF staff, associated 

personnel, and programme design and delivery (including 

programme participants, and adults in the wider communities 

where AKF works).

AKF Safeguarding of children and young people policy
This policy protects children and young people from harm caused  
by AKF staff, associated personnel, and programme design and 
delivery

AKF Anti-Discrimination, bullying and harassment policy 
This policy protects staff and others working in AKF from specific 
forms of harm, or workplace violence, that might take place, or be 
experienced, within the workplace.



4AKF Safeguarding | Ethical content gathering and communications

©
 2

02
5 A

ga
 K

ha
n 

Fo
un

da
ti

on
 -

 A
ll 

ri
gh

ts
 r

es
er

ve
d 

AKF’s approach to Safe 
Communications and Content 
gathering
AKF is committed to empower individuals and communities and to minimise any risk of harm or 

negative consequence resulting from participation, or being featured, in activities promoted by 

the AKF, such as a communication and campaign event, internet social networking activity or 

involvement in political fora. Engagement in AKF activities is voluntary and inclusive and, where 

individuals are involved, based on a consideration of best interests of that individual. All AKF 

communications, including through traditional and social media, are based on the principle of 

respect for the dignity of people concerned.  

Our collective responsibilities 

To ensure our content gathering and approach to communications is ethical and safe we must: 

• Do no harm. We take pride in our campaigns but we need to recognise that
individuals or their communities may be put at risk as a result of exposing their identity or
personal story. Be mindful of the context and security issues

• Ensure that communications activities, and those of partners and service providers contracted
for this purpose, comply with relevant local legislation pertaining to data protection and privacy

• Not misrepresent the individual, situation, context or location of the photo or film, or reinforce
negative stereotypes

• Maintain the best interests of the child when photographing or filming a child under 18 years of
age

• Set up platforms which ensure the security of sensitive data on those featured in our
communications and content gathering work (electronic information, printed information, or

knowledge information)

Our individual responsibilities 

All teams and individuals involved in content gathering and communications work must: 

• Undertake a thorough risk assessment of participation by children, at risk adults and
communities prior to their involvement in an AKF supported communications activity either off or
online.

• Ensure that photographers, filmmakers, researchers and journalists receive clear ‘Terms of
Reference’, a safeguarding briefing, sign a declaration stating they have read and will abide
by the AKF Safeguarding Policy and undergo a satisfactory criminal records check.  See AKF’s
Visitors’ Code of Conduct Sample.

• Obtain appropriate informed consent for all photographing, filming or content gathering as well
as participation in communication activities and events.
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Informed Consent means the capacity to freely give consent based on all available information, 

per the age and capacities of the individual. For example, if you seek consent from an individual 

regarding taking their photograph and using it for publicity purposes, the individual is informed as 

to how the photograph will be used and is given the opportunity to refuse. This could be done by 

showing the individual examples, using a phone or other media such as printed materials. 

Where children or adults (and their parents/guardians if applicable) are illiterate, the staff member, 

representative or visitor should explain the contents of the consent form and then sign on behalf 

of the individual and their parent/guardian (if applicable), indicating that verbal consent has been 

given. Alternatively, use a locally agreed or commonly used form of consent giving (thumb print, for 

example) or audio record verbal consent, taking care to store the audio file appropriately. 

And remember:

9 Ensure that the child/adult does not pose in an inappropriate manner;

9 Do not take or publish photos or recordings of children or adults who are naked or dressed
inappropriately;

9 Always respect the individual’s dignity. Images should present individuals in a positive way.
Similarly, stories about individuals should aim to report not only the negative aspects of their
lives, but also their strengths;

9 Never indicate in the files any information that could endanger individuals who are victims/
survivors of abuse (title, metadata, captions).  When publishing and distributing images and
stories, personal information must be removed to ensure privacy (i.e., names and addresses
must not be included and if necessary other identifying features such as village/school/centre
names should also be omitted);

9 Do not offer payments or compensation in exchange for consent;

9 Use and store all images and stories, along with accompanying details of individuals, according
to relevant data and privacy laws;

9 Refrain from publishing any images taken whilst working with AKF on personal platforms;

9 Report and act immediately on any breaches, or loss of sensitive data (including information that
may be on lost assets e.g. on laptops, thumb drives, etc.)
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AKF requires all staff, volunteers and representatives to commit in writing to upholding the principles 

and standards in this Safeguarding Policy and the associated Code of Conduct, through a Statement 

of Commitment (see Annexe 1).

Partner commitments will be reflected in specific clauses in their written agreements with AKF (see 

Annexe 6 for examples of these). A separate Code of Conduct for Visitors (see sample at Annexe 5) 

will apply to all visitors.

THE POLICY APPLIES TO:

• Staff - permanent or temporary

• External service providers/Contractors

• Interns

• Researchers

• Consultants

• Volunteers

• Members of the organisation’s governing

bodies/representatives of AKF

• Visitors including journalists, photographers,

donors, staff from other AKF units or AKDN

agencies, or other organisations

• Implementing or other partners (unless

they have their own safeguarding policy

of a similar standard)
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AKF will respond to safeguarding reports from any time period – there is no statute of limitations for 

safeguarding cases. AKF will accept anonymous safeguarding reports.

