FINAL REVISED VERSION OCTOBER 2005
Protocol for Children’s Participation at the East Asia Pacific Regional Consultation for the 

UN Study on Violence Against Children.  Final Revised Draft


Protocol on Children’s Participation at the Regional Consultation for the UN Study on Violence Against Children

The following package of guidelines, forms and briefing papers is an annex to the Minimum Standards on Consulting with Children at the East Asia Pacific Regional Consultation.

This protocol has been evaluated during the Regional Consultation by participating adults and children.  The final text is a revised version of the protocol in use at the Regional Consultation. 
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SECTION ONE: PLANNING MATERIALS

· HOSTING COMMITTEE GUIDELINES

· STEP-BY-STEP GUIDE

· NATIONAL FOCAL AGENCY GUIDELINES
· BUDGET GUIDELINES
1. Hosting Committee Guidelines
These guidelines are based on the experience of the East Asia Pacific Regional Steering Committee who had responsibility for organising the EAP Regional Consultation for the UN Study.  Consequently, it should be noted that they relate to a regional UN event of approximately 300 participants from UN, government and non-government organisations.

The guidelines are for use by committees organising a consultation in which children will participate and concern the logistics and planning of organising such an event.  

The following recommendations are based on the implementation of the Minimum Standards on Consulting with Children and therefore assume that a steering committee (organising committee) would be accountable for the Minimum Standards and would, together with national partners, enforce many of the standards.  Consequently, recommendations outline specific points that, although somewhat generic in nature, have a strong bearing on the meaningful participation of children at a regional consultation.  

Recommendations

Setting up a Steering Committee

At least eight months before the event, a steering committee for the consultation should be set up that includes representatives of regional organisations and experts with an interest in violence against children. 
Clear terms of reference for the steering committee, consultation organisers and various sub-committees should be finalised and agreed by all involved before activities of the different groups commence.

Regular meetings of the Steering Committee and sub-committees should be organised with appropriate note-taking of decisions available for all involved.

One person should take responsibility for organising children’s participation at the regional consultation. This person could either be nominated from one of the member organisations of the steering committee or employed by the steering committee and could take on many of the tasks outlined below. 
A sub-group of the steering committee could be set up to give the lead person/consultant on children’s participation management support.  Clear terms of reference should be developed for the sub-group.

The steering committee should ensure that a child protection policy and complaints procedure for the consultation is be drafted or an existing policy adopted by the steering committee (see Child Protection Policy).

An advisory group of children and young people should be set up which could be consulted on the design and content of key documents for the national consultation (notably the agenda and any guidelines for children’s participation).

Working with national partners to facilitate children’s participation

Clear guidelines on the role, responsibilities, benefits and costs for national partners (see NFA Guidelines) should be finalised as early in the preparatory process as possible, including clear information on lines of communication between regional and national partners. 

Agreement should be reached between the regional steering committee and national partners on all aspects of the role of national partners.

National partners should be strongly encouraged to hold national preparatory events that include children and gives them an opportunity to discuss the key issues (ideally agreeing on priorities/recommendations that can be submitted to the Regional Consultation) and select Under 18 Delegates to attend the regional consultation.

Finances

A comprehensive budget should be drafted for the regional consultation outlining all the costs for children’s participation (see Budget Guidelines).

A funding strategy should be drafted and close monitoring of funding instituted.

The steering committee should agree on how responsibility is shared for holding and administering funds and taking legal responsibility (recruitment procedures) for any staff employed to support children’s participation.

A financial report should be made at all meetings of the steering committee, the budget should be openly discussed at regular intervals.  This will ensure smoother communication between the organising committee(s) and staff.

A cost benefit analysis should be made of children’s participation. New criteria should be developed that look at the quality and impact of children’s participation on all stakeholders (for instance government ministers).

Insurance
Adequate insurance should be organised by the steering committee for Under 18 Delegates attending the consultation including: 

· A policy that provides sickness and injury cover for every Under 18 Delegate 

· A public liability cover for the places where the Under 18 Delegates will be in attendance (conference venue, hotel), 

· A policy that covers any transport arrangements for Under 18 Delegates (such as buses from hotels to conference rooms or any field trips)

(Responsibility for organising travel and health insurance for Under 18 Delegates should lie with National Focal Agencies.)

Staffing

Appropriate staff should be appointed to support children’s participation at the consultation and ensure that children are safe while at the consultation.  Staff could include:

· a children’s participation co-ordinator, to organise logistics, reimbursements, hotel accommodation, transport etc. Under 18 Delegates;

· a child protection focal person, to implement the complaints procedure and brief staff on child protection issues. In addition this person may need to be supported by a child protection team;

· a lead facilitator, to ensure Under 18 Delegates are able to express their views at the consultation. In addition, a team of facilitators may need to be identified for any break out group discussions at the consultation.

· professional translators, who can make one-to-one simultaneous translation

If the media is attending the consultation or any media work (press conference) is planned a media co-ordinator should be appointed to take care of preparing and de-briefing children in any contact they have with the media.

Key staff employed to organise the consultation should have an understanding of children’s participation.  In addition, a short briefing to outline planned procedures on children’s participation at the consultation (including child protection issues) should form part of all key staff’s induction.

Staff organising the consultation should begin work at least two months before the event.  

Organising a preparatory meeting for the regional consultation

A preparatory regional event should be organised, ideally for all participants, but specifically to bring national partners together to agree on the participatory procedures to be used at the Regional Consultation and to develop and commit their organisations to activities at national level, and to prepare and follow up with children involved in the Regional Consultation.  

Clear and transparent information on how costs will be covered, in particular, the logistics of how reimbursements will be made to national partners should be outlined and form part of the discussions at a preparatory meeting with national partners.

The preparatory event should take place 3-6 months before the start of the main event.

Organising a Preparatory Meeting for Under 18 Delegates

If participants have not previously met, three days should be allowed for a preparatory meeting with Under 18 Delegates.

Communication and co-ordination between all facilitators, support staff and consultation organisers should start at least one month before the preparatory meeting and the facilitation plan should be discussed by all to ensure roles and responsibilities are clear.

A preparatory event should aim to produce a document clearly listing recommendations from Under 18 Delegates which can act as a tool for Under 18 Delegates to measure their influence during discussions at the Regional Consultation and with any final recommendations from the event.  

This document should be translated in all languages spoken by Under 18 Delegates and made available to consultation organisers as a resource.

Because of the relatively informal setting it may be appropriate that Guardians take on the role of translator (in addition to their duty of care) at a preparatory forum.  Another option is to use student translators.  However, all those taking on a translation role should be involved in training on participatory translation techniques.

Meeting room facilities should include computers which should be accessible by Under 18 Delegates after hours, IT safety information should also be provided by organisers if internet access is available for Under 18s.

If participants are dividing into working groups it may be useful to place restrictions on the number of participants in each group – particularly if participants speak many different languages.

Organisers should ensure that plenty of time is allocated for Under 18 Delegates to choose, from amongst themselves, who will take on specific tasks. This activity should be well planned in order that Under 18 Delegates understand any limitations for the process (such as the requirement for an English speaker only) and different options for decision making (setting criteria, deciding on structure - voting, presentations etc.) 

A minimum of two admin support staff should be on hand at the meeting who speak the local language (one could be a volunteer) and enough facilitators to be able to work effectively when participants break into working groups.

Organising a regional consultation

Planning

· Final preparations for the consultation should begin at least two months before the event.  
· Small, facilitated, working group sessions allow Under 18 Delegates the best opportunity to voice their opinions and should form the basis of the discussions and decision making at a consultation.

· A sub-group of the steering committee should be set-up to develop the agenda for the regional consultation (ideally children should have an opportunity to discuss and comment on the agenda).  

· In addition, this sub-group could produce guidelines for workshops, and finalise all the different roles for support staff at the consultation (chairs/rapporteurs/facilitators/speakers) 

· All opportunities for Under 18 Delegates to voice their opinions (through presentations, or taking on consultation tasks such as Chair) should be well planned by organisers and clearly communicated to Under 18s in order that Under 18 Delegates have ample opportunity to prepare.

· A balance should be kept in plenary sessions with time for questions to ensure equal time for questions from Adult and Under 18 Delegates.

· All decision making processes at the consultation should be transparent and participatory (including how Under 18 Delegates are chosen for specific tasks).  

Translation 

· In a formal, international meeting the use of professional translators for Under 18 Delegates should be seriously considered.  Translators should have an understanding of the field and be able to make simultaneous translation on a one-to-one basis with an Under 18 Delegate.

· Training of translators on participatory techniques should be instituted prior to the start of their work and should be included in translators’ contracts.  Translation should be monitored closely by facilitators during the Regional Consultation.

· Advance copies or summaries of all key speeches/presentations (key note speeches) should be made available to translators.

Meeting room arrangements: 

· Consideration of access to microphones should be paramount in organising seating arrangements for Under 18 Delegates.  Ideally Under 18 Delegates should be consulted on seating arrangements, however it is worth noting that Under 18 Delegates tend to want to sit together.

· A room should be allocated for use by Under 18 Delegates and their support team (including guardians, translators, facilitators, admin staff).  The room should be big enough to hold briefing meetings with all Under 18s and the support team and should include suitable equipment (computers with internet access, printers, notice boards, comfortable chairs).

· The meeting place for the consultation should be accessible to Under 18 Delegates with a disability.

Follow-up

Planning for follow-up should be discussed prior to the Consultation with the steering committee and dates set for further discussion after the event.
A meeting with national partners to discuss follow-up should be organised during the Regional Consultation where short term and long term activities are discussed.
If no regional follow-up event is planned, communication between Under 18 Delegates, national partners and the organisers of the Regional Consultation should be continued through a follow-up project of some description (which does not have to be too ambitious but encourages national partners and Under 18 Delegates to communicate with each other).
2. Step-by-Step Guide 

This guide outlines 22 steps and a checklist for National Focal Agencies to ensure children from their country participate at the Regional Consultation for the UN Study on Violence Against Children in June 2005.  The timeline in this guide works as a week-by-week countdown to the start of the Children’s Forum.

1 year before event

STEP 1 

Contact and involve other children’s organisations/child led initiatives that are also involved in the issues under discussion and, if appropriate, set up a national steering committee or group.

STEP 2

Nominate one member of the national steering committee to take on the role of National Focal Agency (see National Focal Agency Guidelines). 

6 months before

STEP 3

Translate and distribute to children in your country:

(  Concept paper on UN Study (children-friendly version)

(   ‘What’s all this about…’ (children-friendly booklet on the Regional Consultation)

(  Selection Guidelines for Under 18 Delegates

5 months before

STEP 4: NFA Meeting 

The NFA Meeting will be used to discuss and agree the participatory processes for the Regional Consultation (including all documents/guidelines and forms in this protocol). 

( A representative from the National Focal Agency attends the two day National Focal Agency Meeting. 

STEP 5: Finances

( Write a budget for the participation of children in national activities as part of the UN Study on Violence Against Children (you may decide to organise a national consultation).  (See Budget Guidelines) 

( Contact the UNICEF Country Office (if contact has not already been made) and confirm the financial arrangements for the participation of Under 18 Delegates, NFAs and Guardians from your country.
Not less than 3 months before

STEP 6: National Consultation

It is strongly recommended that a national consultation or meeting is held to prepare children for participation at the Regional Consultation.  The following activities should be undertaken at the meeting:

( Discuss the issue of violence against children and agree on recommendations from children on the issue

( Select two Under 18 Delegates and one reserve for your country 
( Ensure Under 18 Delegates are properly mandated/instructed by their peers

13 weeks before

STEP 8: Translate Application Forms

Translate the following documents as necessary:

( Application Form for Under 18 Delegate

( Under 18 Delegate Participation Agreement

( Consent Form

12 weeks before

STEP 9: Identify Passport / Visa issues

Once Under 18 Delegates have been chosen, identify whether they will need an official documentation organised for their travel and start processes for obtaining these documents

( Both Under 18 Delegates have passport/visa
STEP 10: Select a Guardian

( Select a Guardian for the two Under 18 Delegates 
( Initiate safeguarding check on Guardian.
11 Weeks before

STEP: 11: Brief the Team

( Organise at least one briefing meeting with the Guardian and Under 18 Delegates focusing on the following issues:

( Their respective roles and the role of others at the consultation 

( Under 18 Delegates’ rights at the consultation 

( The child protection measures at the consultation 

10 weeks before (DEADLINE)

STEP 12: Recommendations from Children

( Submit by email Recommendations from Children in your country to the External Consultant on Children’s Participation 

9 weeks before

STEP 13: Gain informed Consent

( For both Under 18 Delegates, organise a meeting with the Under 18 Delegate their Guardian and their parents/carers to explain the consent form, the roles and processes of the consultation

( Ensure the Consent Form is signed by all parties

STEP 14: Insurance

( Organise medical and travel insurance for both Under 18 Delegates and their Guardian

8 weeks before 
DEADLINE
STEP 15: Submit applications

Send the following (in English) to the Children’s Participation Co-ordinator in Bangkok [insert contact details]

( 2 x Under 18 Delegate Application Form – by email
( 2 x Consent forms (please send original) – by fax
( 1 x Guardian Application Form – by email
Send the following to the Child Protection Focal Person

( 2 x Medical History Forms – by email
Please note that if these forms are not received by [INSERT DEADLINE OF 6 WEEKS BEFORE CONSULTATION] Under 18 Delegates will not be able to attend the Regional Consultation.

STEP 16: Travel arrangements

( Organise travel arrangements (flights/visas) for Under 18 Delegate and Guardians

7 weeks before

Step 17: Confirmation of participation

When all the above forms have been received the Children’s Participation Co-ordinator will confirm participation for the delegates by sending:

2 x an official letters of invitation to the Regional Consultation (for the two Under 18 Delegates, mentioning the Guardian’s name and role)

3 weeks before

STEP 18: Submission of travel details

To confirm travel arrangements National Focal Agencies complete and return the following to the Children’s Participation Co-ordinator:

( Travel Registration Forms returned (x 2) – by email
2 weeks before 

STEP 19: Confirmation of Registration

Children’s Participation Co-ordinator confirms hotel bookings and registration of Under 18 Delegate and Guardian at the Regional Consultation.

AFTER THE REGIONAL CONSULTATION

Within one month of the Regional Consultation

STEP 20:  De-briefing

( NFAs organise a de-briefing meeting with both Under 18 Delegates

STEP 21: Follow-up

NFAs involve Under 18 Delegates in any national follow-up activities to the Regional Consultation including:

( press briefings

( other children and young people

( projects Under 18 Delegates are connected to

( other

STEP 22: Distribution of materials

All Under 18 Delegates will receive a children-friendly summary of the Outcome Report from the Regional Consultation. 
3. National Focal Agency Guidelines

 

National Focal Agencies (NFAs) take on an essential task in the facilitation of children to participate in the EAP regional consultation for the UN Study on Violence Against Children.  

