
Terms of Reference for (TOR) 

IPDS Safeguarding Officer/Safeguard Focal Person 

 
 

Background 

The Indigenous Peoples Development Services (IPDS) has developed the Safeguarding Policy for the 

employees of the IPDS organizations. IPDS believes that all individuals have right to live 

without fear, live free from sexual harassment and abuse, sexual violence, exploitation, and any 

abuse of power regardless of age, gender, sexuality, disability, religion and ethnicity. IPDS is 

determined on zero tolerance policy for sexual abuse, exploitation and harassment by any of its 

employees, volunteers, consultants, partners or any other representatives associated with the 

delivery of its work carrying out any form of. This type of behavior is against IPDS’s beliefs, values 

and mission; and safeguarding is a priority of the IPDS. 

IPDS has decided to designate a Safeguard Focal Person to ensure implementation of the 

Safeguarding Policy. 

Roles and Responsibilities 

Roles and responsibilities of the IPDS Safeguard Focal Person are to support IPDS in day-to-day 

implementation of the IPDS Safeguarding Policy with technical support from the Senior 

Management Team. 

Specific duties include- 

• To act as the main point of contact within IPDS for safeguarding; 

• To ensure that staff members are aware of the IPDS Safeguarding Policy and their 

responsibilities under it (for example by providing training and guidance); 

• To advise and support staff members and partners with the implementation of the 

safeguarding policy, including risk assessments; 

• To ensure that all the staff members of IPDS organizations are properly oriented on the 

Safeguarding Policy; 

• To ensure that everyone understands their roles and responsibilities in respect of the 

safeguarding policy and is provided with appropriate learning opportunities to recognize, 

identify and respond to signs of abuse, neglect and other safeguarding concerns relating to 

children, women and vulnerable people; 

• To ensure that the name and contact details of the Safeguard Focal Person(s) are made 

available so that people know how to raise a concern/where to seek advice; 

• To act as first point of contact for concerns regarding protection incidents of children, 

women and vulnerable people and to raise those concerns to the Senior Management team 

as appropriate; 

• To ensure that confidential, detailed and accurate records of all safeguarding concerns are 

maintained and securely stored; 



• To undertake an immediate risk assessment for reports relating to serious incidents to 

determine whether there are any current or potential risks to any stakeholders involved in 

the case, and develop a mitigation plan if required; 

• To update the risk assessment and plan on a regular basis throughout and after the case as 

required; 

• To document all decisions made resulting from the case clearly and confidentially; 

• To support the implementation and monitoring of the Safeguarding Policy by providing an 

annual progress report to the Senior Management Team together with a plan for further 

action required to implement the Safeguarding Policy at all levels. 

Skills and Characteristics 

• Have knowledge and experience about safeguarding and protection of children, women 

and vulnerable people; 

• Have respect and authority within the office so that her/his opinions are valued; 

• Be approachable, with good communication skills with adults and children; 

• Be able to keep calm when a concern is raised, especially if anyone needs assistance; 

• Be able to work with others to ensure that the policy is implemented, and respond where 

an incident related to protection of children, women and vulnerable people occurs; 

• Commitment to safeguarding children, women and vulnerable people and upholding their 

rights – together with the ability to advocate for and defend safeguarding; 

• Training and presentation skills; 

• Be able to keep information confidential. 