This policy should be adapted to include the relevant legislation of the country of operation.
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AKF’s Safeguarding standards

STANDARD 1 AKF will ensure a workplace culture built on respect, that delivers a 

safe and inclusive environment for all staff.

STANDARD 2 AKF’s safeguarding policy commitments are integrated into existing 

organisational processes and systems and, where necessary,  

new procedures will be introduced.

STANDARD 3 AKF has measures and mechanisms in place for monitoring 

and reviewing safeguarding measures and for both upward 

and downward accountability in relation to safeguarding.

STANDARD 4 Everyone connected with the organisation has the knowledge, 

attitude and skills to keep children and adults safe.

STANDARD 5 AKF staff are aware of the organisation’s commitment to their 

safety and wellbeing in the workplace, and feel able to raise  

concerns in the knowledge that they will be taken seriously.

STANDARD 6 Children and families understand AKF’s commitments to safeguarding 

and know what to do if concerns arise. AKF responds appropriately  

to safeguarding concerns.

STANDARD 7 Partners have safeguarding measures in place, which are consistent 

with AKF’s standards.

STANDARD 8 AKF will ensure robust protection for anyone who raises a concern or 

makes a complaint regarding a breach of safeguarding policy.
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Reporting
If the concern relates to a child under the age of 18, it must be reported 
in confidence immediately to the appropriate authorities or through 
one of the reporting channels listed below.

The Safeguarding Policy provides details of how to make a report and what 
to expect in the response. In summary:    

Contact details:

The Safeguarding Focal Point for your country is

LINE MANAGER/ SAFEGUARDING FOCAL POINT

Speak to your line manager, Safeguarding Manager/Focal Point or other designated person

SENIOR MANAGER

If you are uncomfortable speaking to one of these individuals, or if you believe that the person 

is implicated in the concern, or you have reported the concern previously and it was not taken 

seriously, you have the right to raise it to any other staff member, such as Senior Manager, 
AKF Global Safeguarding Lead, AKF’s Global Director of Operations, and/or AKDN’s 
Director of International HR Department (see Annexe 4 for details).

1

2
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SAFECALL SPEAK UP SERVICE

Use the Safecall ‘Speak up’ hotline or web platform, which is an external, independent service 

provider available for AKF staff. 

See more details here:

3

www.safecall.co.uk/file-a-report

Contact details:

24/7 Hotline Number

AKF will also accept complaints/ safeguarding reports from external sources such as members 

of the public, partners and official bodies regarding incidents caused by the organisation or its 

representatives.

For more information about the availability of AKF’s Employee Assistance 
Programme in your location, please contact your local HR manager. 

https://www.safecall.co.uk/file-a-report/
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I , have received, read and 

understood the contents of the AKF Global Safeguarding Policy and Code of Conduct.

I understand what is expected of me in terms of my conduct whilst I am employed by AKF. I 

understand that this policy applies 24 hours a day.

I understand when and how to report any safeguarding issues that I become aware of.  

I am aware of the terms of use for Safecall attached to this Statement.

I understand that any failure to uphold the AKF Safeguarding Policy and Code of Conduct 

may result in the termination of my engagement with AKF or other disciplinary action and 

possible referral of matters to relevant external bodies including statutory authorities,  

for example where a possible criminal breach is involved.

I understand that in the event of any changes or updates to this Statement, I will be 

required to re-sign it.

Annexe 1: Safeguarding statement  
of commitment
This Statement of Commitment to Aga Khan Foundation’s Safeguarding Policy and Code of Conduct 

must be signed by all AKF staff and representatives, as defined in the Global Safeguarding Manual, 

and retained on record before commencing duties.

Name

Designation / Role

Date

Signature
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Annexe 2: SafeCall terms of use
By using the Safecall Speak-Up hotline and/or web platform, you hereby explicitly consent to the 

processing of your personal data by Aga Khan Foundation (1-3 Avenue de la Paix, 1202 Geneva, 

Switzerland) (hereinafter referred to as ‘AKF’) and SAFECALL LIMITED (100 Wood Street, London, 

EC2V 7EX, United Kingdom) (hereinafter referred to as “SAFECALL”) that you provide them with in 

order to benefit from the telephonic and online services offered by SAFECALL. 

Subject to any applicable legal requirements, your personal data will be stored only as long as it 

is necessary for the purposes for which it was provided. You acknowledge that your personal data 

will be processed in accordance with the requirements of the Swiss Federal Act on Data Protection 

and the European General Data Protection Regulation 2016/679 (including any future amendments 

of such laws), which may differ from the data protection requirements in your country. Even though 

your personal data will mainly be processed by AKF in Switzerland and SAFECALL in the United 

Kingdom, you further acknowledge that (i) AKF may need to transfer your personal data to any of its 

affiliated companies to allow reported cases to be handled. uch AKF’s affiliated companies might be 

located inside and outside the European Economic Area, including in countries that are considered 

by the EU Commission and/or the Swiss Federal Data Protection and Information Commissioner as 

not ensuring an adequate level of protection for personal data. For such particular cases, AKF and 

SAFECALL implemented appropriate safeguards, such as the EU Commission’s standard contractual 

clauses or any other appropriate safeguards as foreseen under the EU and Swiss data protection 

laws. You might obtain a copy of such appropriate safeguards by contacting AKF and/or SAFECALL 

at the contact details below.