These guidelines outline the perceived responsibilities, tasks and costs involved in taking on the role of National Focal Agency and were discussed in detail at the National Focal Agency Meeting in April 2005.

National Focal Agencies are asked to ensure that various tasks are undertaken in order that Under 18 Delegates at the consultation are appropriately prepared.  Please note that National Focal Agencies are not expected to carry out all the tasks themselves but should ensure that they are undertaken by some organisation or individual from their country.  

Benefits
One representative from the NFA nominated from each country is invited to a two day NFA Meeting (April 2005).  Participation at this event was free of charge (international travel and accommodation).  The NFA Meeting is an opportunity for NFAs from around the region to share experience and build capacity on children’s participation, in particular to discuss minimum standards on children’s participation.  One NFA representative is invited to the EAP Regional Consultation (June 2005) free of charge, international travel and accommodation costs will be covered by UNICEF Country Offices for the consultation.
 

Tasks

 1.      Translation:  National Focal Agencies are asked to provide the following documents in the native language spoken by the Under 18 Delegate:

1. ‘What’s all this about…’ (briefing booklet on the regional consultation for Under 18 Delegates)

2. Under 18 Delegate Application Form

3. Under 18 Participation Agreement

4. Consent Form

National Focal Agencies are recommended to produce children friendly versions of the translated documents (see ‘How to Produce Children Friendly Documents’)

2. Selecting appropriate Under 18 Delegates: National Focal Agencies will be asked to ensure that two Under 18 Delegates (and one reserve) are selected from among the children in their country to attend the Regional Consultation.  (See Guidelines for Selecting Under 18 Delegates)

3. Selecting appropriate Guardians: Once appropriate children have been selected to participate in the regional consultation, National Focal Agencies are asked to select one Guardian for the two children, involving the two children in this process.  Potential Guardians need to fulfil the criteria laid out in the document ‘Guidelines for Selecting Guardians’.  National Focal Agencies are expected to carry out ‘safeguarding’ checks on potential Guardians (see Safeguarding Check Guidelines).

4.  Child Protection: National Focal Agencies are expected to abide by the Child Protection Policy for the consultation.  They will need to keep a copy of the policy, give a copy to the Guardian and brief the Guardian and Under 18 Delegates on child protection procedures, notably the complaints procedure and contact details for the Child Protection Focal Person at the consultation.
5. Briefing: using the above documents as a basis, the National Focal Agency is asked to ensure that the following briefing takes place:
· Under 18 Delegates: 
· on their role and the role of others at the consultation. 
· on the issue of violence against children in their country, the priorities, key issues, good practice and any recommendations  - these issues should ideally also be discussed with other children from the country so that Under 18 Delegates can be mandated by their peers.
· Guardians: on their role and the role of others at the consultation, in particular their legal and ethical obligations and responsibilities, Rules of Behaviour etc.
· Parents/Carers of Under 18 Delegates: on the role of Under 18 Delegates and others at the consultation, the impact of signing consent forms.
· Under 18 Delegates, Guardians and Adult Delegates from the country.  If at all possible it is recommended that all those attending the Regional Consultation from each country have an opportunity to meet and discuss their roles at the Consultation as well as the issue of violence against children 

All briefings should be done in good time before the consultation, briefing on roles and responsibilities should take place before consent forms are signed.  

6. Insurance: National Focal Agencies are asked to ensure that both Under 18 Delegates and their Guardian are fully insured for their travel and stay in Bangkok, both medical and travel insurance should be provided.  National Focal Agencies will be expected to organise any emergency medical treatment whilst the Under 18 Delegate or Guardian is in their home country.

7. Administration:  National Focal Agencies are asked to organise the following for each Under 18 Delegate and Guardian:

· Visa arrangements

· Up-to-date passports and related travel documents

· Domestic transportation to and from the airport and (if applicable) transport to arrange necessary travel documents

· International flight from home country to Bangkok

· Travel insurance
8. Communicating with Bangkok: National Focal Agencies are responsible for sending in the following documents to the Regional Consultation Co-ordinator: 
· Under 18 Delegate Application Form x 2 

· Consent Form x 2 

· Guardian Application Form x 1

9. Ensuring Follow-up:  National Focal Agencies are asked to ensure appropriate follow-up activities are organised after the consultation so that:

· Under 18 Delegates have opportunities to feedback and use their experience of participating in the consultation with their peer group/projects or work in their local communities.


· Under 18 Delegates receive the follow-up report and any recommendations from the consultation 

· Under 18 Delegates have the opportunity of being included in monitoring the implementation of commitments made at consultations. (For at least six months after the Consultation)

· Under 18 Delegates are de-briefed and have the opportunity to assess the quality and perceived impact of their participation and the learning opportunities it provided

· Parents/Carers are de-briefed on the role played by their child in the consultation and any expectations their child may have for involvement in follow-up activities.

 

Costs

1. Costs covered by the Regional Steering Committee:

· Conference participation for Under 18 Delegates and Guardian
2. Costs covered by UNICEF Country Offices:

· Costs of international flights to Bangkok and accommodation for Under 18 Delegates and Guardian.

· Associated costs with obtaining visa/passport or other official documentation for Under 18 Delegates to attend the consultation.

· Medical and travel insurance for Under 18 Delegates.

National Focal Agencies will be reimbursed for incurring any of the costs mentioned above. The system for reimbursement will be different in each country but will be co-ordinated through UNICEF EAPRO in Bangkok. NFAs should contact their UNICEF Country Office to discuss how funds to cover costs for Under 18 Delegates, a Guardian and one NFA representative to participate at the Regional Consultation could be channelled through the UNICEF Country Office to NFAs.
Please note that UNICEF Non Programme Countries will need to find their own funding for the costs covered by UNICEF Country Offices (as above).  

Costs for National Focal Agencies

National Focal Agencies are asked to find funding to cover the following costs for Under 18 Delegates:

1. Domestic travel costs (to the international airport, briefing) for Under 18 Delegates and Guardian

2. Insurance for the Guardian

3. Translation (including production and distribution of translated documents)

4. Communication costs (mail/fax/email) with the Children’s Participation Co-ordinator (in Bangkok)

5. Follow-up costs (de-briefing, evaluation with Under 18 Delegates)

4. Budget Guidelines

The following budget guidelines outline the issues that have been pertinent to develop a budget for the regional consultation (and are based on recommendations from other consultations). They are written for those organising a consultation that involves children (regional or national).  
In the following table, for brevity, ‘U18 Delegates’ has been used to mean ‘Under 18 Delegates’
	Activity
	Cost Checklist

	Advisory Groups/consultation with children (for planning of the event)
These can end up being ‘mini’ versions of the consultation and consequently very expensive – especially if members are from diverse backgrounds and represent different groups/regions. For face-to-face meetings, costs should include everything under ‘consultations’. 

Consultation by email is a cheaper option (using focus group discussions to consult with responses emailed to one co-ordinating point).  Costs include a possible fee for someone to co-ordinate the email advisory group (who would contact groups / children / send out enquiries / receive responses). Costs to organise focus group discussions at local/national level could be quite substantial and may involve many of the costs for organising a consultation, as below.  Or, if focus group discussions are already planned it may be possible to input specific questions/issues for discussion with the responses emailed back to the advisory group co-ordinator – at no cost. Or with a ‘contribution’ to the costs this would incur for those organising the focus group and those responding to the email advisory group.  Costs for translation of documents may also need to be factored.


	Face-to-face consultation

(see consultations)

Email consultation

· Co-ordinator fee

· Focus group costs

(see consultation)

· Contribution

· Translation



	Training

Training modules for facilitators at the consultation and interpreters may need to be developed.  This would require a fee for the trainer (to produce the module) and the costs of running a training session (fees for trainer and trainees would still need to be paid during the time of their training).  Meeting room/documentation costs may also be necessary.
	· fee for trainer

· fees for trainees

· meeting room

· documentation

	Consultation Staff

Co-ordinators: depending on the size of the consultation a ‘co-ordinator’ might need to be appointed to take on the logistics of the event as well as someone to organise children’s participation (who could also take on an evaluation role).

Facilitators: One is recommended for every 10-15 participants, they need to be experienced facilitators but may also need training (as above).  A lead facilitator may need to be employed who could act as trainer (as above) and would work with those hosting the consultation and the Co-ordinator before the consultation to help them develop workshops and identify facilitation needs. Volunteers: there may be need for a number of volunteers to perform admin tasks –their expenses should be covered in the budget (travel, meals etc.) 

Doctor/nurse: allocate funds for a 24 hour (on call) medical service (i.e. two people working shifts)  during the time of the consultation and any preparatory meeting for children. Costs for fees and accommodation (wherever Under 18s are accommodated) will need to be included..  

Child Protection Focal Person: one person will need to take overall responsibility for child protection and, starting their employment a number of weeks before the consultation to help develop child protection procedures.  A 24 hour (on call) child protection service should be provided during the consultation and any preparatory meeting with children, this may require the development of a child protection team (volunteers).

Media Co-ordinator: it may be necessary to employ someone to co-ordinate media work with children.  They would need to start work well before the consultation.
	· Consultation Co-ordinator

· Children’s Participation 

· Co-ordinator

· Lead Facilitator

· Facilitators  

· Volunteer expenses

· Doctor/nurse 

· Child Protection Officers

· Media Co-ordinator

	Translation

If there are any delegates who do not speak the main language used at the consultation comprehensive translation services should be provided.  These are expensive but are crucial for meaningful participation. Professional translators who can perform simultaneous translation should be used during the consultation (Guardians could take on translation tasks during any preparatory meetings)  Training should be provided for translators (half day) to learn participatory translation techniques.

In addition translation of all key documents for the consultation should be factored into the budget – particularly key documents such as preparatory materials, the agenda and any outcome documents. NFAs may be able to take on some of the translation costs for preparatory materials.  If Under 18s are making any recommendations (in preparatory meetings), translation of these documents should also be factored into the budget.
	· Translators (for ( number of languages)

· training for translators 

· translation of all key documents 

	Participants’ expenses

Each U18 Delegate will need to be accompanied by a suitable adult (one adult per two U18 Delegates is recommended).  The expenses for U18 Delegates and their accompanying adults (Guardians) will need to be included in the budget (see below).  

Travel: travel expenses for all delegates will need to be covered.  Include all travel costs from door-to-door. For international consultations include airport tax and visa/passport costs (some children may need to obtain a passport to travel – which may require internal travel to a passport office etc.).  

Insurance, both for travel and medical insurance (during the participants stay) needs to be factored.

Accommodation: depending on the mix of participants different factors will affect the kind of accommodation needed. Dormitory accommodation is not recommended, rooms sleeping 1 – 4 people might be more appropriate.  It may be sensible to organise the consultation in the same place as the accommodation to cut transportation costs and logistical problems. 
	· air ticket

· internal travel (bus /taxi/train/boat etc.)

· passport/visa

· travel insurance

· medical insurance

· accommodation 

	Admin costs

Transportation of delegates from accommodation to consultation may be necessary depending on the meeting. 

Meeting room specifications should include a space that has a larger conference room with a number of annex rooms (for workshops), including one that can be used just by U18 delegates.

Costs for the Under 18 Delegate room should include rent of equipment (computers/printers).

Taking out public liability insurance might be necessary for hotel/meeting room as well as separate insurance for any transportation of delegates.

Costs for snacks/lunch/equipment should be included.

Include admin costs for the Co-ordinator and volunteers (telephone / fax / photocopying ) as well as conference documentation (conference pack/bag/banner etc). It may be best to work out these figures per delegate.

Costs for extra-curricular activities, such as a field trip or end of consultation party for U18 Delegates should be calculated per delegate.
	· transportation from hotel – meeting

· insurance costs

· meeting room (with annex rooms)

· snacks/lunch

· equipment

· Co-ordinator’s admin (tel/fax)

· conference documentation

· extra-curricular activities

	Determining the length of the consultation 

A children’s forum may need to be organised before the consultation for 1-3 days depending on the length of the consultation.  This forum would be used to prepare delegates for the main consultation and would need to include many of the costs of the main consultation (see above)

If U18 delegates are attending a children’s forum and a consultation it may be appropriate to include a ‘day off’ in between where social activities or a field visit are planned that help U18 Delegates get to know each other better. 
	· children’s forum

· for X days

· field trip 

· social activities

· transportation

· Guardians attend

· food

	Costs for ‘national focal agencies’

In the budget for the UN study it was assumed that ‘national focal agencies’ (those supporting U18 delegates at the national level) would take on some of the costs for activities at the national level.  Therefore these costs were NOT included in the budget, however, these costs (as follows) still need covering in some way for participation of children to take place:

Translation of key documents (any information that U18 Delegates or their parents/carers need to read: briefing & concept papers/application and consent forms, participation agreements, rules of behaviour etc).

Travel & personnel costs for briefing of U18 Delegates, parents/carers before the consultation (to ensure they understand the impact of giving their consent) and de-briefing after (to explain any follow-up).  Also costs for briefing Guardian. Costs for obtaining visas/passports/travel documents for U18 Delegates and/or Guardian (which may require U18 Delegates/Guardian to travel to a major town or even stay overnight).   Travel and medical insurance for Guardian. Communication costs (tel/fax/email/post) for communicating with consultation hosts, Guardians, U18 Delegates and their parents/carers or others. Follow-up costs (involving U18 delegates in any follow-up meetings, translation of follow-up reports/communication with hosts of consultation etc.). 
Salaries or per diems for any time spent working at national level with U18 Delegates and their Guardians (if they are not already employed by a national NGO) may need to be factored into a budget. In addition, salary costs for the Guardian whilst they are at the consultation may also need to be included.
	· translation of documents

· travel costs for briefing/de-briefing

· insurance for Guardian

· visa/passport costs

· communication

· follow-up

· per diems/salary costs

	Follow-up

It is difficult to determine follow-up costs at initial planning stages for a consultation but provision should be made in the budget for production of a follow-up report and/or a lessons learned report (on the participative process).  These documents may need translating, designing, printing and distributing to U18 Delegates, National Focal Agencies, funding bodies and other stakeholders.  A follow-up event may be organised or there may be an event already planned that can be used as an opportunity to implement follow-up activities.  Communication costs between host and U18 Delegates or National Focal Agencies may need to be covered to ensure adequate follow-up.
	· follow-up report

· lessons learned report

· translation

· production (design & print)

· distribution

· follow-up event

· communication

	Contingency

As there are many unforeseen costs when bringing children together for a meeting (items being stolen/accidents/extra admin costs or translation the list is endless!) a relatively high ‘contingency’ cost should be factored in as a percentage of the total costs but it should be no more than 20%.
	· contingency


SECTION TWO: PREPARATORY MATERIALS

· CHILD PROTECTION POLICY

· HOW TO PRODUCE CHILDREN-FRIENDLY MATERIALS

· GUIDELINES FOR SUBMITTING RECOMMENDATIONS FROM CHILDREN

· UNDER 18 DELEGATE PARTICIPATION AGREEMENT

· GUARDIAN PARTICIPATION AGREEMENT

5. Child Protection Policy

States Parties shall protect the child from all forms of physical or mental violence, injury or abuse, neglect, maltreatment or exploitation, including sexual abuse. (UN Convention on the Rights of the Child (1989), Article 19)

Introduction 
Members of the East Asia Pacific Regional Steering Committee for the UN Study on Violence Against Children
 (Steering Committee) have a common commitment to the prevention of child abuse and the protection of children. The abuse and exploitation of children happens in all countries and societies across the world.

