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Protecting Children from Violence, Abuse and Exploitation in the Paci•c: 

6. WORK PLANNING PROCESS 

6.1 Annual Work Plans (AWP) 
The Country Programme Action Plan (CPAP) and the specific Results and Resource Framework (RRF) for each country, 

reflect jointly agreed key results to be achieved during the Multi-country Programme, 2008-2012. The CPAP further 

outlines the programme strategy and structure and operational modalities governing the relationship between the 

respective governments and UNICEF.8  

Deriving from the Results and Resource Framework (RRF) in the CPAP, Annual Work Plans (AWP) will be developed 

each year, outlining activities which will be undertaken to incrementally realize the expected results. The AWP will be 

developed in partnership and through consultations between Government partners and UNICEF by the end of each 

calendar year and be signed in December each year for the forthcoming year. The AWP can be signed by several line 

Ministries where the AWP relates to the mandate of different Ministries. The format for the AWP is attached at Annex B. 

The CPAP document is the legal agreement between UNICEF and the respective Government. Non-governmental 

organizations (NGOs) and community-based organizations (CBOs) are normally not covered by the stipulations of the 

CPAP. Partnerships with NGOs/CBOs are therefore formalized through Partnership Cooperation Agreements (PCA) or 

by Small-scale Funding Support Agreements (SSFSA). Reference to direct partnerships with NGOs should ideally be 

endorsed by the Government and should be reflected in the AWPs signed by Government partner/s. 

The approved AWP is the document that government counterparts use to implement activities and request agreed inputs 

(cash, supplies, travel, service) from UNICEF. 

6.2 Planning and Review Processes
The AWPs are jointly prepared by the responsible Government officials and where applicable, NGOs/CBOs, as well as 

UNICEF. The AWPs are prepared during an annual in-country planning meeting, usually in conjunction with the annual 

technical review of last year’s AWP. 

There will be in-country Annual Reviews of the AWP every year in November/December. As far as possible, such reviews 

will be undertaken in conjunction with other national review processes, such as sector reviews, and UNDAF reviews. The 

AWP reviews will compare achievements against the planned results, activities, inputs and outputs as described in the 

AWP, with an analysis of the reasons for success or failure. In addition to end-year reviews, in-country review meetings 

will be conducted on a periodic basis throughout the year. 

6.3 Regional Child Protection meetings
Following the regional Child Protection meeting in Nadi in July 2007, it was agreed that annual regional meetings for 

partners will be organized. These meetings will provide an opportunity to identify what has worked well, the lessons 

emerging, update priorities and strategic directions and assess the implications for program implementation. Government, 

NGO/CBO partners, key donors, local and regional child protection experts and UNICEF staff/consultants will participate 

in these regional meetings. 
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Protecting Children from Violence, Abuse and Exploitation in the Paci•c: 

UNICEF Pacific is in a position, through funding made available from UNICEF’s own resources and additional funding 

from donors, including AusAID, to make a range of assistance available to countries. The type of assistance and the 

estimated budget thereof is to be indicated in the AWPs. Modes of assistance include:  

• CASH - from UNICEF to Government and NGO/CBO partners to undertake planned activities. This can be provided as:  

i) cash advance to the implementing partner prior to the implementation of an activity; ii) reimbursement of 

expenditure following the implementation of an activity (note: there has to be an prior agreement that UNICEF will 

reimburse the cost for the activity and the amount of such reimbursement before the activity is being implemented) ; iii) 

direct payment where UNICEF pays directly to a supplier/vendor who has provided a particular service in support of an 

activity. 

• SERVICE - Technical assistance to undertake specific tasks with and on behalf of partners.  This may include 

assistance for system review, capacity-strengthening, research, policy development, legal drafting, graphic design etc. 

Technical assistance may be provided by contracted institutions or individuals and by UNICEF staff. UNICEF contracts 

the organization/individual and processes payments although the Terms of Reference can be developed jointly by the 

counterpart and UNICEF and recruitment can also be undertaken jointly. 

• SUPPLY - Provision of equipment, materials and other supplies to support implementation of agreed activities. UNICEF 

will usually procure and hand-over supplies in-kind to counterpart if there is a value of more than USD 200/item. The 

following items are considered as supplies: Computers, printers, desks, chairs, printing of materials, t-shirts, bags etc.

• TRAVEL involved for the implementation and monitoring of activities or to facilitate networking, collaboration and 

learning amongst child protection partners in country or abroad. Typically, support for travel is released in the form of 

cash. 

In general, UNICEF will not support infrastructure, vehicles and government salaries as these are costs that – for 

sustainability reasons – should ideally be borne by the Government. UNICEF may provide funding for temporary technical 

assistance for partners on the understanding that partners work to incorporate these positions into future departmental 

structures and budgets. 

7. TYPES OF ASSISTANCE PROVIDED BY UNICEF 
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Protecting Children from Violence, Abuse and Exploitation in the Paci•c: 

8. WORK FLOW PROCESS 

Based on the signed AWP (and in relation to NGOs/CBOs on relevant agreements, PCA/SSFSA), the implementing 

partner is expected to request one or several of the above modes of assistance. 

In order to facilitate transfers of funds, all partners must complete the Agency Financial Information Sheet

 (Annex C).  The Agency Financial Information Sheet is the assurance that requests for funds are made by 

authorized personnel and that funds be transferred to the correct bank account belonging to the implementing 

partner. The completion of the Agency Financial Information Sheet is to be done once only by an implementing 

partner unless there are changes in relation to bank account number, signatories etc. UNICEF will keep the Information 

Sheet for future reference. 