To exercise any of your rights (i.e. right of access, right to rectification, right to erasure, right to 

restriction of the processing, right to object to the processing, right to data portability, withdrawal of 

any previously given consent), please contact AKF at privacy@akdn.org

Please however note that SAFECALL will act as an independent data controller with respect to 

personal data that you provide to SAFECALL but withhold from AKF or personal data that are 

not disclosed to AKF to protect your identity. For such personal data, please contact directly 

SAFECALL at Safecall’s own Privacy Policy found at www.safecall.co.uk/pp to exercise any of the 

abovementioned rights. 

Please also note that (i) withdrawal of your consent does not affect the lawfulness of the processing 

of your personal data based on consent before your withdrawal, (ii) the exercise of some of your 

rights (e.g. objection to the processing, withdrawal of any previously given consent, etc.) may in 

some cases prevent SAFECALL from providing you with its services and (iii) your rights can in 

certain circumstances be limited (e.g. when personal data is required by AKF and/or SAFECALL to 

comply with the law or assert or defend against legal claims, etc.). 

AKF and SAFECALL are committed to working with you to obtain a fair resolution of any complaint or 

concern about privacy. If, however, you believe that the latter have not been able to assist with your 

complaint or concern, you have the right to make a complaint to the competent data protection authority.
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Annexe 3: Reporting

What to do if you have a safeguarding concern 

If the concern relates to a child under 18, you should report the 
concern in confidence immediately to the relevant authorities or 
through one of the routes listed below.

Options for reporting  
You can remain anonymous if you wish.

Contact details:

The Safeguarding Focal Point for your country is

LINE MANAGER/ SAFEGUARDING FOCAL POINT

Speak to your line manager, Safeguarding Manager/Focal Point or other designated person 

(for more details on all available Speak Up channels please refer to Annexe 8) as soon as 

possible. You do not need to have all the facts or details. This will ensure that the matter is 

addressed promptly before it becomes a more serious problem.

SENIOR MANAGER

If you are uncomfortable speaking to one of these individuals, or if you believe that the person 

is implicated in the concern, or you have reported the concern previously and it was not taken 

seriously, you have the right to raise it to any other staff member, such as Senior Manager, 
AKF Global Safeguarding Lead, or a member of the Global HR Team.

If you wish, you may contact AKF’s Global Director of Operations, and/or AKDN’s Director of 
International HR Department (see Annexe 4 for details).

1

2
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SAFECALL SPEAK UP SERVICE

You can also use the Safecall ‘Speak Up’ hotline or web platform, which is an external, 

independent service provider available for AKF staff. This service is available 24 hours a day 

and you can talk to someone in your own language. The call handlers will take details of your 

concern and then pass this on to AKF Geneva. 

See more details here:

LOCAL AUTHORITIES

If your concern relates to a potential breach of the law, you can also refer directly to the 

relevant local authorities, if it is safe to do so. Referral must be safe for all concerned, 

particularly the survivor, and therefore AKF may wish to undertake a risk assessment before 

referring to local authorities. The survivor’s consent must be sought for a referral to take place, 

unless they are a child under the age of 18, in which case the best interest of the child takes 

precedence.

3

4

www.safecall.co.uk/file-a-report

Contact details:

24/7 Hotline Number
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AKF Global Safeguarding Lead:

Ms. Kasia Bartman
Email: katarzyna.bartman@akdn.org
Tel.: +41 22 909 7226
Mob.: +41 78 7152 695

AKF Global Director of Operations:

Mr. Tom Austin
Email: tom.austin@akdn.org
Tel.: +41 22 909 7339
Mob.: +41 79 2011 484

AKDN Director of International HR Department:

Ms. Shams Jaffer
Email: shams.jaffer@akdn.org
Tel.: +351 213 949 900
 

SAFECALL:

https://www.safecall.co.uk/file-a-report/

Tel.: +44 (0) 800 915 1571 (UK Number) 
Local numbers (where available): https://www.safecall.co.uk/file-a-report/telephone-numbers/
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Annexe 4: Speak-Up contact details

mailto:tom.austin%40akdn.org?subject=
mailto:shams.jaffer%40akdn.org?subject=
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Annexe 5: Code of Conduct for visitors

Introduction

The Aga Khan Foundation is a private, international, non-denominational, non-profit development 
agency established in 1967. It seeks to bring together the required technical, human and financial 
resources to assist the poorest and most marginalised, especially women and girls, within strategic 
geographic areas, such that they achieve a level of self-reliance and improved quality of life. The 
Foundation has branches and affiliates in 21 countries with its headquarters in Geneva. 
 
Children and adults at risk have a right to protection and as a branch of an international organisa-
tion, Aga Khan Foundation has an obligation to make sure that we safeguard all those that we work 
with. It is the responsibility of all AKF staff, representatives, and visitors (including journalists, pho-
tographers, donors, staff from other AKF units or AKDN agencies or other organisations) to ensure 
that we serve the needs and protect the well-being of children and adults at risk to whom we have a 
special duty of care, including those with whom we work, are in contact with or who are affected by 
our activities. 

For this reason, we have policies and systems in place to prevent abuse, neglect and exploitation 
and to safeguard all those we work with (as detailed in our Safeguarding 

Policy). These measures also protect visitors from actions that could be misconstrued and lead to 

false or malicious accusations.  