This policy sets out common values, principles, and beliefs and describes the steps that will be taken in meeting the Steering Committee’s commitment to protect children. 

It applies particularly to how we protect children from abuse at the East Asia Pacific Regional Consultation for the UN Study on Violence Against Children (June 2005).
In this document “children” refers to anyone under the age of 18. 

OUR COMMITMENT TO PROTECT CHILDREN 

1. Our values, principles and beliefs 

· All child abuse involves the abuse of children's rights. 

· All children have equal rights to protection from abuse and exploitation.

· The situation of all children must be improved through promotion of their rights as set out in the UN Convention on the Rights of the Child and other human rights instruments. This includes the right to freedom from abuse and exploitation. 

· Child abuse is never acceptable 

· We have a commitment to protecting children with or for whom we work

· Partner agencies involved in the consultation (National Focal Agencies) are asked to use the child protection policy in preparatory and follow-up activities for the consultation.  

2. What we will do 

We will meet our commitment to protect children from abuse through the following means: 

Awareness:  we will ensure that all delegates to the consultation, staff and partners (including governments, non-governmental organisations (NGOs) and other delegates, translators, facilitators, guardians, national focal agencies, volunteers, admin staff) are aware of the problem of child abuse and the risks to children.

Prevention: we will ensure, through awareness and good practice, that delegates to the consultation and others minimise the risks to children. 
Reporting: we will ensure that all consultation delegates and others are clear on what steps to take where concerns arise regarding the safety of children. 
Responding: we will ensure that action is taken to support and protect children where concerns arise regarding possible abuse.

In order that the above standards of reporting and responding are met, Members of the Steering Committee will also ensure that they: 

· take seriously any concerns raised 

· take positive steps to ensure the protection of children who are the subject of any concerns 

· support children, delegates or other adults who raise concerns or who are the subject of concerns 

· act appropriately and effectively in instigating or co-operating with any subsequent process of investigation 

· are guided through the child protection process by the principle of 'best interests of the child' 

· listen to and take seriously the views and wishes of children 

· work in partnership with parents/carers and/or other professionals to ensure the protection of children. 

3. How we will ensure our commitments above are met

· All delegates at the Regional Consultation and all supporting staff (volunteer, locally appointed and internationally appointed) will be asked to abide by the Rules of Behaviour

· All National Focal Agencies accept the Child Protection Policy

· All delegates and staff will have access to a copy of the Child Protection Policy

· Recruitment procedures for key  support staff at the consultation and all Guardians will include checks on suitability for working with children

· Sensitisation briefing for all delegates and briefing for all staff will include child protection issues

· All delegates and staff will have contact details and be briefed on the role of the Child Protection Focal Person at the consultation.  Any child protection concerns and complaints should be reported to the Child Protection Focal Person who will handle them in strictest confidence. 

· Systems will be established to investigate possible abuse once reported and to deal with it. In Thailand this will include activating statutory procedures. 
Rules of Behaviour 

All delegates and staff at the regional consultation must sign up to and abide by these Rules of Behaviour.

Delegates (including child delegates), staff and others must never: 

· hit or otherwise physically assault or physically abuse children 

· develop physical/sexual relationships with children 

· develop relationships with children which could in any way be deemed exploitative or abusive 

· act in ways that may be abusive or may place a child at risk of abuse 

· use language, make suggestions or offer advice which is inappropriate, offensive or abusive 

· behave physically in a manner which is inappropriate or sexually provocative 

· have a child/children with whom they are working to stay overnight at their home unsupervised

· sleep in the same room or bed as a child (if this has not been agreed by their Guardian)*

· do things for children of an intimate nature that they can do for themselves 

· permit or participate in, behaviour of children which is illegal, unsafe or abusive 

· act in ways intended to shame, humiliate, belittle or degrade children, or otherwise perpetrate any form of emotional abuse 

· discriminate against, show differential treatment, or favour particular children to the exclusion of others. 

This is not an exhaustive or exclusive list. The principle is that delegates and staff should avoid actions or behaviour that may constitute poor practice or potentially abusive behaviour.

*Adults are not permitted to sleep in the same room or bed as children.  However, with the permission of both Guardians, Under 18 Delegates may share rooms with other Under 18 Delegates of the same sex. In addition, with written consent from the Under 18 Delegate, Guardians may share a room with the Under 18 Delegates (of the same sex) in their care.
SUPPORTING 

MATERIALS,

GUIDANCE

and

RESOURCES
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If you are concerned about the safety of a child, ie

 :

 

An allegation of abuse is made

 

You see or suspect abuse

 

A child discloses abuse

 

Discuss your concerns with the CHILD PROTECTION FOCAL PERSON

 

on duty at the consultation

 

If this is the person at the centre of your concerns, discuss with the 

next most appropriate person eg a member of the Steering Committee 

for the UN Study or National Focal Agency Representative

 

Discussions should focus on:

 

Nature of concerns

 

Risks 

to child/ren

 

Action/Next steps

 

Concerns should normally be reported in the same working day.

 

Ensure detailed written records are made of all events and what the child has said 

in their own words (where this applies).

 

 

The Child Protection Focal Pers

on will then 

 

Inform a designated member of the Steering Committee

 

Inform the National Focal Agency Representative for the child

 

 

Develop an action plan for progressing the concern

 

Where serious concerns exist and there is immediate risk to the chi

ld, 

 

 

ACT!

 

 

It is essential to avoid delay as inaction may place the child at further risk

 

HOW TO RAISE CONCERNS 

-

 A FRAMEWORK FOR ACTION

 


Sample Reporting Form 

	Part One:  About You

	Name

Your role at the EAP Regional Consultation on Violence Against Children 

Details of any other organisation involved

Your relationship to the child concerned



	Part Two: About the Child(ren)

	Name(s)

Male/female

Age

Hotel room number 

Name of Guardian

Name of National Focal Agency Representative



	Part Three: About Your Concern

	How did you come to have a concern: was abuse observed or suspected? 

Was an allegation made? Did a child disclose abuse?

Date, time and place of any incident(s)

Nature of concern/allegation

Observations made by you (e.g. child’s emotional state, any physical evidence)

Write down exactly what the child said and what you said: continue on a separate sheet if necessary.

Any other relevant information? (e.g. disability? language?)

Were other children involved or aware?

Have you reported to the Guardian for the child, parents or carers, National Focal Agency or any other Child Protection Personnel or Agencies?

Time and date of reporting

Person(s) to whom report was made

Advice given

Action taken

Signed 

Date




Regional Steering Committee Child Protection Policy - Implementation plan

Objective 1: Regional Steering Committee Child Protection Policy is adopted and implemented, Steering Committee Members, consultation staff, Guardians, National Focal Agencies and Under 18 Delegates are made fully aware of the policy, key personnel will be briefed on it.

	Action
	Timescale
	Success criteria/ output
	Responsibility/ resources

	1. Policy publicised, promoted and distributed
	April - June
	All National Focal Agencies (NFAs) and staff have a copy of the policy
	National Focal Agencies

External Consultant on Children’s Participation (CP)

	2. Rules of Behaviour signed by all Under 18 Delegates and Guardians (in Participation Agreements)
	April - June
	Copies of all Participation Agreements.
	Children’s Participation Co-ordinator

	3. Briefing given to staff on child protection for the consultation
	Induction of staff (May-June)
	Induction briefings held
	External Consultant on CP



	4. National Focal Agencies will be made aware of their obligations under the policy and supported to apply it
	April-June

(Training at NFA Meeting)
	NFA guidelines include the Child Protection Policy.

Workshop held at NFA Meeting

	External Consultant on CP

Facilitator (training)

	5. Children know of their right to be protected from abuse, and know where to go for help.
	March-June


	Under 18 Delegate briefing, Participation Agreement

Training session at Children’s Forum

	External Consultant on CP

Child Protection Focal Person (training)


Objective 2: Clear procedures and systems in place for child protection
	Action
	Timescale
	Success criteria/ output
	Responsibility/ resources

	1. A Child Protection Team is developed of designated people who have responsibility for child protection at the consultation
	May-June
	Clear TOR is developed. The names of the child protection team are on record.

Regular meetings of the child protection team are organised.


	Child Protection Focal Person 

	2. A step by step guide is produced on action to be taken if concerns exist regarding a child’s safety or welfare 
	April-June


	Child Protection Action Plan produced (for use by Child Protection Team)


	Child Protection Focal Person

Child Protection Team

	3. A procedure is developed for secure, confidential recording of incidents, concerns, referrals 
	May
	Procedures adopted and distributed.

Examples of recording forms. 
	Chid Protection Focal Person

Child Protection Team

	4. Policy and processes are reviewed. Staff and children’s views are taken in to account. 
	April (at NFA)

June (at consultation)
	Part of Evaluation Report

Training on Child Protection (at Children’s Forum)
	Child Protection Focal Person


Objective 3: Commitment to prevention of child abuse is demonstrated and delivered through appropriate systems

	Action
	Timescale
	Success criteria/ output
	Responsibility/ resources

	1. Recruitment procedures reflect Child Protection, Selection of Guardians reflect Child Protection
	Staff: from April

Guardians: from April
	Background checks are made on applicants for posts.

Background checks are made on all Guardians


	Staff: External Consultant on CP

Guardian: National Focal Agency

	2. Induction of staff includes Child Protection issues


	April-June
	Documentation of induction schedules
	Child Protection Focal Person
External Consultant on CP



	3. Guidelines on portrayal of children through media reflect Child Protection Policy
	March
	Media Guidelines 
	External Consultant on CP
Media Co-ordinator

	4. Monitoring and evaluation include child protection as an area of compliance
	January - July
	Monitoring and evaluation procedures/reports. 
	External Consultant on CP


[image: image2.wmf][image: image3.wmf]6. How To Produce Children Friendly Documents
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Children need to be able to access and understand information on topics relevant to them, whether they affect children specifically or all people, which includes them.

Creating written documents for this purpose involves a number of steps. The following guidelines outline what you should consider:

· Before you start writing;

· When you start writing;

· Once you have produced a first draft; 
· How to test the document.

Before you start writing…

Assuming that you have an original (adult) document to work from, decide on whether you want to produce a literal translation in a children friendly format - or, whether you want to produce children friendly summaries. 

· Children friendly literal translations are sometimes preferred when organisations feel children should have access to the same information as anyone else. 

· However, they tend to become very long documents.  Children friendly summaries of documents may be more appropriate depending on the context. 

· You may want to consider a combination depending on the sort of documents you are producing, particularly if they will then be translated into another language. 

· On the final document, state whether it is a summary or a literal translation.

Establish why the document is relevant to children and try to make sure that this is kept in mind throughout the process: WHY is this particular document being produced for children? And HOW can this be expressed?

Be clear about the age group you are targeting and state this on the document.  You may want to produce different versions for different age categories i.e. 12-15 year olds and 15-18 year olds.

Know your target group, it is important to find out about the children and young people who will eventually read the document you are trying to produce, it may be useful to find out:

· age-range: if possible find out whether children fit into categories of 3-5 years (i.e. aged 10-13,14-18 etc.)

· educational background

· language (will it be the same language as the document you are producing or will the document need to be translated)

· gender

· urban/rural background

· disability, particularly visual impairment 

Read a few children’s books for the age group you are writing for.  This should help you get into the thinking of the age group.  

When you start writing…

Start by asking ‘what do children need to know about the subject?’

· It is useful to look at the issue (or the document you are working from) with the eyes of a child

· Ask yourself what is relevant to children reading this and what would they want to know and expect to read about in the children friendly-document.

· For example, children may not need to know about complicated procedural issues if they are not involved in the procedures.

Produce a summary, if you are working from an original document it is worth producing a summary of the information that needs to be conveyed to children. 

· It is easy to lose sight of some of the information in the process of producing a children friendly version. 

· Once a children friendly version is available, the summary can be used to check that all information is covered.

Explain the document at the start (briefly), why it has been produced and how children might be able to use it.

Include a short outline of the document at the start – this helps the writer and reader know what material the document covers and how
Use simple language and try to keep the document as short as possible.

Use the present tense if possible and keep sentences short.

Write as though you are speaking to the child (don’t be afraid to use ‘you’)

Don’t use metaphors, some of them are not so obvious such as ‘voicing your views’ or ‘sign post’. 

Spell out any abbreviations and don’t use e.g. or etc.

Explain any jargon, any difficult words or concepts  

· Try using a highlighter to mark all words that might prove difficult for children to understand in the original document. 

· Don’t include jargon words that have little meaning for children even though they sound “easy”, for example “key actors”.

· To find alternatives for jargon words, use a mixture of sources, including websites aimed at children or children’s dictionaries.

To explain difficult words or concepts in the document:

· You could add boxes close to where the difficult word or concept is mentioned. 

· You could create a list of definitions or difficult words or concepts at the beginning or end of the document. This may children who are at different levels of understanding about certain concepts to read the document  Writing too many explanations in the document itself can be distracting and lead to a longer, less readable document.  

There may be things that shouldn't be 'translated', e.g. one or two key definitions.  These can be quoted directly and then explained.

Work in a team to resolve some of the problems in “translating” the original paper or concepts. Discussions are often useful to find simpler ways of putting things or to clarify definitions.

Provide links and list resources where children might be able to get additional information on the subject.
Use visual images to support the words.  Images should help to explain difficult concepts so should be relevant to the issue outlined (or you might end up confusing children with different messages in the visual images to those in the words).  You may want to specifically commission photographs, drawings, paintings, cartoons or use graphics.  

