FIELD-BASED PSAE FOCAL POINTS
ROLES AND RESPONSIBILITIES

The field-based PSAE focal points designated for each agency has the following responsibilities:

· Serve as the main channel for sharing information on PSAE between agencies at relevant coordination meetings.
· Respond to requests for information on PSAE activities.
· Actively promote PSAE within own organization and specifically the work setting.
· Ensure that all information on training activities/skills development and other PSAE activities are shared with staff and colleagues.
· Create a conducive environment for receiving complaints.

Upon receipt of a report of SAE, the field based focal point should:
· Ensure confidentiality; 
· Document all complaints, including “in the air” allegations;
· Report the complaint through the appropriate channels; Normally, this channel is a direct one to the agency director. However, these channels may vary according to size, location, and general structure of agency. Be sure to check and confirm what your agency’s agreed reporting channels are for allegations of sexual abuse and exploitation! 
· Attend to the safety, health, psychosocial and legal needs of complainant:  know what resources are available and how to refer him/her for assistance;
· Keep all records and information in a safe and secure location before transferring to a secure location agreed with the country director. 
· Liaise with complainant regarding follow-up to the complaint; 
· Accompany the complainant to the local authorities, if they wish;
· Obtain the complainant’s informed consent to document the complaint and to pass on the data recorded to relevant management authorities for follow-up action;
· Record the details of the allegation on the Incident Report Form;
· Forward the report form and any other pertinent material to the management authorities of your agency detailing all relevant information/action taken thus far;
· In collaboration with the agency director, inform UNHCR that there has been allegation of SAE.

If the complaint is against another agency:
· Forward a copy of the completed incident report form to own country director for forwarding to the country director of agency employing alleged subject of complaint. 
· If necessary, meet with that agency focal point to agree upon responsibilities for follow up on the safety, health, security and protection needs;
· In collaboration with the agency director, inform UNHCR that there has been allegation of SAE.

Remember: The Focal Point does not have to do everything; your role is to make sure that agreed upon systems are followed and the activities mentioned are taking place. 

· The Focal Point should never investigate a complaint;
· The Focal Point should not engage in counseling complainants (unless they are formally trained to do so).