 

Visits to projects, partners and communities are opportunities to see our work first-hand. We 

would like you to enjoy your visit and at the same time help us to keep children and adults safe by 

introducing you to the key elements of our policy that affect you as a visitor.  

 

If you have any questions, you should refer to your main point of contact within AKF or to the 

Safeguarding Focal Point. You can also request to see a full copy of our Safeguarding Policy.

 
Definition of a Child and Vulnerable Adult 

A child is a person under the age of 18 years, according to the United Nations Convention on the 
Rights of the Child (Article 1).  
 
A vulnerable adult or adult at risk is a person, 18 or above, who, by reason of disability, age or 
illness, the context they are in or as a result of social or other inequalities, is or may be unable to 
take care of or protect him or herself against significant harm or exploitation. 
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Guidance on responsible behaviour 

This information is designed to protect children and vulnerable adults first and foremost, but also 
to minimise the risk to visitors of being wrongly accused of inappropriate behaviour or abuse. By 
agreeing to be a visitor, you are agreeing to abide by this guidance on the understanding that if you 
do not adhere to it, your visit will be ended.

The purpose of this policy is to protect staff and others working in AKF (e.g. volunteers, interns)

from specific forms of harm, or workplace violence, that might take place, or be experienced, within 

the workplace. This includes discrimination, bullying and harassment. This policy should be used in 

conjunction with AKF’s overarching Safeguarding Policy.

As a visitor, you will: 

 9 Always arrange your visit through the AKF office. 

 9 Follow the directions and instructions of the staff member of AKF who is assigned to supervise  

 your work or accompany you on the visit. 

 9 Treat children/ adults, their families and their communities with equality and respect their privacy  

 (for example, not entering their homes without an invitation). 

 9 Take photographs or recordings only after consultation with AKF staff and in line with the good  

 practice outlined below 

 9 Discuss any concerns you have regarding the well- being of a child/ adult with an AKF staff   

 member or the Safeguarding Focal Point. 

 9 Ask AKF staff member when you are not sure of what is acceptable behaviour. 

 

As a visitor, you will never: 

 8 Use language make suggestions or offer advice that is inappropriate, offensive or abusive. 

 8 Behave physically in a manner that is inappropriate or sexually provocative. For example,   

   fondle, hold, hug, kiss or touch children/vulnerable adults in an inappropriate or culturally             

 insensitive way. 

 8 Do things for children/ adults of a personal nature that they can do for themselves. 

 8 Condone or participate in behaviour with children/ adults that is illegal, unsafe or abusive. 

 8 Act in ways intended to shame, humiliate, belittle or degrade people or engage in any form   

 of emotional abuse or physically hit a child. 

 8 Discriminate against, show preferential treatment to or favour particular children/ adults to   

 the exclusion of others. 

 8 Develop physical and/or sexual relations with children/ adults or their family members.

 8 Develop relationships with children/ adults that could in any way be deemed exploitative or   

 abusive. 

 8 Spend time alone with children/ adults at risk away from others. 

 8 Assist a child/ adult at risk to leave their community, even with the consent of parents/guardians,  

 or offer them a chance to visit your country of residence. 

 8 Exchange personal contact details with children/ adults at risk. 

 8 Arrange to stay overnight with a child/ adult or their family. 

 8 Introduce other visitors to the community without prior clearance from AKF.

 8 Return to the community without prior clearance from AKF.
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Guidance on Taking Photos or Recordings 

 ¾ Obtain informed consent of the child/ adult and their parents/guardians before taking  

 photographs and images, under guidance from an AKF staff member. This means explaining   

 what you will do with the image or recording and would normally require a signature for agree- 

 ment from an adult. Children cannot themselves give consent. 

 ¾ Take and use photographs and images that are dignified and respectful and that do not present  

 them as victims, vulnerable or submissive. 

 ¾ Ensure children/ adults are adequately dressed in photograph and recordings and not in poses  

 that could be interpreted as being sexually suggestive. 

 ¾ Protect the safety and privacy of children/ adults by not using their images on the internet or   

 social media without explicit consent from AKF, or using them in any way that reveals the identi 

 ty or location of the child/ adult and their family. 

 ¾ Do not use photographs and recordings of children/ adults to benefit financially or for  

 journalistic purposes without express permission from AKF. 
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Annexe 6AKF Safeguarding |  Partnership clauses

Annexe 6: Partnership clauses 
(examples)

Example 1

The AKF Global Safeguarding Policy forms an integral part of this agreement. The partner/volunteer 
group has read and understood this policy before signing this agreement and agrees to fully comply 
with it. 

The Partner/volunteer group shall ensure:  
 

(i)    that its staff attend training/briefing on the AKF Global Safeguarding Policy provided by  

        AKF and;  

(ii)   that concerns about possible breaches of the Global Safeguarding Policy are brought immedia-

tely to the attention of AKF. The parties will agree how such concerns will be investigated safely, 

confidentially and in a timely manner. Any investigation in relation to violations of the AKF Global 

Safeguarding Policy must take into consideration the best interests and safety of those involved. 

 
Example 2

The Company/Organisation acknowledges that it has received a copy of and has read AKF’s 

Safeguarding Policy and such supporting and briefing materials as AKF deems necessary describing 

AKF’s safeguarding commitments. 