The image below is an example of a confusing image.  It does not support the point that the paragraph close by is trying to make (how to use visual images).  A better image to support the paragraph would be, for example, a picture of a child drawing (rather than skateboarding).


Use photographs carefully.  Be sure that any people pictured in photographs have given their consent for the photo to be used.  

Photos should:

· show children adequately clothed and not in sexually suggestive poses

· respect children’s dignity, not highlighting them as victims 

· be culturally appropriate, show children from the region 

If the children depicted are victims of violence (and not actors) even more care needs to be used to hide the real identity of the children:

· use false names for any children shown (state that these are false names)

· do not identify their precise location - general geography only

· use images of children that are in profile, or darkened, from the back, or obscure part of the face if it is a full-faced shot (for example, a thick dark line or dappling across the eyes)

Text should look ‘interesting’, some simple graphic tricks have been used in this document.

· Use a font size which is at least 12 points, ‘sans serif’ fonts are generally seen as more children-friendly because they are clearer to read.

· Break up long sentences or paragraphs with bullet points or numbering

· Break up large blocks of text, use headings and sub headings, boxes and illustrations.

· Highlight key words – use bold, a different colour, italics or a different font.

· Try not to use too many graphic tricks, for instance, a maximum of 3 different fonts or text colours (except in colour illustrations).

· You may want to have the document professionally designed – if so give the designer a clear brief of what you want, including information on the target group of children who will be reading the document.

Once you have produced a first draft…
Pilot the document with children

As this can be quite a daunting prospect the following
 gives guidelines on developing pilots and cost effective testing.

Written and visual messages should be tested (piloted) before you use them with your audiences, so that any mistakes can be corrected and you can be sure that people will understand the message. 

· Test your written and visual messages and materials first on your colleagues, or members of your family of the correct age and gender;

· Make adjustments;

· Recruit a number of individuals in the audience you are trying to reach with this message. You will have already made some contact with this group through researching your audience, go back to some of the more friendly and easy to reach contacts. Use as many as you can and try to develop a regular ‘piloting group’;

· Test your written and visual messages on these individuals;

· Make adjustments;

· If necessary test again to make sure;

· Remember that this is your ‘piloting group’. You can use them to test messages again in the future, but they should not be included in the audience that you monitor with your indicators.

· Let members of the piloting group understand that this is important to your work, and make sure that they feel valued. This should include payment of any expenses for taking part in the piloting, refreshments and maybe a small fee.

How to test the document

Depending on the audience and your access to them, you can work with the piloting group as individuals or in a group.

How you present the message will depend on the channel you will use (written or oral) and the audience (level of literacy). 

· Visual materials (photographs, drawings, posters)

Test visual materials first, to test what the audience ‘sees’. 

· Use several different drawings or photographs of the picture you wish to use.
· Number the pictures beforehand.

· Show the pictures without comment and ask ‘What do you see in this drawing (or photograph)?’ 

· You can also ask questions such as ‘Do you like this picture?’ ‘How does it make you feel?’ 

· Note the response to each picture (it helps to have a colleague do the recording).

Select a picture to use after considering all the responses. If the first set of pictures all received negative responses, put them aside (you might be able to use them with a different audience, so don’t throw them away) and start again.

· Written materials or other use of words.

Written messages may accompany a visual image, in a poster for example. You can pilot both separately and together.

Start by asking a main question: Do you understand this? 

Then ask a number of ‘probe’ questions to check:

If they do not understand, find out why. Are the words too complicated? What words would they use to talk about this topic?

Do you agree/disagree?

Why do you agree/disagree?

How does this make you feel?

Does it make you want to do anything? If so what?

As with the visual materials you might want to test several different ways of saying the same thing. You could write each message on a ‘flash card’ and show each one in turn, asking for reactions. Or get people to rank the whole set in the order they prefer.

Thanks to:  Suki Dixon, Judith Ennew , Clare Feinstein, Alana Kapell, Liz Kwast, Sophie Laws, Dominque Pierre Plateau, Casper Trimmer
7. Guidelines for submitting recommendations from children to the EAP Regional Consultation on Violence Against Children 

These guidelines are for use by agencies in the East Asia Pacific Region interested in submitting views from children (under 18 years old) to the East Asia Pacific Regional Consultation for the UN Study on Violence Against Children.

These guidelines have been developed by the East Asia Pacific Regional Steering Committee for the UN Study on Violence Against Children. 

Data from all submissions will be collated and a discussion paper produced.  This discussion paper will be analysed at the Children’s Forum by Under 18 Delegates to the Regional Consultation and will form the basis of a list of priority issues and recommendations from Under 18 Delegates to the EAP Regional Consultation.  This list will be a tool for Under 18 Delegates to use at the Regional Consultation in their discussions in working groups and plenary.

Please use the following guidelines to make a submission from children in your country to the EAP Regional Consultation on Violence Against Children.

Consultation with children can be through focus group discussions, meetings or conferences at local, provincial or national level.

	Name of Country: 



	Please state the approximate number of children that were consulted or discussed the information submitted in this form. And other relevant background information such as boy/girl ratio, age, school going or other, urban/rural etc

	


	What are the three main issues on violence against children that children think need addressing in their country?

	1.
	

	2.
	

	3.
	


	Children’s recommendations for action from…

	Themes of Violence:
	UNITED NATIONS
	GOVERNMENT

(NATIONAL / LOCAL AUTHORITY)
	NON GOVERNMENT ORGANISATIONS
	CHILDREN AND YOUTH ORGANISATIONS

	home and the family


	
	
	
	

	school


	
	
	
	

	children in conflict with the law


	
	
	
	

	against institutionalised children


	
	
	
	

	work situations


	
	
	
	

	street / community


	
	
	
	

	cyberspace & media


	
	
	
	


Please submit this form to the External Consultant on Children’s Participation by [insert DEADLINE]
SECTION THREE: SELECTION

· GUIDELINES FOR SELECTING UNDER 18 DELEGATES

· GUIDELINES FOR SELECTING GUARDIANS
· SAFEGUARDING CHECK FORM

8. Guidelines for Selecting Under 18 Delegates
There are places for two children from each country to attend the East Asia and Pacific Regional Consultation on the UN Study on Violence Against Children (Regional Consultation).  

The Regional Consultation will be held in Bangkok from 14-16 June 2005, a two day Children’s Forum will be held immediately before the Consultation (11-12 June) in order to prepare children for meaningful participation in the event, and in between (13 June) there will be one day of free time when Under 18 Delegates can get to know each other better.  

The following guidelines should help you to select two children and if possible one child who could act as a reserve if an original participant became unable to attend. 

The process of selection will vary from country to country and the organisers do not wish to prescribe a particular format.  The process should, however, be fair and transparent.  Wherever possible, children should themselves select from among their peers those who will represent them in participatory initiatives (see below for examples).  It is recognised that this may not be possible in some countries.
Essential Criteria

1. Life Experience: All Under 18 Delegates must have: 

· experience of work in or with organisations for which violence against children is a concern and/or

· experience of community or school activities which lead them to have information about or interest in the issue of violence against children.

This might be through community activity, campaigning or advocacy, involvement in support groups, schools etc. 

2. Age: All Under 18 Delegates must be under the age of 18 while the conference is in process.  

Other factors for selecting children

Guardians:  No Under 18 Delegate will be accepted who is not accompanied by an adult who meets the criteria for selection in the Guidelines for Selecting Guardians.  Under 18 Delegates must be involved in the choice of Guardian.

Language:  Although the official language will be English, Under 18 Delegates will not be expected to speak English.  During the consultation activities all Under 18 Delegates will be provided with translation for their ‘main’ language/mother tongue.  Their Guardians will be expected to provide translation for Under 18 Delegates during the rest of the time (travel to and from the consultation, mornings, evenings, excursions)

Advocacy: Under 18 Delegates will be expected to take on advocacy work at the Regional Consultation and when they return home.  Experience or an interest in advocacy work would therefore be an advantage.
Representation: Under 18 Delegates are not expected to represent all children from their country but should be aware of their views on violence (be mandated by them).  This briefing process on the issue of violence against children can take place after selection and should be facilitated by National Focal Agencies.

Equal Opportunity: Many groups of children tend to get excluded from attending international consultations.  Children from the following backgrounds are therefore encouraged to put themselves forward: girls, children from rural areas, children with disabilities, gay and lesbian children, children from ethnic minority groups, working children, children from a variety of ‘classes’ or castes.
Gender: Where possible it would be preferable that a boy and a girl be selected.  It is, however, recognised that this may cause difficulties for some countries so single sex delegations will be accepted if necessary. 

Medical Issues: There will be an experienced medical professional at the consultation at all times. Under 18 Delegates with well controlled chronic conditions are very welcome.  Please ensure that any medical care issues are clearly outlined in the Medical Form and the organisers will try to meet them. All Under 18 Delegates will have full medical insurance.

Disability: Children with a physical disability are welcome as participants but impaired mobility may restrict the activities available to them.  Please ensure that any disability needs are clearly outlined in the Under 18 Delegate Application Form and organisers will try to meet them.
Religion:  Children of all faiths are welcome, any particular requirements for Under 18 Delegates (e.g. dietary needs, space for prayer) will try to be met.

Reserve Delegates:  It is suggested that NFAs develop a clear role for reserve delegates, focusing on support reserve delegates can give on any advocacy work at the national level on violence against children (particularly in follow-up activities from the Regional Consultation).  Also that a clear deadline is given to reserve delegates so that they will know whether they are attending the Regional Consultation or not.

Examples of a fair and transparent process:   

1. From the National Consultation on the Children’s World Congress on Child Labor, The Philippines, September 2003

The organisers of the National Consultation took utmost care to ensure that the participants for the Consultation represented a broad spectrum of children working under exploitative and deplorable conditions.  This was done to guarantee that the output of the Consultation would cover the concerns of most, if not all, of the children requiring immediate intervention from governments and the international community.

The main organisers drew on the established network of child labourers established to facilitate the process of selecting participants.  Each organisation within the network was asked to identify their delegates to the National Consultation. The organisations were also tasked to orient and prepare the children for their participation.  This was done by first sharing the information on the World Congress, purpose, objectives, children’s participation and the selection process. Then the children were asked to nominate or vote (by raising hands or by writing names or scores) to select children most suitable to attend the National Consultation. The criteria for the national consultation were:

· Certain age criteria 

· Who understand the issue well (depending on the focus of the organisation for example Child Domestic Workers, Street Children etc.)

· Who is a good advocate

After the national consultation, the children selected the participants again by voting. This time in the criteria for selection, rather than understanding the issue (since they was already a criteria at the local level) the most important criteria was someone who can carry the ideas of all the children being represented and speak on the situation of child labour in the Philippines on the whole.  The children were given sheets to write down names with scores (from 1-8 since 8 children needed to be selected with 8 being the highest etc.) Later the names and numbers were added to come up with the final list of children attending the congress.

2. From the National Children’s Forum on Violence Against Children, Cambodia, 8-9 March 2005
Children were invited from 15 different regions of Cambodia.  During the forum the issue of violence against children was discussed with participants. By the end of the forum selection criteria were produced, all the children sat in a circle and discussed the purpose and duty of what selected children would do at the Regional Consultation.  Children were asked for suitable criteria and then voted for one boy and one girl.

9. Guidelines for Selecting Guardians

National Focal Agencies will be responsible for organising the selection of ONE Guardian who will be responsible for TWO Under 18 Delegates from their country.

Please use the following guidelines in the selection process.

It is suggested that the Guardian Participation Agreement and these guidelines are circulated to potential candidates in order that they are aware of the role and responsibilities they might take on.

Essential Criteria

1. All Under 18 Delegates must be accompanied by an adult with whom they have a positive relationship.  

2. Guardians must be aged over 25 years old, except in exceptional circumstances. If the proposed Guardian is under 25 years this must be discussed with the National Focal Agency and the Children’s Participation Co-ordinator (based in Bangkok) should be informed. 

3. Guardians must have at least 3 years experience of working directly with children and should preferably have knowledge of participative techniques.
4. Due to the special vulnerability of girls, all girl delegates must be accompanied by a female Guardian.
5. Guardians must be able to speak the main language of the children they are accompanying as well as English. Guardians will be expected to translate for the children under their care during all times outside the consultation sessions (i.e. during travel, in the evenings and mornings before the consultation begins and on any excursions).  Translation for Under 18 Delegates during the consultation sessions will be provided by the hosts of the consultation. To demonstrate translation competence it is expected that the Guardian translate the application form (including personal statement) for both Under 18 Delegates they will be accompanying.
6. As the role of Guardian is multi-faceted Guardians should be positive thinkers, flexible, have a mature attitude and be open-minded.
Preferential Criteria

· Knowledge of the issue of violence against children
· Experience of attending international meetings
Selection Process

Each Under 18 Delegate and their parent/carer should be given an opportunity to participate in the selection of their Guardian and should be briefed on the role and responsibilities of the Guardian.

Potential Guardians should be asked to complete the Guardian Application Form.

National Focal Agencies will be required to make checks on Guardians.  Either criminal record checks with police (where possible) or ‘safeguarding’ checks with the current or previous employer of the Guardian.  National Focal Agencies are responsible for informing the Children’s Participation Co-ordinator that satisfactory checks have been made.  No Guardian will be accepted without a criminal record or safeguarding check being made.

Once Guardians are selected:

· National Focal Agencies will need to ensure Guardians are properly briefed on their role and responsibilities (as outlined in the Guardian Participation Agreement).

· Guardians must complete and return to the Children’s Participation Co-ordinator the following:

· relevant section of the Consent Form

· Guardian Application Form 

· Guardians must agree to abide by the Child Protection Policy in place for the Regional Consultation (in the Guardian Participation Agreement).

· At least one meeting should be arranged in order that Guardians meet the Under 18 Delegates in their care before they leave for the Regional Consultation to discuss what will happen at the Consultation.

At the Children’s Forum and Regional Consultation

· Guardians will receive detailed briefing on child protection guidelines on arrival in Bangkok.

· Guardians will be expected to participate in the Children’s Forum and Regional Consultation as OBSERVERS, acting as a support to Under 18 Delegates, explaining difficult concepts or political issues that arise during the course of discussions. 

· Guardians will be expected to attend daily de-briefing meetings with the Child Protection Focal Person and External Consultant on Children’s Participation and to liaise regularly with the Child Protection Team.

10. Safeguarding Check Form 

C O N F I D E N T I A L

1. Name of referee:………………………………………………………………….

2. Title of referee:…………………………………………………………………….

3. Organisation:………………………………………………………………………

4. As an employer you are being contacted regarding the suitability of: 

……………………………………………………………………………………………………………  to take on the role of Guardian for two children who will attend a Children’s Forum (11-12 June 2005) and the Regional Consultation for the UN Study on Violence Against Children (14-16 June 2005) in Bangkok, Thailand.