Requests for assistance should be done in the following way: 

8.1 Request for Direct Cash Transfers, Reimbursement or Direct Payment 

Step 1:  The implementing partner prepares a detailed budget needed for the conduct of one or several 

activities to be conducted within the next 3 months (Annex F). The detailed budget cost estimates 

should contain the breakdown of the different cost elements eg. travel, accommodation, catering costs per 

person, venue hire etc. The Funding Authorization and Certification of Expenditure (FACE)  form (Annex E) 

summarizes the budget and serves as the official request for funds. 

Accompanying the FACE form and the detailed budget, the implementing partner sends UNICEF

a letter requesting funds to be transferred (Annex D). The request letter should be on official 

letterhead and should refer to the activities agreed upon in the Annual Work Plan. A template for this request 

letter is attached at  Annex E.             .

Note:  In case of reimbursement, UNICEF and the implementing partner have to agree – in writing – that the activities 

and expenditures as per the agreed AWP and budget will be reimbursed following the implementation of the activity. 

Step 2:  UNICEF reviews the requests and discusses any changes with counterpart before transferring the funds. The 

review, discussion and transfer period should ideally not take more than two weeks to complete. However, it is important 

to note that request for cash assistance should be sent at least 3 weeks prior to the commencement of the activity to 

ensure smooth transfer of funds. 

Step 3:  UNICEF informs the partner of the transfer by providing the date and reference number of the telegraphic 

transaction or delivery of cheque. 

Step 4:  The counterpart acknowledges receipt of funds using the template provided (Annex G) using official 

letterhead. 

Note:  As part of the UN Reform and efforts to harmonize UN-Agencies work processes, the  (FACE) for requesting funds 

and reporting on fund utilization. 
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Protecting Children from Violence, Abuse and Exploitation in the Paci•c: 

8.2 Requests for Supplies

Step 1:  The implementing partner prepares a detailed list of supplies complete with required specifications 

needed for the conduct of one or several activities in the AWP. Supplies should be included in the detailed 

budget (Annex F).   

Step 2:  The implementing partner sends UNICEF a letter of request for supplies on official 

letterhead (Annex D), referring to the relevant activities agreed upon in the Annual Work Plan.

Step 3:  UNICEF reviews the requests and discusses any changes with counterpart before proceeding. UNICEF will 

purchase the items directly and hand-over in kind to the implementing partner. Time-frame for delivery of supplies will 

vary depending on delivery schedules of both local and off-shore suppliers, however ample time-frame should be allowed, 

when requesting for supply items. 

Step 4:  The counterpart acknowledges  receipt of the supplies using the template provided by UNICEF 

(Annex I). 

8.3 Requests for Technical Assistance

Step 1:  When technical assistance is required, discussions will be undertaken between counterpart and UNICEF to 

agree on a ToR, length of service and profile of institution/individual to be contracted. 

Step 2:  UNICEF contracts the organization/individual and processes payments although the Terms of Reference can be 

developed jointly by the counterpart and UNICEF and recruitment can also be undertaken jointly.

Step 3:  Consultant initiates work as per the agreed ToR. 
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Protecting Children from Violence, Abuse and Exploitation in the Paci•c: 

9. REPORTING AND LIQUIDATION

Upon completion of activity implementation, counterparts undertake to liquidate or acquit for the funds received by 

submitting to UNICEF expenditure reports. Liquidation of funds must be done within 3 months from receipt of funds. 

UNICEF’s computerized Programme Management System (ProMS) restricts any cash transfers to partners who have not 

liquidated previous transfers of funds that are over 6 months old. 

The reporting and liquidation process is as follows:

 

9.1 Financial Utilization Reporting

Counterparts submit to UNICEF:

 a) The completed FACE form (Annex E) certifying the expenditure of funds. Attached to the FACE 

 form is a summary of the expenditure against each budget line of the total funds received (Annex F) .

 b) Receipts or vouchers as proof of the expenditures. 

9.2 Activity and results reporting

As equally important as the financial utilization reporting is the activity and results reporting. This is simply 

a narrative report (Annex H), outlining the activities that have been undertaken with support of the funds 

and the results achieved against the indicators as stated in the Annual Work Plans and Results and 

Resource Frameworks.  
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Protecting Children from Violence, Abuse and Exploitation in the Paci•c: 

10.1 Children’s and Young People’s Participation

The Child Protection Programme encourages and supports the ethical participation of children and young people in every 

step of the programme planning, implementation and monitoring cycle. The Programme recognizes their important and 

specific contributions in determining the risks that they as children face, their protective needs and practical and 

appropriate strategies for strengthening their protective environments. Children’s participation should be based on 

principles of non-discrimination, not be tokenistic and not put children at risk of harm. Explicit care and sensitivity needs 

to be applied when working with children who have particular vulnerabilities or who have already suffered abuse and 

harm.  Strategies for children’s participation should recognise gender-based and other barriers and ensure that both boys 

and girls and those from other marginalised groups are supported to participate.

Annex G provides guidelines for ethical as well as practical approaches and strategies to children and young people’s 

participation. 

10.2 Gender

It is recognized that gender plays a crucial role in any child protection programme.  

In the Pacific, tradition often privileges the adult male, the male child, and then female adults ahead of the girl child.  

Issues such as violence against children have specific gender-based dimensions that need to be well understood and 

dealt with. It is therefore essential that the Child Protection Programme and all partners in child protection are cognizant 

and address this issue proactively. The danger of ‘gender mainstreaming’ is that crucial assumptions are not tested and 

the outcome from activities may have unintended negative consequences for the girl child. Passive mainstreaming of 

gender in this instance is not sufficient.  

10. OTHER ISSUES
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Protecting Children from Violence, Abuse and Exploitation in the Paci•c: 
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