It is an absolute requirement of AKF and a condition of this agreement that no person or body who/

which carries out work on AKF’s behalf pursuant to this agreement is or has been or becomes in any 

way involved in or associated with the abuse or exploitation of vulnerable groups as described in 

the Safeguarding Policy. 

The Company/Organisation as a condition of this agreement agrees that it will bring the contents 

of the  Safeguarding Policy  to the attention of any employees, agents, sub-contractors or other 

workers who are engaged to carry out part or all of the work contracted to be done for AKF and to 

instruct them to observe and apply the  Safeguarding Policy strictly in all of their dealings with and 

on behalf of AKF. 

If it became known that the Company/Organisation or any of its employees, agents, sub-contractors 

or other workers were or are or become involved in breaches of the  Safeguarding Policy or 

otherwise conducted themselves in such a way that compromised the safety of beneficiaries, staff or 

other individuals and assets and thereby also compromised the integrity and reputation of AKF, this 

would constitute a breach of the terms of this agreement and result in AKF being entitled summarily 

to terminate the agreement. Such breaches must be notified to AKF immediately. 
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Annexe 7: Definitions

Abuse In the context of international aid an development , ‘abuse’ encompas-
ses any harm, exploitation, or mistreatment of individuals, particularly 
those who are vulnerable, and it includes sexual exploitation, abuse, 
and harassment (SEAH), as well as broader forms of violence and 
abuse. 

Abuse of power Misuse of one’s position or authority to exploit, manipulate, or harm 
others, often resulting in coercion, abuse, or discrimination against 
vulnerable individuals. This can include using authority to solicit favors, 
withhold resources, or intimidate others to gain compliance or exploit 
their dependence. 

Adult-at-risk Person, 18 or above who, by reason of disability, age, sex, gender 
identity, ethnicity, race, class/caste, religion, illness, context they are in, 
or as a result of social inequalities and power relations, is at an increa-
sed risk of significant harm or exploitation. An adult may also be at risk 
or vulnerable when in a relationship (social or work) with another who 
seeks to misuse their position of authority or trust to control, coerce, 
manipulate or dominate them. They may also be at risk if their decision-
making capacity is impaired and/or they do not have the support to 
make a decision.

Aid diversion Aid taken, stolen or damaged by any governmental or local authority, 
armed group or any other similar actor. Such act is to be considered 
diverted aid even if the aid is re-distributed to other people in need 
other than the intended beneficiary group. May include bribes and 
kickbacks, theft, artificial taxes, disruption or delays in delivery, or 
demands that the aid goes to any other group or population.

Anonymity
(anonymous 
disclosure)

Anonymous disclosure is a choice. This means that nobody, not even 
the investigators, will know anything about the person making the 
allegation. 

Bribe, Bribery, 
‘Facilitation 
payments’; 
‘Kickbacks’; 
‘Grease 
payments’; 
Political 
contributions

Offering or accepting any gift, benefit, lean, payment, reward or 
advantage for personal gain in the conduct of the organisation’s 
business as an encouragement to do something which is dishonest, 
illegal or a breach of trust. A bribe differs from a gift, which is a token of 
appreciation, or based on cultural norm or hospitality tradition, of 
reasonable value, and not tied to any expectation of a favour or action 
in return (ensuring it does not influence decisions or compromise 
integrity). 
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Bullying Bullying is offensive, intimidating, malicious or insulting behaviour, an 
abuse or misuse of power through means that undermine, humiliate, 
denigrate or injure the recipient. Bullying has the purpose or effect of 
violating an individual’s dignity or creating an intimidating, hostile, 
degrading, humiliating or offensive environment for that individual. 

Bystander 
intervention

Refers to the actions taken by an individual who witnesses unaccepta-
ble behaviour, such as abuse, discrimination, harassment, bullying, or 
any situation we interpret as being potentially harmful to another per-
son, to intervene and prevent the situation from escalating. It involves 
recognising the problematic behaviour, deciding whether to act, and 
then choosing the most appropriate method of intervention to support 
and address the issue (Distract, Delegate, Direct, Delay, Document).

Child, Minor In line with the UN Convention on the Rights of the Child, a child is 
defined as any person under the age of 18 (UNCRC Art.1). 

CBRM A community-based reporting mechanism (CBRM) is a reporting me-
chanism where individuals are able and encouraged to safely report 
incidents/concerns and those reports are referred to the appropriate 
entities for follow-up. Ideally the CBRM will be designed with commu-
nities and include a range of options for reporting concerns as well as 
reports of abuse.

Child abuse Includes all forms of physical and emotional ill-treatment, sexual abuse, 
neglect or exploitation that results in actual or potential harm to the 
child’s health, development or dignity.

Child labor Child Labor is work that involves children where they are deprived of 
their childhood, potential and dignity and which is harmful to physical 
and mental development. Not all work done by children is classified as 
child labor. Child labor can result in extreme bodily and mental harm, 
and even death. It can lead to slavery and sexual or economic exploi-
tation. And in nearly every case, it cuts children off from schooling and 
health care, restricting their fundamental rights.

Child
safeguarding

Refers to all of the actions a company takes to keep all children they 
come into contact with safe – and includes the proactive measures 
put in place to ensure children do not come to harm as a result of any 
direct or indirect contact with the company. Child safeguarding encom-
passes the prevention of physical, sexual and emotional abuse, neglect 
and maltreatment of children by employees and other persons whom 
the company is responsible for, including contractors, business 
partners, visitors to premises and volunteers (source: UNICEF).
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Complainant A person who reports an allegation in accordance with established 
procedures. 