5. As a National Focal Agency for the Regional Consultation we (name of NFA)

…………………………………………………………………………….  are helping to organise the participation of children in the Regional Consultation including the appointment of a Guardian who will accompany the two children from this country to the consultation.

Guardians have responsibility for the safety and welfare of the children in their care for the period of the consultation.  They will have unsupervised contact with these children over a period of seven days.

As an organisation that is committed to the welfare of children, we need to know if you have any information or knowledge of this candidate that would cause us any concerns in relation to the protection of children from abuse or harm.

This information will be treated as strictly confidential.

Please make your comments in the box below and return this form to: (address of NFA)

6
.………………………………………………………………………………………………………………..

………………………………………………………………………………………………………………...

…………………………………………………………………………………………………………………

Comments

	


Signed……………………………………………………………………………………       Date……………………….

Notes for NFAs making safeguarding checks

Please fill parts 1-6 of the form (the name, title and name of organisation for the referee, the name of the candidate for ‘Guardian’ and your address)

Please send the attached form (page 1) to the current or previous employer for the candidate using the contact details as completed in part 2 of the Guardian Application Form.

When you receive the returned form from the referee please contact them directly to make sure that they are the correct person, that they have indeed supplied the reference and check with them again about the candidate’s suitability to work with children, using a question such as the following:

Do you have any information or knowledge of this candidate that would cause us any concerns in relation to the protection of children from abuse or harm that you would not want to put in writing?
Once you have received a satisfactory safeguarding check please tick the appropriate box on the NFA Checklist and send it to the Children’s Participation Co-ordinator as recommended on the NFA Checklist.

You do not need to send the safeguarding check forms to anyone but please treat the completed forms as confidential and keep proof of the checks for one year after the consultation.

If you receive any information that causes you concern please make a note of the concern in as much detail as possible, including how you became aware of the information (you should tell referees that you may need to come back to them to discuss further).  It is expected that NFAs make the final decision on whether a candidate for the role of Guardian is suitable, however, if you would like the advice of the Child Protection Focal Person please contact her directly. 

SECTION FOUR: APPLICATION FORMS

· UNDER 18 DELEGATE APPLICATION FORM

· GUARDIAN APPLICATION FORM

· CONSENT FORM

· MEDICAL HISTORY FORM
· TRAVEL REGISTRATION FORM
11. Under 18 Delegate Application Form
1. Administrative details

	Your Name: 

Your home address:

Country: 

Telephone:

Religion: 

Passport/Identification No: 

E-mail:

	Date of Birth: day:              month:                  year:

	Gender:                 Female:                                Male:                

	Mother tongue/language: 

Which is the language you are most comfortable speaking?

Do you speak English? (please  circle)

Not  /  a bit  /  reasonable  /   good  /   very good 

Special needs (dietary requirements): 

Special arrangements : 

(for persons with a disability)

Are there any special considerations for your bedroom? Please explain: 

Please tick if you would you like to share your bedroom with:

( Another Under 18 Delegate 

( Your Guardian

Please note that all bedrooms will be single sex.



	Medical Issues: Please fill in the Medical History Form (which is confidential) and send to the Child Protection Focal Person.
Insurance: Full medical and travel insurance should have been organised for you. 
Name of Insurance Company

Insurance Policy Number




2. Application Process

	Please detail your experience of: 

· work in or with organisations for which violence against children is a concern and/or

· community or school activities which lead them to have information about or interest in the issue of violence against children. (e.g. community activity, campaigning or advocacy, involvement in support groups, schools etc.) 

Please tell us which issues you would most like to be involved in at the Regional Consultation by adding 1, 2, 3 etc. in the relevant box

(   Violence in the home and the family

(  Violence in the school

(  Children in conflict with the law

(  Violence against institutionalised children 

(   Violence in work situations

(   Violence in the street/community

(   Violence in the cyberspace 

How did you hear about this consultation? 

 (please explain)


	How were you selected for the Regional Consultation? Please explain:

Have you ever attended another international conference before? 


Yes:                          No: 

If yes, please specify where and what the event was about:

I attended: 

The event was about: 




3.  Your Guardian

	A Guardian will be coming with you to the Regional Consultation who will keep you safe and well. 

Please answer the following questions: 

What is the name of your Guardian: 

Have you already met your Guardian? 

Were you asked if you agree to the choice of Guardian?  YES / NO
Have you read the Under 18 Delegate Participation Agreement: (please tick)


YES, I have read and understood the 

participation agreement.

NO, I haven't read the participation 

Agreement. 

Note: If you have not read the participation agreement yet, please ask your Guardian for a copy. 


4. Checklist and signature of agreement

	Please answer the following by ticking the boxes: 



	
Have you completed all of this application form? 

 Have you signed and put the date on this application

form?


Have you completed the Medical History Form?



	Signature of Under 18 Delegate:  

_________________________________________      

Date: _________________  




12. Guardian Application Form
1. Administrative Details

	Your Name (of Guardian):

Your home address: 

Country: 

Religious background: 

Passport No: 

Telephone:

Fax:

E-mail: 



	Date of Birth: day:              month:                  year:



	Gender:                 Female:   (    Male:    (             



	Insurance:

Full travel and medical insurance has been organised for the time I'm travelling to and staying in Bangkok:   ( (please tick)

Name of agency that organised insurance:


	2. Your Employment Details



	Name of your employing agency: 

Work Address:

Country: 

Your Job title:

Name of (line) manager (reference):

Job Title: 

Address:

Telephone:

E-mail:

Fax:

Do you have a minimum of 3 years experience of direct work with childen?  Please detail:




	3. Under 18 Delegates

Please complete details of each Under 18 delegate travelling with you.



	I am the Guardian for:  Under 18 delegate 1

Name of child: 

Has this child completed an application form?  YES   /    NO

(If not, please assist the child to do so)



	Please describe your relationship to this child and how long you have known this child: 



	

	Please give any other information that you feel is relevant, with regards to your relationship to this child. 

If the child has a disability, please specify on their application form.

I am the Guardian for:  Under 18 delegate 2

Name of child: 

Has this child delegate completed an application form?  YES   /    NO

(If not, please assist the child to do so)




	

	

	

	Please give any other information that you feel is relevant, with regards you relationship to this child. 

If the child has a disability, please specify on their application form.


4. Application Details

	Translation 

Which languages do your Under 18 delegates speak?

Under 18 Delegate 1:

Under 18 Delegate 2:

You will be responsible for translating for your Under 18 Delegates during their time outside the consultation, which languages do you speak fluently?

1.

2.

3.

4.

All Under 18 Delegates will be provided with translation during the consultation activities, please specify the languages needed for your Under 18 Delegates:

1.

2.

Do you have any special needs:___________________________ 

Dietary requirements: __________________________________

Disability issues: ______________________________________

Special considerations for your bedroom:____________________,

____________________________________________________,

Medication:

If you are taking any prescribed medication, please give details below.



	Have you ever participated in another international conference before? 

Yes/No  (please circle) 
If yes, please specify where and what the event was about below:

I attended: 

The event was about: 



	


5. Signature of Agreement 

	Name (in full)______________________________________________,

Signature: ____________________________, Date: ________________, 

   


6. Application Checklist for National Focal Agencies

	Please check the following requirements and submit the following forms.

Please tick the relevant boxes:
( The Guardian Application Form is completed, signed and enclosed 

( Both Under 18 Delegates’ application forms are completed, 

       signed and enclosed
( The Consent Form is signed by all parties and enclosed
( A satisfactory Safeguarding Check has been made on the Guardian



Please note that children will not be able to participate in the Regional Consultation if the above steps have not been taken.

DEADLINE FOR APPLICATION FORMS [insert deadline of 6 weeks before event]

13. Consent Form 

1. Consent Form for Under 18 Delegates

You have been invited to attend a preparatory Children’s Forum (11-12 June 2005) and the Regional Consultation (14-16 June 2005) as an Under 18 Delegate.

What you will be expected to do as an Under 18 Delegate and what other people will do should be explained to you before you agree to go to the Regional Consultation.…this is called informed consent.  When you have been chosen as an Under 18 Delegate you will be asked to sign THIS consent form.  Signing this form means that you agree to go to the consultation and that you know what to expect at the Regional Consultation.  

If you have a big problem whilst you are away from home, for example you are ill, have an accident or miss your plane, there will be money available to sort out the problem so that you can get the medicine you need, go to hospital or catch another flight. This is called insurance and will be organised for you before you leave home. 

Your parents or guardians have also been asked to sign this consent form to show that they agree with all this too.   

I (name)__________________________________________,

have talked about the Regional Consultation to others and understand that  _____________________________________(name of Guardian) will come with me to the consultation and will keep me safe and well. 

Please tick the boxes if your answer is yes:

( Someone has asked me if I agree with the choice of Guardian for me.

(  Someone has talked to me about how my Guardian will look after me. 

( I will do what my Guardian asks me to do (as long as it is sensible) 

( I agree to go on this trip

( I understand that I am allowed to say if I don’t want to go on this trip

Signature of Under 18 Delegate_____________________________________,
If I have any problems about being with my Guardian I can contact 

_____________________________________________________________, (Name & Phone Number of NFA) 

If I become ill, have an accident or other emergency whilst I am away from home the Regional Steering Committee for the UN Study and my Guardian will help organise any medical treatment I might need. 

I will be given contact names, addresses and phone numbers of people I can contact in emergencies for each city I stay in.
2. Consent Form for Parent / Carer

Background: Every care has been taken to ensure that your child will be safe during their travel to and stay in Bangkok for the East Asia Pacific Regional Consultation.  National Focal Agencies are responsible for arranging travel insurance for your child (to cover such things as your child missing their flight, losing baggage). UNICEF East Asia Pacific Regional Office (the hosting organisation) is responsible for arranging:

1. sickness and injury insurance for your child (to cover such things as your child needing medical treatment whilst in Bangkok)

2. public liability insurance (to cover such things as a fire at the conference centre)

3. insurance for any transportation in Bangkok (to cover such things as an accident in a bus your child was travelling in) 

Guardian:  An Adult Guardian will be accompanying your child to the consultation who has been appointed by the National Focal Agency in your country.  The Guardian will take responsibility for your child’s safety and welfare whilst they are away from home.

Please tick as appropriate:

( I/We, (names of parent(s)/carer(s):) ____________________ 

__,

__________________________________________________________      _,

give my/our consent for my/our son/daughter/ward 
(please circle).

(name of child): _____________________________________________, 

 to travel to Bangkok, to attend a preparatory Children’s Forum (11-12 June 2005) and the East Asia Pacific Regional Consultation on the UN Study on Violence Against Children (14-16 June 2005). 

( I/We appoint (name of Guardian)_________


 _________, to be responsible for my/our son/daughter/ward during this trip and authorise them to make decisions concerning any emergency medical treatment for my/our son/daughter/ward which may be required during this trip.  

( I/We affirm that I/we have full authority to give the consent provided for in this document.

Media: If your child decides to take part in media work at the Consultation, they will receive media training on how to do interviews and may appear in photographs, films, videotapes audiotapes, or other forms of recording at the Regional Consultation and in their home country.  
Please tick as appropriate:

(  I/we give my/our consent for our son/daughter/ward (please circle) to take part in media activities at the Regional Consultation
(  I/we DO NOT give my/our consent for our son/daughter/ward (please circle) to take part in media activities at the Regional Consultation
Contact address of Parent(s)/Carer(s): _____________________________,

________________________________________________________________,

________________________________________________________________,

Parent(s)/Carer(s) Signature(s): 

_________________________________________________________________,

_________________________________________________________________,
(Write signature clearly) 


Date: __________________________________________,

Please give your contact details below so that you may be contacted in the event of an emergency.  (Include international dialling codes)

Daytime Telephone Number ______________________________________,

Evening Telephone Number ______________________________________,

Please give the name and contact details of a second person, who may be contacted in the event of an emergency if we are unable to contact you.

Name of second contact ________________________________________,

Daytime Telephone Number _____________________________________,

Evening Telephone Number _____________________________________,

Address: ____________________________________________________,

____________________________________________________________,

____________________________________________________________,

3. Acknowledgement and Agreement by Guardian 

I, (please print full name) acknowledge and agree to all that is mentioned in this consent form: _______________________________________________________,

Signature: ___________________________________________________,

Date: ____________________________,

4. Acknowledgement and agreement by National Focal Agency

Name of National Focal Agency__________________________________,

Name of National Focal Agency Representative

____________________________________________,

I (please print full name) acknowledge and agree to all that is mentioned in this consent form:_______________________________________,
14. Medical History Form
Guardians for Under 18 Delegates are asked to fill in this form with Under 18 Delegates and submit the form to the Child Protection Focal Person, [insert name and contact details]. The information in this form will be kept confidential, only medical professionals and members of the Child Protection Team will be allowed access to it.

1. Name of Under 18 Delegate:

2. Country:

3. Allergies (e.g. to food, conditions, insect bites, medication): 

4. Blood type: 

5. Copies of prescriptions (medication and/or eyeglass): 

6. Record of previous surgeries and hospitalizations: 

7. Any existing conditions (e.g. asthma, epilepsy, disabilities, low blood pressure, prone to migraines/fainting/dizziness, depression/anxiety):

8. Regimen of existing counseling sessions/treatment:
15. Under 18 Delegate Travel Registration Form 

To: 
Children’s Participation Co-ordinator

Email:

Fax:
	1. Name of Country
	

	2. Name of Under 18 Delegate
	

	3. Passport of Under 18 Delegate
	Passport Number:
	

	4. Insurance for Under 18 Delegate
	Policy Name:
	

	
	Policy Number:
	

	5. Visa for Under 18 Delegate
	Number:
	

	6. Name of Guardian
	
	

	7. Passport of Guardian
	Passport Number:
	

	8. Official Contact for 
    Invitation (NFA)
	Address:
	

	
	Email:
	

	
	Fax:
	

	
	Tel:
	

	9.
	Arrival Information
	Departure Information

	
	From
	
	To
	

	
	Date
	
	Date
	

	
	Time
	
	Time
	

	
	Flight No
	
	Flight No
	

	
	
	

	10. Accommodation
	Check in:

	Check out:

	11. Room Type for Under 18 Delegate
	( Single Occupancy
	( Double Occupancy*

	*If double Occupancy Name of person sharing room (if known)
	

	12. Room Type for Guardian
	( Single Occupancy
	( Double Occupancy*

	*If double Occupancy Name of person sharing room (if known)
	
	

	To be returned by
	21 May 2005


SECTION FIVE: BRIEFING MATERIALS

· UNDER 18 DELEGATE PARTICIPTATION AGREEMENT

· GUARDIAN PARTICIPATION AGREEMENT

Please also refer to the briefing booklet ‘What’s this all about the UN Study on Violence against Children Regional Consultation East Asia Pacific’

16. Under 18 Delegate Participation Agreement
We would like to welcome you to the East Asia Pacific Regional Consultation for the UN Study on Violence Against Children. You and other Under 18 Delegates are coming together from around the region for this special event. We want everyone to enjoy this consultation, so we have created this Participation Agreement. 

The Participation Agreement is to make sure that everyone can take part, have fun, be safe and enjoy their visit to Bangkok.

What we would like:

· Your opinions, ideas and experiences

· To listen to and respect the opinions, ideas and experiences of others

· Respect for everyone and everyone’s property

· Acceptance of all cultures and beliefs whether similar or different

· Your participation

· Everyone to enjoy themselves

What you can expect:

· To have your opinions, ideas and experiences listened to and respected

· To be respected

· For your culture and beliefs to be accepted

· Support to take part

· To have a great time!

Hi,

Children from all over East Asia and the Pacific are coming to the regional consultation. Many of you live in very different countries, with different ideas about children and how they live their lives. When you are at the Regional Consultation we ask that you respect the guidelines in this agreement. These guidelines have been written for your safety.

We ask you

· To accept that other people at the consultation will have a different religion to you. Some of their beliefs may be different from your own. It is important that we accept our differences as they make us individuals. We will try to provide you with an appropriate place to practice your faith if you wish to do so.

· To come together to share ideas, opinions and experiences. Political differences can cause disagreement, please respect the right of each person to hold their own political ideas. 

· To accept there may be cultural differences between us, and to see the opportunity to learn about other cultures as a part of the event.

· To tell us if you have particular dietary requirements for religious, cultural or medical reasons.  We will try to cater for your needs as best as we can. 

· To respect other people at the consultation. Males and females may be viewed differently in other cultures. At this consultation males and females are viewed equally. They are due equal respect and opportunity. If you are unable to mix with the opposite sex or find it difficult for cultural or religious reasons, tell us.



Getting to know people

For most participants, the consultation will be in an unfamiliar place, with unfamiliar people, however we want you to enjoy your time in Bangkok. Please take an active part in the consultation, get to know other people, their cultures and build friendships. 

· We want everyone to feel safe and un-pressured in this environment, so we ask that there are no sexual relationships during the consultation.

· You will be allocated your bedroom on arrival, all bedrooms will be single sex and some of you will be sharing with other Under 18 Delegates. 

· Please tell us in your Under 18 Delegate Application Form if there are any cultural or religious factors that we should consider when arranging your bedroom.

· We ask you to respect bedrooms as private places, if you wish to meet with others we ask that you do so in communal rooms.

Getting on

We ask you to remember that what is considered acceptable in one country may not be acceptable in another.

· Please be sensitive to the feelings of others at all times, your behaviour or language may cause offence to someone from another culture. 

· Whilst nudity may be acceptable in some cultures, we ask that at all times all participants remain modestly covered, e.g. appropriate nightwear.

· Please be mindful that there may be cultural differences in dress. Whilst we are not asking you to dress in a particular way, we would ask you to be sensitive to the feelings of other in how you dress.
Your Guardian
Guardians will be with you the whole time you are away from home, to make sure you are safe and well, and to help you with any problems you have while you are travelling to Bangkok as well as during the Consultation. 
Laws in Thailand
Laws about alcohol and drugs are different in many countries, but while visiting Thailand we ask that you respect our rules.
· Recreational drugs are illegal in Thailand; therefore you cannot bring them into the country or use them. 
· If you are taking any medication, we will ask you to check it in, so that it can be locked away safely. You will be given your dosage at the correct time in the presence of the Guardian travelling with you. 
· In Thailand it is illegal to buy alcohol under the age of 18. Therefore you are not allowed to drink any alcohol while you are attending this consultation. 
· In Thailand, it is illegal to buy cigarettes under the age of 16; it is also illegal to sell cigarettes to anyone under the age of 16. For those who do smoke, smoking is not permitted in most areas of the building, however there are outside areas where you can smoke. 
Keeping safe and well at the Regional Consultation

All Under 18 Delegates are welcome at the Regional Consultation. They should feel safe and well at all times. But sometimes it may be difficult to feel at ease in a strange place, with children and adults who come from different countries and speak difference languages. As an Under 18 Delegate at the Regional Consultation you may need to remember how to make sure you always feel comfortable, respected and safe. 

Feeling comfortable

It is not correct for any Adult or Under 18 Delegates to:

· Hit you or hurt you in any way;

· Bully or tease you;
· Ignore what you say, including questions and requests;
· Insult you or make you feel stupid or embarrassed.
Being respected

No Adult or Under 18 Delegate should:

· Treat one child or a group of children better (or worse) than others - everyone should be treated equally;
· Refuse to believe what you say, or suggest that you are not telling the truth;
· Try to make you say things that you don’t want to say;

· Try to make you do things you don’t want to do;
· Force or persuade you to do things that you shouldn’t do, including activities that are: 

· Illegal (such as drinking alcohol or smoking);

· Unsafe (such as swimming in the hotel pool on your own);

· Harm anyone else (such as hitting or unkind teasing).
Keeping safe

No Adult or Under 18 Delegate should:

· Take you outside the Consultation or your hotel without your Guardian;
· Invite you to sleep in their hotel room, or to stay overnight at their house on your own;
· Sleep in your bed, or in your hotel room if this has not been agreed with your Guardian;
· Make you feel uncomfortable or embarrassed by treating you as if you are their boyfriend or girlfriend;
· Do things for you that are personal, which you can do yourself, such as dress you or wash you.

Getting help

If you feel uncomfortable, or that you are not respected or that you are not safe, you have a right to help from the Child Protection Focal Person. 

The Child Protection Focal Person or a member of the Child Protection Team will be available day and night at the Consultation. They will listen to anything you want to tell them and not tell anyone else about it, unless you give your permission.
They will try to make sure that the person you complained about changes their behaviour. If you are in real danger they may have to tell someone to help protect you, but they will talk to you about this first.
You can complain about something that has happened to you or about something that has happened to another Under 18 delegate.

Under 18 Delegate Participation Agreement

Statement of Agreement:

I have read, understood and agree to all points within the Under 18 Delegate Participation Agreement. I understand that if I do not keep to this agreement then I may not be able to take further part in the consultation. 

Signature 


_________________________________________________

Name (capitals)

_________________________________________________

Date




________________________

17. Guardian Participation Agreement

We would like to welcome you to the East Asia Pacific Regional Consultation for the UN Study on Violence Against Children. Adults and children are coming together from around the region for this special event. We want everyone to enjoy this consultation, so we have created this Participation Agreement. 

The Participation Agreement is to make sure that everyone can take part, have fun, be safe and enjoy their visit to Bangkok.
Your role as a Guardian

You have been selected to accompany two Under 18 Delegates to the regional consultation in May 2005.  This is a highly rewarding but multi-faceted role. Guardians have primary responsibility for the safety and welfare of the Under 18 Delegates in their care at all times.

These responsibilities start from the time when both Under 18 Delegates leave their parent/carers to travel and only ends when they are safely handed over to their parent/carer on their return.  The way in which Guardians take care of Under 18 Delegates should be appropriate to the their age and maturity.  

Responsibilities include:

1. Supporting the participants during travel to and from Bangkok, including transport to the airport, providing support at customs/immigration, check-in, boarding the plane, travel to your hotel, local travel in Bangkok for other meetings, excursions etc.

2. Ensuring Under 18 Delegates have emergency phone numbers (the embassy or consulate of their home country) on them at all times during travel.  Guardians should give orientation to the use of phones in Bangkok (and any transit country) to Under 18 Delegates who should also be given phone cards or adequate cash to ensure they have an independent means to call their embassy or consulate if they have a problem during travel.

3. Informing and explaining the role of Child Protection Focal Person at the consultation to Under 18 Delegates as well as how the formal complaint procedure for the consultation works.
4. Accompanying Under 18 Delegates to plenary and working group discussions during the Regional Consultation, acting as observers to these discussions and assisting Under 18 Delegates to understand the concepts and jargon being used in discussion but also any underlying politics influencing decision-making. However, in this role as ‘explainer’ it is very important that Guardians remain impartial and do not give their own opinions or try to influence the opinions of Under 18 Delegates.   
5. Being physically near the Under 18 Delegates and aware of their whereabouts at all times.

6. Being aware of Under 18 Delegates’ physical and emotional needs and assist in meeting those needs as appropriate or make every effort to meet those needs in consultation with the organisers and other participants.

7. Making sure that Under 18 Delegates are able to communicate with other groups of children through translators if needed.

8. Acting as a translator so that Under 18 Delegates have the opportunity to participate in discussions outside the meeting (in the mornings before the consultation, after the consultation and on any excursions). Translation will be provided for consultation sessions by the hosts for the consultation.

9. Administering medication to Under 18 Delegates when necessary.  If Under 18 Delegates in your care are taking any medication, Guardians are required to lock it away safely and to be present when the Under 18 Delegate takes the medicine to ensure the correct dosage is administered at the correct time. 
10. Liaising closely with the Child Protection Focal Person (the Guardian role falls under the remit of child protection at the Consultation) and attending daily de-briefing meetings with other Guardians and the Child Protection Focal Person to keep meeting organisers informed of any difficulties that Under 18 Delegates might be experiencing. 
11. Giving Under 18 Delegates any other physical and emotional support that they might need. The Guardian should keep copies of the Under 18 Consent Forms with them at all times (which include written permission from their parents/carers to act on their behalf for medical emergencies).
12. Supporting Under 18 Delegates to take the best possible advantage of the opportunities available.
Child Protection Policy

A key element in working to safeguard the welfare of all children is the promotion of their rights.  A Child Protection Policy has been developed for the Regional Consultation, Guardians are expected to adhere to and promote the Policy. Keeping in mind the Convention on the Rights of the Child, all Under 18 Delegates at the consultation have the right:

· To have their health, safety and well-being, and their best interests considered as the top priority.
· To have their welfare and development promoted and safeguarded so that they can achieve their full potential.

· To be valued, respected and understood within the context of their own culture, religion and ethnicity, and to have their needs identified and met within this context and within the context of their family wherever possible. 

· To be listened to and to have their views given careful consideration, and to be encouraged and helped to participate in decisions which affect them.

In order that these rights are respected, when Guardians are in contact with the Under 18 delegate or other children, they should:

· Always treat them with respect and recognize that children are individuals in their own right.

· View children in a positive manner, and value children as individuals who have specific needs and rights and a particular contribution to make.

· Work with children in a spirit of co-operation and partnership based on mutual trust and respect.

· Value children’s views and take them seriously.

· Work with children in ways that enhance their natural capacities and capabilities, and that develop their potential.

· Do their best to understand children within the context in which they live.

DUTY OF CARE

In addition to the general values of good practice in working with children, Guardians have the responsibility and legal duty to ensure their Under 18 Delegates’ safety while they are away from home.  

Children can be at risk of harm or abuse from different sources.  The Guardian is responsible for minimising the risk of Under 18 Delegates being harmed by promoting good practice and by identifying and managing potential risks.

Any child protection concerns and complaints should be reported to the Child Protection Focal Person who will handle them in strictest confidence and can institute the formal complaints procedure. 
Guardians must try their best to:

· Be aware of situations which may present risks and take the appropriate action

· Make sure that a culture of openness exists between the Guardian and Under 18 Delegates, so that it is possible for the Guardian to raise and discuss any issues or concerns Under 18 Delegates may have.

· Make sure that there is a sense of accountability with other adults so that poor practice or potentially abusive behaviour does not go unchallenged.

In general it is inappropriate for the Guardian to:

· Spend excessive time alone with any Under 18 Delegate, away from other people

· Take Under 18 Delegates to places where they will be alone together.

Rules of Behaviour 

All delegates and support staff at the Regional Consultation are being asked to abide by the following Rules of Behaviour.  Adults and Children at the Regional Consultation must never:

· Hit or otherwise physically assault or physically abuse Under 18 Delegates

· Develop physical/sexual relationships with Under 18 Delegates

· Develop relationships with Under 18 Delegates which could in any way be seen as exploitative or abusive

· Act in ways that may be abusive or may place Under 18 Delegates at risk of abuse.

· Use language, make suggestions or offer advice which is inappropriate, offensive or abusive

· behave physically in a manner which is inappropriate or sexually provocative 

· have an Under 18 Delegate(s) to stay overnight at their home unsupervised

· sleep in the same room or bed as an Under 18 Delegate (if this has not been agreed by their Guardian)*
· Do things for Under 18 Delegates of an intimate  nature that the participant could do on their own

· Permit, or participate in, behaviour of Under 18 Delegates that is illegal, unsafe and abusive.

· Act in ways meant to shame, humiliate, belittle or degrade Under 18 Delegates, or otherwise commit any form of emotional abuse.

· Discriminate against, show differential treatment, or favour particular Under 18 Delegates to the exclusion of others.

Guardians must avoid actions or behaviour that could be seen as poor practice or potentially abusive. 

*Adults are not permitted to sleep in the same room or bed as children.  However, with the permission of both Guardians, Under 18 Delegates may share rooms with other Under 18 Delegates of the same sex. In addition, with written consent from the Under 18 Delegate, Guardians may share a room with the Under 18 Delegates (of the same sex) in their care.
Emergency Situations: 

In the event of any emergency situation, parents/carers of the Under 18 Delegate will be contacted immediately. In addition, contact will be made with any relevant authority within the home country to inform them, and where relevant, to negotiate the safe return home of the child.  

Medical Emergency:

In the event of a medical emergency immediate medical help will be sought (a 24 hour medical service will be provided at the consultation). The safety of all children is paramount and all necessary action will be taken to ensure this. Guardians are asked to keep copies of the Consent Forms for their Under 18 Delegates on them at all times.
Participation Agreements:
Guardians should submit signed copies of the Under 18 Delegate Participation Agreement (the last page of the agreement is sufficient) as well as a signed copy of this agreement to the Child Protection Focal Person at first meeting of Guardians at the Children’s Forum
Child Protection:

In the event of significant harm, or the risk of significant harm to any child protective procedures developed for the consultation will be followed; contact will be made with local Thai child protection agencies and the Thai police to inform them of the situation. The overriding concern at all times will be to ensure the safety of all children at the consultation. 