Concern, 
Allegation, 
Suspicion, 
Disclosure

A disclosure occurs when a person (staff, beneficiary etc) shares first-
hand information about abuse or harm they consider having 
experienced. An allegation is the claim of a specific abuse or 
misconduct (e.g. A staff member states that a colleague behaved 
inappropriately with a child). A concern is a suspicion or worry about a 
potential safeguarding risk or issue (without necessarily disclosure from 
the survivor, e.g. A child with bruises, fearful and withdrawn). A report is 
the formal documentation following a safeguarding concern, disclosure, 
allegation, or incident.

Conflict of 
interest

When someone is in a situation that may, directly or indirectly, 
influence their judgment or loyalty toward AKF or AKDN—or requires 
them to choose between the interests of their institution, its clients, or 
suppliers and their own personal, business, or related-party interests.

Confidentiality It is one of the main pillars for reporting, case management and 
investigation. This means that information on those reporting concerns 
as well as those involved in the concern will only be shared with those 
responsible for the case (on a ‘need to know basis’), e.g. with the 
relevant investigators.

Corruption Abuse of entrusted power for personal gain or to enable exploitation, 
harm, or misconduct. This can include: 

• Bribery – Offering or accepting undue benefits to influence  
decisions. 

• Fraud – Misrepresenting information or resources to cover up  
failures. 

• Favoritism and Nepotism – Appointing or protecting individuals in 
roles based on personal relationships rather than merit. 

• Extortion and Coercion – Using threats or pressure to suppress 
concerns. 

• Misuse of Resources – Diverting funds or aid for personal or  
improper use.

Cyberbullying Cyberbullying encompasses many harassing behaviours but can  
generally be summarised as the willful and repeated harm inflicted 
through the use of computers, cell phones, and other electronic 
devices. This may include impersonating a colleague, spreading 
gossip online, sharing photos without consent (including revenge porn 
or deepfake), doxing (publishing sensitive personal information online), 
phishing, hacking, trolling, excluding the person online and/or continu-
ally targeting someone in an online game.
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Discrimination Treating a person unfairly because of their identity or who they are as 
it relates to their age, gender, race, ethnicity, disability, religion, sexual 
identity, etc. Discrimination in many jurisdictions is illegal.

Do no harm The ‘Do No Harm’ principle in international aid and development 
emphasises avoiding actions that unintentionally exacerbate conflict 
or harm populations, focusing on understanding context and tailoring 
interventions to minimise negative impacts and maximise positive ones. 
In safeguarding terms it is used to help organisations determine 
whether their staff, programs or communication activities will potentially 
cause abuse of communities where they work and to tailor interven-
tions to eliminate or reduce the risk of abuse.

Duty of care Legal and ethical responsibility of individuals or organisations to 
ensure the safety and well-being of employees, subordinates, 
programme participants.

Emotional abuse Persistent emotional maltreatment that impacts on a child or adult’s 
emotional development. Emotionally abusive acts include restriction of 
movement; degrading, humiliating, bullying, threatening, scaring, or ri-
diculing; discrimination; or other non-physical forms of hostile treatment 
or rejection.

Exploitation Use of children or adults for activities for someone else’s advantage, 
gratification or profit, often resulting in unjust, cruel and harmful 
treatment of the child or adult. These activities are to the detriment of 
the victims physical or mental health, education, moral or socio-emotio-
nal development. Economic exploitation is the use of a child or adult in 
work or other activities for the benefit of others.

Forgery Falsifying official or financial documents, such as checks, invoices, or 
contracts, for fraudulent purposes.

FGM Female genital mutilation comprises all procedures that involve partial 
or total removal of the external female genitalia, or other injury to the 
female genital organs for non-medical reasons. The practice has no  
health benefits for girls and women and can result in severe  
bleeding and problems urinating, and later cysts, menstrual difficulties, 
infections, as well as complications in childbirth and increased risk of 
newborn deaths. This practice in a number of jurisdictions is illegal.
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Financial 
misconduct

Misuse, mismanagement, or fraudulent handling of funds, resources, or 
financial records within an organisation, particularly when such actions 
compromise ethical standards, organisation’s interests, donor’s trust, 
or well-being of beneficiaries. It includes: Fraud, bribery, theft, money 
laundering, funding terrorist activity, corrupt practice, embezzlement, 
misappropriation. 
(see ‘Fraud’, ‘Bribery’, ‘Embezzlement’, ‘Money Laundering’, ‘Corruption’, 
‘Aid Diversion’, ‘Forgery’). 

Fraud Dishonestly obtaining a benefit or causing a loss by deception or other 
means. 

GBV Gender Based Violence:  acts that inflict physical, sexual or mental 
harm or suffering, threats of such acts, coercion, and other deprivations 
of liberty. These acts can occur in public or in private. Although anyo-
ne – women, girls, men and boys – can fall victim to violence simply 
because of their sex or gender, women and girls are especially at risk. It 
is estimated that one in three women will experience sexual or physi-
cal violence in their lifetime. In safeguarding terms, we often make a 
distinction between the harm and abuse that is caused by the organisa-
tion (safeguarding) and the harm and abuse that arises in families and 
communities which is due to gender (GBV). 