There will be a child protection briefing for all Guardians before the Children’s Forum.
Guardian Participation Agreement

Statement of Agreement:

I have read, understood and agree to all points within this participation agreement. I understand that if I do not keep to this agreement then I may not be able to continue in the role as Guardian at the consultation and may be asked to leave the event.  
Signature 


_________________________________________________

Name (capitals)

_________________________________________________

Date




________________________

 SECTION SIX: MEDIA

· MEDIA GUIDELINES FOR UNDER 18 DELEGATES

· MEDIA RELEASE FORM

· GUIDELINES FOR MEDIA PROFESSIONALS
18. Media Guidelines for Under 18 Delegates

These guidelines have been written for all staff at the Regional Consultation (particularly media co-ordinators who will be the primary users of the guidelines), Under 18 Delegates, National Focal Agencies and Guardians. 

In line with the Minimum Standards on Children’s Participation for the Regional Consultation these guidelines outline the measures that should ensure the meaningful participation of children in media work at the Regional Consultation.  

The purpose of these guidelines is to enable Under 18 Delegates to enjoy a meaningful and positive experience working with the media, and to have their views heard by a wider audience than the participants at the Regional Consultation.

These guidelines aim to ensure Under 18 Delegates at the Regional Consultation are:

· Treated as experts at the Regional Consultation;

· Adequately informed, prepared and comfortable working with the media;

· Protected against the negative impacts of work with the media.

Core principles

These principles will be followed in arranging and managing all media activities for the Regional Consultation:

· Best interests: In all matters relating to media coverage, publicity and documentation for the Regional Consultation, the individual Under 18 Delegate’s best interests will always be the first priority. Individual children’s rights will always be more important than advocacy and publicity objectives. Under 18 Delegates and their Guardians will be involved in defining where the delegate’s best interests lie.

· Informed consent: The informed consent of the Under 18 Delegate and their parent/carer will be obtained before any contact with the media or other publicity.  

· Children’s Expertise: In all information to the media Under 18 Delegates will be presented as experts on the issue of violence against children who can give a children’s view of the issues. There will be no information distributed that discloses whether individual Under 18 Delegates are victims of violence. Journalists will not be allowed to ask Under 18 Delegates questions about personal abuse or violence. Under 18 Delegates will be encouraged to share their opinions on issues, give examples of good practice and recommendations for future actions. 
· Risk Assessment: All Under 18 Delegates who consent to undertake media work will be involved in a risk assessment with a media professional and their Guardian.  This process will help the delegate to make decisions about how they will present themselves to the media and the kind of messages they feel comfortable talking about.

· Privacy: As Under 18 Delegates are not publicising any personal experience of violence, it will be up to individual delegates to decide if they want to obscure their identity (after a risk assessment is made).  If Under 18 Delegates do decide to obscure their identity, a protection plan will be developed with them, their Guardian and a media co-ordinator.

· Direct contact: All direct contact between media representatives and Under 18 Delegates will be voluntary on the part of the delegate, and the Regional Consultation organisers will make every effort to prepare and support the delegate for such contact. 

· Quality of coverage: The Regional Consultation organisers will make every effort to ensure that media coverage, publicity and documentation of the Consultation is positive, ethical, respects the rights of the child, and contributes towards the objectives of the Consultation.

The Media Team at the Regional Consultation

All media work at the Regional Consultation will be organised by a team of media professionals.  One members of the media team will take responsibility for media work with Under 18 Delegates and will form part of the Child Protection Team liaising closely with the Child Protection Focal Person. 

Preparatory processes for media work

All Under 18 Delegates at the Children’s Forum will receive a briefing on media at the Regional Consultation by the media team to:

1. Present background information on what the media is, how media activities will work at the Consultation, the impact of doing a media interview or producing artwork/text for media.  Discuss the impact of signing the Media Release Forms with Under 18 Delegates and circulate forms for signature by interested Under 18 Delegates. 
2. Give Under 18 Delegates an opportunity to discuss and decide on how they want to be involved at planned media activities at the Consultation.  

3. Identify which Under 18 Delegates are interested in doing media work at the Consultation (particularly one-to-one interviews).
Under 18 Delegates interested in doing media work will take part in a 2 hour workshop, aiming to:

1. Discuss in detail the impact of doing media interviews. 

2. Participate in a role play of a media interview.
3. Develop a media profile (a document for the media that explains their expertise) for each participant.
4. Develop a media activities plan for the team (clarifying who is involved in which types of media work i.e. production of media materials/on-line chats/press conference participants etc.)

5. Make a personal assessment of the risks and benefits of doing interviews (in conjunction with Guardians and Media Co-ordinators) – in particular what each participant would like to achieve from doing media work.

Guidelines for media activities

For those Under 18 Delegates undertaking media activities the following guidelines will be adhered to by all consultation staff:

Media Profile: A ‘Media Profile’ will be developed for each Under 18 Delegate who has consented to take on media work.  This information will be developed by the Under 18 Delegate in consultation with their Guardian and a media co-ordinator. It will be circulated to media professionals to promote the voices of Under 18 Delegates to the media and should include:

· Name (or psuedo name):

· Age:

· Country*:

· Area of expertise: (including their area of interest on the issue of violence (the categories they have chosen for the consultation), explaining any involvement in work/community etc. in their home country.

· A outline of the message or a  ‘quote’ from the Under 18 Delegate

· Privacy: explaining whether they want their identity to be obscured and how i.e. (state that name is not real, no photos allowed of this child etc.)

A copy of all media profiles will be distributed to all media professionals at the consultation.

*Addresses of Under 18 Delegates will not be given out.

Media Assessment and protection plan: The risks and benefits in taking on media work for the Under 18 Delegate should be assessed by the delegate themselves with their Guardian and a Media Co-ordinator and a protection plan developed.  The assessment and plan should look at:
· What they hope to get out of the consultation, issues to highlight etc – this would aim to help Under 18 Delegates to focus on what they want to say and how and who they want to reach. It may also help to give Under 18 Delegates confidence that it’s a process they can direct, if not totally control – and to keep ‘on-message’ if they get an unexpected or difficult question.
· Whether they want to tell the press that they have personal experience of violence and how to answer questions about their personal experience (or how to avoid answering questions)

· Whether they want to obscure their identity and how they might want to do this (i.e. no visual images at all/silhouetted images, false name etc.)

· What their main messages are and whether these might ‘offend’ any individuals or groups – how to avoid causing offence.

· What to do when the delegate is uncomfortable in an interview (signs that could be developed between the delegate and their Guardian to show that they want to end the interview or they want the Guardian to intervene etc.)
Video, film and photography
An official photographer and videographer will be employed for the Regional Consultation.  The official photographer and videographer may take individual shots of delegates but they will ensure the individual has given their consent.

During plenary sessions, if children are speaking, photos and video are permitted unless otherwise stated at the time.

On all other occasions, photos and video of Under 18 Delegates can only be taken with the consent of the Under 18 Delegate concerned. This includes gaining consent to the way in which the footage/photo will be used.

Attendance of media at the Regional Consultation

All media representatives will be need to be accredited.

The media will be permitted to the Regional Consultations for specific plenary or press events only.  These events and times will be clearly explained to Under 18 Delegates at the Consultation. The media will not be permitted to any of the workshops of the consultation.

One-to-one interviews

Under 18 Delegates will not be allowed to take on more than 3 one-to-one media interviews in one day. 

Media interviews will all take place in designated rooms at the Consultation (not in corridors etc)

Where possible, media interviews will be arranged for times outside the consultation sessions in order that they do not interfere with delegates’ primary work at the consultation.

De-Briefing: Immediately after every interview a 15 minute de-briefing will take place with the Under 18 Delegate and either their Guardian or a Media Co-ordinator.  This time will be used to discuss any areas of concern the delegate had during the interview and to plan any action (for instance to ask the journalist not to use a particular point that the delegate made etc.).  Journalists will be asked to wait for the Guardian/Media Co-ordinator to contact them (after the de-briefing) before they can ‘officially’ use the material from the interview. Each journalist will need to agree to this cooling off period before the interview and a time limit given to the journalist so that they will know how it will affect filing deadlines etc 

Artwork or texts: Consent will be sought from Under 18 Delegates for any artwork or text produced during the Children’s Forum or Regional Consultation (the delegate’s own explanations of artworks should be written on the back or attached to the original, and should form the basis of a caption when the artwork is used).  A briefing for Under 18 Delegates on this issue will explain that, for other artwork or text, the media generally do not seek consent.

Guidelines for Media Professionals: Guidelines for Media Professionals, based on these media guidelines, will be developed and distributed to media professionals at the Regional Consultation.  They will be included in any press packs sent out to the media and will be distributed at press events at the Consultation.

19. Media Release Form

I  _______________________________(name) of 

______________________________________________________________(address and country) 

give permission for any photos, video or interviews taken of me by the organisers or any media during the East Asia and the Pacific Regional Consultation on the UN Study on Violence Against Children from the 14-16th June to be used for advocacy, news stories, and human interest stories on the internet, television or print publications.  These materials will only be used to promote the Regional Consultation and contribute to creating more awareness on the issue of violence against children. 

In return, all media interviews will be conducted in consultation and in the presence of my Guardian and a communication officer working at the Regional Consultation.  I will have the right to respond to any questions that I don’t want to answer.

Signed:_______________________________________

Date:________________________

20. Guidelines for Media Professionals

These guidelines have been written for all media professionals attending the Regional Consultation who would like to interview children.

These guidelines aim to ensure that media professionals have:

· Clear information on each Under 18 Delegate regarding their experience, messages and any limitations on interviewing and publication;

· Clear information about the way in which interviews with Under 18 Delegates will be arranged and conducted, and the reasons for these guidelines.

These guidelines aim to ensure Under 18 Delegates at the Regional Consultation are:

· Treated as experts at the Regional Consultation;

· Adequately informed, prepared and comfortable working with the media.
Background

Twenty six children will be attending the Regional Consultation from 13 countries.  Children at the Regional Consultation are being called ‘Under 18 Delegates’.  All Under 18 Delegates have been selected because of their expertise on the issue of violence against children. They all have working experience of this issue in their home country and are therefore presented as experts rather than witnesses.
The Under 18 Delegate Media Team
Eight Under 18 Delegates will form a media team – they have received detailed training and preparation for their role as media spokespeople on behalf of all the Under 18 Delegates at the Consultation.  They come from a variety of backgrounds and offer a range of opinions and experience.

Media Profiles

A media profile for each of the media team members will be distributed to all media professionals highlighting the following information: 

· Name (or psuedo name), age and country*:

· Area of expertise and interest on the issue of violence including any involvement in campaigning, project or community work in their home country.
· An outline of the message or a ‘quote’ from the Under 18 Delegate that can be used by media professionals.
· Privacy: an explanation of whether they want their identity to be obscured and how this should be done i.e. (use of pseudo name, no photos allowed etc.)

*Addresses of Under 18 Delegates will not be given out.

Video, film and photography
An official photographer and videographer will be employed for the Regional Consultation who will be documenting the event.  A CD of official photos and B-Roll footage of the event will be available for all media professionals.  

During plenary sessions, if Under 18 Delegates are speaking, photos and video is permitted unless otherwise stated at the time.

On all other occasions, photos and video of Under 18 Delegates can only be taken with the consent of the Under 18 Delegate concerned. This includes gaining consent to the way in which the footage/photo will be used.

Attendance of media at the Regional Consultation

All media representatives will be need to be accredited.

Media will be permitted to the Regional Consultations for specific plenary or press events only.  These events and times will be clearly explained. The media will not be permitted to any of the workshops of the consultation.

One-to-one interviews

Under 18 Delegates are not be able to take on more than 3 one-to-one media interviews in one day. 

Media interviews will all take place in designated rooms at the Consultation (not in corridors etc)

Where possible, media interviews will be arranged for times outside the consultation sessions in order that they do not interfere with delegates’ primary work at the consultation.

De-Briefing: Immediately after every interview Under 18 Delegates will require a 15 minute de-briefing with their Guardian or a media co-ordinator.  Journalists will be asked to wait for the Guardian/Media Co-ordinator to contact them (after the de-briefing) before they can ‘officially’ use the material from the interview. 

Artwork or texts: Any artwork or text produced by Under 18 Delegates during the event will be available for use by media professionals.  Please note that the delegate’s own explanations of artworks will be written on the back or attached to the original.  Media professionals are asked that this explanation is used to form the basis of a caption when the artwork is re-printed.  

 SECTION SEVEN: STAFF
· TERMS OF REFERENCE FOR CHILDREN’S PARTICIPATION CO-ORDINATOR

· TERMS OF REFERENCE FOR CHILD PROTECTION FOCAL PERSON

· TERMS OF REFEERNCE FOR FACILITATOR FOR UNDER 18 DELEGATES

21. Terms of Reference: Children’s Participation Co-ordinator

Goal: To ensure the meaningful participation of children in the East Asia Pacific Regional Consultation for the UN Study on Violence Against Children and to conduct an evaluation of this participatory process.
Purpose: responsible for the logistics/administration of Under 18 Delegates their Guardians and National Focal Agencies the Children’s Forum and Regional Consultation in June 2005.  

Contract Duration: 20 days throughout April - June 2005.

Consultancy Fee: $150 per day paid in instalments.

Reporting to: Consultation Co-ordinator (UNICEF EAPRO) / External Consultant on Children’s Participation.

________________________________________________
Background

The UN Study on Violence against Children is a global initiative for an in depth international study on violence against children. The East Asia and Pacific Regional Consultation for the UN Study is one of nine regional consultations being held world-wide that will form an integral part of the Study process. 

Two child delegates (under 18 years old) from each country will participate alongside adult delegates at the Regional Consultation.  A children’s forum, held directly before the Regional Consultation, will be used as a preparatory meeting for all ‘Under 18’ Delegates.  Each national group of ‘Under 18’ Delegates (two children) will be accompanied by an adult Guardian who will take responsibility for their safety and welfare. 

It is expected that children will play an integral role in Regional Consultations.  In the East Asia Pacific Region, a set of ‘minimum standards’ for children’s participation in the consultation has been developed along with numerous guidelines for ensuring the meaningful participation of children.

Objectives of the Regional Consultation
· To take stock of the current status of violence against children in the EAP region, including both situation and protection mechanisms; 

· To identify priority issues that require further research and understanding; 

· To develop recommendations for a regional agenda for action;

· To contribute regional inputs and perspectives to the final report of the global UN Study on Violence against Children in order to influence its outcomes and follow-up.

· To ensure participation of children in the process, that children have an equal voice with adult participants and their views are reflected in all outcome documents;

· To ensure wide participation in the process including government, civil society and children.
The Regional Consultation will be supported by activities at the national level by NGOs, Governments and others.