Harassment When bullying happens because of a person’s identity, or who they are 
such as their age, gender, race, ethnicity, disability, religion, sexual 
identity, etc. It consists of unwelcome, embarrassing, unsolicited, 
offensive, abusive, belittling or threatening behaviour directed at an 
individual or group (mimicking, imitating accent, practical jokes, offen-
sive gestures, swearing, bullying, inappropriate request for romantic 
or sexual favours, leering, touching, displaying pictures or posters with 
racial overtones or offensive text, campaigns of hate and silence, etc). 

Harassment is considered a workplace issue and can include stalking 
or cyberstalking of a staff member by a colleague.

Harm Refers to any negative impact on a person’s physical, psychological, 
emotional, or social well-being. It arises from abuse, neglect, exploita-
tion, violence, or other forms of misconduct (e.g. Actions or neglect that 
cause psychological distress, anxiety, fear, or diminished self-esteem, 
such as verbal abuse, coercion, or manipulation).
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Human 
trafficking, 
Modern slavery

The recruitment, transportation, transfer, harboring or receipt of 
persons, by means of the threat or use of force or other forms of 
coercion, of abduction, of fraud, of deception, of the abuse of power or 
of a position of vulnerability, or of the giving or receiving of payments or 
benefits to achieve the consent of a person having control over another 
person, for the purpose of exploitation. 

Modern Slavery refers to the condition in which individuals are forced 
to work under threat, manipulation, or deceit, without their freedom, 
often for little or no compensation. It encompasses a range of exploita-
tive practices, including human trafficking, forced labor, debt bondage, 
and child labor (see ‘Child Labor’; ‘Sexual Exploitation’)

Informed consent Conscious, fully understood and willing agreement of a person of the 
age of consent, expressed through mutually understandable words or 
actions, to engage in a particular activity at a particular time.

Investigation 
(of an allegation)

An internal, administrative process of gathering, assessing, and do-
cumenting evidence to determine whether breach of organisational 
policies or Code of Conduct has occurred.

Money 
laundering

Offenses involving the proceeds of crime or terrorist funds, including 
possessing, or any way dealing with or concealing the proceeds of any 
crime.

Neglect Persistent failure to meet an individual’s basic needs, leading to harm 
or serious risk of harm. For children, neglect involves not providing 
essentials such as adequate food, shelter, and clothing, as well as not 
ensuring access to education, healthcare, and emotional support. 
Neglect is distinguished from circumstances of poverty in that neglect 
can occur only in cases where reasonable resources are available to 
the family or caregiver.

Physical abuse Actual or potential physical harm perpetrated by another person, adult 
or child, against a child or adult. It might involve hitting, shaking, 
poisoning, drowning, biting or other harmful behaviours. Physical harm 
may also be caused when a parent or caregiver fabricates the symp-
toms of or deliberately induces illness in a child or adult

Program 
participant

Individual, community or group who receives aid, services, or support 
from an NGO or humanitarian organisation. AKF may also refer to 
program participants as beneficiaries.
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PSEA Protection from Sexual Exploitation and Abuse. Efforts and policies 
aimed at preventing, reporting and responding to acts of sexual abuse 
and sexual exploitation perpetrated by staff and organisation 
representatives to vulnerable populations or program participants 
(beneficiaries) of all genders.

PSEAH Protection from Sexual Exploitation, Abuse and Harassment includes 
preventing sexual harassment of vulnerable populations or program 
participants of all genders by staff or organisation representatives and 
also preventing, reporting and responding to sexual misconduct by 
staff perpetrated against colleagues and organisation representatives.

SafeCall Alternative, external reporting channel for staff including an online 
platform/hotline available 24h/7. It is possible to make disclosures in 
several languages (https://www.safecall.co.uk/file-a-report/).

Safeguarding AKF defines safeguarding as the responsibility to ensure that all 
individuals who come into contact with AKF staff, operations and 
programmes, including those who work in or with AKF, are protected 
from harm. This term covers physical, emotional harm and sexual 
exploitation, abuse and harassment. 

Sexual abuse Actual or threatened physical intrusion of a sexual nature, whether by 
force or under unequal or coercive conditions. Any sexual contact with 
children under the age of 18 is considered abuse (regardless of local 
customs). This may include, but is not limited to, rape, oral sex, 
penetration, masturbation, kissing, rubbing, touching, involving 
children and adults in looking at or producing sexual images or 
watching sexual activities, encouraging children and adults to behave 
in sexually inappropriate ways.  Sexual abuse occurs against a pro-
gramme participant or member of the community.

Sexual 
exploitation

Actual or attempted abuse of a position of vulnerability, power, or trust, 
for sexual purposes, including, but not limited to, profiting monetarily, 
socially or politically from the sexual exploitation of another. The 
abusive relationship between survivor and perpetrator involves an 
imbalance of power where the survivor’s options are limited. It is a form 
of abuse that can be misunderstood by children and adults as 
consensual. 