Dates and Venue of the meetings

· Children’s Forum (preparatory meeting for children), 11-12 June, 2005 in Bangkok, Thailand.

· The EAP Regional Consultation for the UN Secretary General’s Study on Violence against Children, 14-16 June, 2005 in Bangkok, Thailand. 

Assignment description

A Children’s Participation Co-ordinator is required to help ensure the meaningful participation of children (Under 18 Delegates) in the East Asia Pacific Regional Consultation.

· The Coordinator will be the logistics/admin reference point for Under 18 Delegates, their Guardians and National Focal Agencies attending the Children’s Forum and Regional Consultation in June.  

· The Co-ordinator will have particular responsibility for the logistics/administration of Under 18 Delegates at these two events.  

· The Co-ordinator will be line managed by the Consultation Co-ordinator, working from the offices of UNICEF East Asia Pacific Regional Office, the organisers of the Regional Consultation.

This role will involve:

· Children’s Forum & Regional Consultation, June 2005

· Servicing the logistics/admin needs of up to 30 Under 18 Delegates and up to 15 Guardians

· 25 days work in total

Under the supervision and reporting to Consultation Co-ordinator for the EAP Regional Consultation.
Coordination of logistics

· Liaise with Consultation Co-ordinator to ensure travel arrangements (flights etc.) are secured. Liaise with NFAs to ensure insurance is secured for all U18 Delegates and Guardians

· Liaise with Consultation Co-ordinator to ensure accommodation, food, meeting rooms, provision of equipment and special needs of Under 18 Delegates are secured.

· Liaise with Consultation Co-ordinator in organisation of transport, including airport pick-ups and travel to the venue 

· Liaise with Consultation Co-ordinator in organisation of the extra curricular activities for Under 18 Delegates (field trip / party)

Organisation of documents and information:

· Act as point of contact for Under 18 Delegates, Guardians and NFAs in terms of logistics

· Collate and store consultation application forms/participation agreements

· Responsible for safe keeping of confidential data on U18 Delegates and Guardians

· Provide information about, and respond to problems, relating to official documentation such as visas, registration forms etc.

· Develop information pack for children on arrival, including schedule, background information and information to help orient children in Bangkok

Co-ordination of interpretation and translation support at Regional Consultation

· Liaise with External Consultant in organisation of the recruitment and training of translators and act as point of contact 

· Identify translation needs for the consultation and organise translation where necessary

· Organise translation of the info pack and follow-up report for U18 delegates

Documentation:

· Prepare instructions on ‘balanced documentation’ for documenters at the consultation

· Ensure that materials / speeches / statements that are produced during the Children’s Forum are prepared for the Regional Consultation

Working with facilitators (with close guidance from agencies):  

· Support the work of the facilitators during the meeting, especially in terms of administrative tasks, liasing closely with the Lead Facilitator

Working with Child Protection Focal Point and Doctor/Nurse

· support the work of Child Protection Focal Point and Doctor/Nurse in terms of administrative tasks, liasing with External Consultant. 

Personal Specification

Essential

Proven track record of experience in co-ordinating national/international consultations with children.

Ability to communicate effectively in English, both written and spoken.  

Ability to keep meticulous financial records and work under time constraints

Excellent communication skills

Good working knowledge of computer applications, particularly Microsoft Word and Excel.

Ability to communicate effectively in Thai

Desirable

Experience of child protection.

Understanding of children’s rights and the issue of violence against children.

22. Terms of Reference: Child Protection Focal Person

Goal: To ensure the meaningful participation of children in the East Asia Pacific Regional Consultation for the UN Study on Violence Against Children.
Purpose: overall responsibility for child protection at the Regional Consultation. They will be the first point of contact for any child protection concerns for the Regional Steering Committee and all participants (both delegates and staff) at the Regional Consultation.  

Duration: 12 days during April-June 2005.

Fee: $150 per day paid in installments

Reporting to: External Consultant on Children’s Participation at the EAP Regional Consultation

____________________________________________________________

Background

The UN Study on Violence against Children (UN Study) is a global initiative for an in depth international study on violence against children. An East Asia and Pacific Regional Consultation for the UN Study is being organized in June 2005.  The Regional Consultation will form an integral part of the input from the EAP region to the UN Study.  

It is expected that children will play an integral role in regional consultations.  In the East Asia Pacific region a set of minimum standards for children’s participation in the consultation has been developed along with a protocol of numerous guidelines, including a child protection policy, for ensuring the meaningful participation of children at the consultation.  Child protection has been given high priority in the development of the Minimum Standards and accompanying protocol documents and child protection measures will be closely monitored throughout the Regional Consultation.  

The Regional Consultation will involve over 300 participants including representatives from Government, Non-Government Organisations and experts as well as up to 40 children and their Guardians.  The Regional Consultation will take place in Bangkok, June 14-16.  Child Delegates will attend a preparatory Children’s Forum for two days immediately prior to the Regional Consultation (11-12 June).  

Assignment description

A Child Protection Focal Person is being sought to ensure:

1. Local systems and resources for child protection are identified in advance and that responses are in line with these (e.g. external reporting systems, access to health/other services, etc.)

2. Risks have been identified and safeguards put in place and that there is ongoing assessment of risk throughout the consultation.

3. A procedure is developed for secure, confidential recording of incidents, concerns, referrals.

4. A step by step guide is produced on action to be taken if concerns exist regarding a child’s safety or welfare

5. A team of child protection officers is developed and managed by the Child Protection Focal Person (to include a member of the media team and the External Consultant on Children’s Participation) to provide a 24 hour child protection service during the Children’s Forum and Regional Consultation 

6. All staff and delegates are briefed/aware of their child protection responsibilities.

7. All delegates and staff are briefed/aware of the specific arrangements that have been made for child protection at the consultation.

8. Appropriate responses are made that prioritise protection needs of children.

9. Within a week of the Regional Consultation a brief report on the Regional Consultation is delivered to the External Consultant, describing the effectiveness of child protection procedures and including recommendations for change.
Personal Specification

Essential

Proven track record of extensive experience in child protection in the EAP region.

Ability to communicate effectively in English, both written and spoken.  

Excellent communication skills.

An understanding of children’s participation and participatory techniques.

Proficiency in Thai (spoken and written)

Desirable
Familiarity with the issue of violence against children. 

Capacity to manage a team of staff/volunteers

23. Terms of Reference: Facilitator for Under 18 Delegates

Goal: To ensure the meaningful participation of children in the East Asia Pacific Regional Consultation for the UN Study on Violence Against Children.
Purpose: Responsible for ensuring the objectives of the Children’s Forum are met and that the objectives for Under 18 Delegates at the Regional Consultation are met.
Duration:10 days during June (including 9-16 June) 

Fee: $300 per day paid in installments plus costs of flight and accommodation

Reporting to: External Consultant on Children’s Participation at the EAP Regional Consultation / Lead Facilitator for Regional Consultation

_________________________________________________________________

Background

The UN Study on Violence against Children (UN Study) is a global initiative for an in depth international study on violence against children. An East Asia and Pacific Regional Consultation for the UN Study is being organized in June 2005.  The Regional Consultation will form an integral part of the input from the EAP region to the UN Study.  

It is expected that children will play an integral role in regional consultations.  In the East Asia Pacific region a set of minimum standards for children’s participation in the consultation has been developed along with a protocol of numerous guidelines for ensuring the meaningful participation of children at the consultation.  A project to evaluate these minimum standards during the processes up to and including the Regional Consultation will be implemented from January to September 2005.

Three events have been organised in which Under 18 Delegates require facilitation:

A two day Children’s Forum of up to 30 Under 18 Delegates will take place on 11-12 June in Bangkok.  This meeting will be used to prepare the Under 18 Delegates for the Regional Consultation.

The Regional Consultation will take place on 14,15 and 16 June in Bangkok. Three hundred delegates in total are expected to attend, including up to 30 children who will require facilitation.

Assignment description

A Facilitator for Under 18 Delegates is being sought to complete the following tasks:

1. Plan the agenda and workshops for the Children’s Forum, in liaison with the External Consultant on Children’s Participation and with the support of administrative staff;

2. Facilitate a group of 30 children at the Children’s Forum to meet the objectives of the event.

3. Participate in a briefing session for the facilitation team at the Regional Consultation (reporting on progress from the Children’s Forum)

4. At the Regional Consultation, work as part of the Facilitation Team, ensuring that the objectives for Under 18 Delegates at the event are met.

5. Use participatory techniques in all events, including group work, which are non-discriminatory and gender-sensitive; 

6. Ensure the smooth running of facilitated sessions, liasing with administrative staff to provide adequate equipment and materials for the planned sessions;

7. Keep to an agreed timetable; 

8. Involve Under 18 Delegates in daily evaluation and detailed planning of the next day's agenda and activities; 

9. Provide a verbal daily report to the External Consultant on Children’s Participation; 

10. Within a week of the Regional Consultation (June) deliver a brief report on the event to the External Consultant, describing the activities, techniques and outputs of the event, outlining the extent to which objectives were reached, and identifying any supportive and/or limiting factors.

Personal Specification

Essential

Proven track record of experience in facilitating children at international meetings.

Ability to communicate effectively in English, both written and spoken.  

Excellent communication skills.

Experienced in creating participatory exercises appropriate to sensitive issues

Adaptable, flexible and enthusiastic.

Desirable
Familiarity with the work of the participants 

Research background especially on violence against children

SECTION EIGHT: FOLLOW-UP

· FOLLOW-UP GUIDELINES FOR NATIONAL FOCAL AGENCIES
24. Follow-up Guidelines for National Focal Agencies

Having participated in high level discussions on issues that directly affect them, Under 18 Delegates will need effective follow-up in order that they do not feel bewildered and unsatisfied by a sudden end to what will have been an intensive experience for them.

NFAs are in a key position to help ensure effective follow-up takes place for Under 18 Delegates.

NFAs are consequently requested to:

· Hold a de-briefing meeting with both Under 18 Delegates to the Regional Consultation within a month of their return from the Consultation.

· Give opportunities for Under 18 Delegates to feedback and use their experience of participating in the consultation with their peers, or with projects they are connected to and with local communities or organisations.

· Provide support to Under 18 Delegates in order that they can be involved in follow-up activities from the consultation.

Consultation Organisers will ensure that all Under 18 Delegates and NFAs will receive a copy of the outcome report from the Regional Consultation and an evaluation report on children’s participation at the consultation.

The following questions can be used as a guide for your de-briefing and follow-up with Under 18 Delegates. Please submit the de-briefing forms to the External Consultant on Children’s Participation.  All data from these forms will be treated as confidential. 

De-briefing Questions

Please read the following questions and adding your comments in the box provided

We really want your feedback so please fill in the comment box – we want to improve children’s participation at these kinds of meetings so don’t be afraid to criticise or make suggestions!  If you need more room to write please use the other side of the paper.

	Question
	Comment

	Before you came to the Children’s Forum

1. Did you attend a National Consultation on violence against children
	

	Before you came….

2. Did you have a good idea of what you would be expected to do at the Regional Consultation?
	

	3. Did the Children’s Forum properly prepare you for your participation at the Regional Consultation?
	

	4. Were you happy with the way decisions were made at the Children’s Forum?
	

	5. Did facilitators help you to express yourself during the workshops of the Regional Consultation?
	

	6. Were you happy with the translation at the Regional Consultation?
	

	7. Were you happy with your Guardian?
	


8. From this list describing children’s participation please choose one answer to describe the participation of Under 18 Delegates at the Regional Consultation:

NOTE: You may want to read the list more than once to give yourself time to reflect

	Children were visibly present, but did not make decisions

Adults controlled the decisions and opinions of children

Children were taking decisions but not equally with adults

Children were taking decisions equally with adults




9. Can you explain what you think about adult behaviour in the Regional Consultation? 

	List
	Comment

	Knowledge of what they were talking about


	

	Attention / concentration


	

	Paying attention to meeting rules


	

	Adult’s speeches


	

	Adult’s questions (in workshops/plenary)


	

	Listening to other adults


	

	Listening to Under 18 Delegates


	


10. Your opinion on the behaviour of Under 18 Delegates:

	List
	Comment

	Knowledge of what they were talking about


	

	Attention / concentration


	

	Paying attention to meeting rules


	

	Under 18 Delegate’s speeches


	

	Under 18 Delegate’s questions (in workshops/plenary)


	

	Listening to other adults


	

	Listening to Under 18 Delegates


	


	Question
	Comment



	11. Have you spoken to any of the following groups of people about your experience at the Regional Consultation?
	

	· Other children and young people
	

	· Projects you are connected to
	

	· Local community or community organisations
	

	· Media
	

	· Other
	

	12. Are any follow-up activities (meetings, campaigns, events) on violence against children planned in your country? 
	

	13. Is there anything you think we should do differently the next time we organise a similar consultation?
	


Any other comments:


Thank you for your time.

How to
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Boxes: in the box give an explanation of the word or concept so that children can skip to it easily whilst they are reading the main text. Make sure the box is on the same page as the word/concept.  Boxes also have the advantage of breaking up the text.
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� Regional Steering Committee Members: Child Workers in Asia, ECPAT International, NGO Advisory Panel on the UN Study on Violence Against Children, Office for the High Commissioner for Human Rights, Plan International, Save the Children Alliance, Terre des Hommes Germany, World Vision APRO, UNESCO Bangkok, UNICEF East Asia Pacific Regional Office and an Independent Expert.  


� NFA Forum = National Focal Agency Forum, held in April 2005


� Children’s Forum held immediately before Regional Consultation, June 2005


�Ennew J and Plateau DP, 2001, Child labour: getting the message across, Bangkok, Regional Working Group on Child Labour pages 191-193 
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If you are concerned about the safety of a child, ie :







An allegation of abuse is made







You see or suspect abuse







A child discloses abuse







Discuss your concerns with the CHILD PROTECTION FOCAL PERSON



on duty at the consultation







If this is the person at the centre of your concerns, discuss with the next most appropriate person eg a member of the Steering Committee for the UN Study or National Focal Agency Representative























Discussions should focus on:



Nature of concerns



Risks to child/ren



Action/Next steps



















Concerns should normally be reported in the same working day.







Ensure detailed written records are made of all events and what the child has said in their own words (where this applies).















The Child Protection Focal Person will then 







Inform a designated member of the Steering Committee



Inform the National Focal Agency Representative for the child







Develop an action plan for progressing the concern































Where serious concerns exist and there is immediate risk to the child, 







ACT!







It is essential to avoid delay as inaction may place the child at further risk



























HOW TO RAISE CONCERNS - A FRAMEWORK FOR ACTION