Sexual 
harassment

Continuum of unacceptable and unwelcome behaviours and 
practices of a sexual nature that may include, but are not limited to, 
sexual suggestions or demands, requests for sexual favours and 
sexual, verbal or physical conduct or gestures, that are or might 
reasonably be perceived as offensive or humiliating. (e.g.: inappropriate 
SMS, displaying graphic pictures, sexual comments etc). 
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SoC Subject of Concern (person allegedly having committed a safeguarding 
misconduct)

SOGIE Sexual Orientation or Gender Identity and Expression. It is a term used 
to describe a wide spectrum of identities which includes a person’s 
romantic, emotional and/or sexual attraction to others, a person’s 
internal sense of being male, female, both or neither as well as how a 
person outwardly expresses their gender.

Speak Up All the channels available to report concerns, allegations of misconduct, 
while remaining protected from retaliation.  Speak Up also represents 
key principles: Supporting Survivors, Protecting vulnerable Individuals, 
Empowering those Affected, Acting on concerns, Keeping Accountabili-
ty, Upholding ethical standards, Promoting transparency.

Stalking Unwanted, repeated, and obsessive behaviour directed at an individual 
that causes them to feel fear, distress, or harassment. It often involves 
persistent attempts to monitor, contact, or intimidate the targeted per-
son, violating their sense of safety and privacy (e.g. following, unwanted 
calling or texting, excessive gifts, showing up uninvited, tracking (GPS), 
spying (social media), etc).

Survivor A survivor is the individual who experienced abuse, violence or 
exploitation. Adopting a survivor centred approach in safeguarding is to 
put the wishes and interests of the survivor at the centre of the respon-
se the organisation decides to take.

Survivor centred A survivor-centred approach puts the safety, rights, needs and wishes 
of the survivor first, above all other considerations

Theft, 
embezzlement

Misappropriation of goods, funds, assets entrusted to an employee in 
the course of their duties or by virtue of their position.

Troll, trolling Deliberate posting offensive or provocative messages online on a 
person’s social media, forum, chat room, playing on same online video 
game (etc), with the intent of upsetting, humiliating, discrediting, poten-
tially urging others to join the attack.

Safe 
programming

Safe Programming in safeguarding terms refers to designing and 
delivering programs and program activities which Do No Harm i.e. 
potential risks related to the program are identified and mitigated so 
that communities and program participants are not abused by their 
participation in or contact with the organisation. 
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Victimisation and 
retaliation

Detrimental treatment towards someone who has made -or is believed 
to have made or supported- a complaint under the safeguarding 
policy (or punishing or threatening to punish because they have 
asserted their rights or refused to do something because it would 
involve a misconduct).  (E.g. being isolated, ignored, treated unfairly 
after whistleblowing). Retaliation is considered gross misconduct, and 
so are allegations in bad faith.

Whistleblower A whistleblower is an individual who reports wrongdoing at work that 
affects others. In legal terms in some countries, whistleblowing is 
described a making a disclosure in the public interest. It is often used to 
describe anyone who reports a safeguarding concern.

©
 2

02
5 A

ga
 K

ha
n 

Fo
un

da
ti

on
 -

 A
ll 

ri
gh

ts
 r

es
er

ve
d 



A
nn

ex
e 

8
A

K
F 

Sa
fe

gu
ar

di
ng

 | 
 S

pe
ak

 U
p

©
 2

02
5 A

ga
 K

ha
n 

Fo
un

da
ti

on
 -

 A
ll 

ri
gh

ts
 r

es
er

ve
d 

H
R

 F
o

llo
w

-u
p

E
n

q
u

ir
y 

p
ro

ce
ss

C
o

n
ce

rn
 d

e
fi
n

e
d

&
Im

m
e

d
ia

te
 S

a
fe

ty
/ 

M
e

d
ic

a
l n

e
e

d
s 

a
d

d
re

ss
e

d

Lo
ca

l H
R

*C
rim

in
al

 m
at

te
rs

 m
ay

 b
e 

re
po

rt
ed

 to
 a

ut
ho

rit
ie

s 
fo

llo
w

in
g 

a 
ris

k 
as

se
ss

m
en

t

Sp
ea

k 
U

p 
P

ro
ce

ss
 O

ve
rv

ie
w

C
a

se
 m

a
n

a
g

e
m

e
n

t
Te

a
m

 i
s 

a
ss

ig
n

e
d

F
in

a
n

ci
a

l A
u

d
it

F
in

a
n

ci
a

l M
is

co
n

d
u

ct

S
e

xu
a

l A
b

u
se

/
E

xp
lo

it
a

ti
o

n
/

H
a

ra
ss

m
e

n
t 

(S
E

A
H

)

A
n

y 
m

is
co

n
d

u
ct

 r
e

la
te

d
to

 P
ro

g
ra

m
m

e
 P

a
rt

ic
ip

a
n

ts

S
e

n
io

r 
M

a
n

a
g

e
r 

im
p

lic
a

ti
o

n

S
a

fe
g

u
a

rd
in

g
 I
n

v
e

st
ig

a
ti

o
n

 
(m

a
y
 i
n

c
lu

d
e

 c
ri

si
s 

m
a

n
a

g
e

m
e

n
t 

re
sp

o
n

se
)

H
Q

 S
af

eg
ua

rd
in

g



Annexe 9AKF Safeguarding |  Publication details
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Position Date
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Document version

This document is protected by copyright law. No part of this publication may be 
reproduced, distributed, or transmitted in any form or by any means, including 
photocopying, recording, or other electronic methods, without the prior written 
permission of the copyright holder, except in the case of brief quotations used for 
review or reference purposes.
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