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Introduction 
 
Oxfam is committed to comply with its obligations to inform donors, regulatory and legal authorities of 
misconduct. In so doing, Oxfam will balance the reporting obligations relating to the “do no harm” principle, its 
survivor and centred approach and its obligations relating to privacy, confidentiality and informed consent.  
 
To hold itself to the highest ethical standard, Oxfam may also choose to report misconduct cases to donors 
beyond what is mandatory in cases of criminal offences, misconduct affecting children or  adults or other cases 
of safeguarding misconduct and fraud and corruption misconduct. in order to comply with our transparency, 
accountability and reputational commitments.  

 
Purpose and Scope 
 
The SOP for reporting misconduct aims to provide a uniform approach across the Confederation in terms of 
responsibilities, principles and timelines for reporting to partner affiliates and donors.  
 



 

Page 2 of 6 
Printed versions are not controlled, valid versions on COMPASS 

This SOP provides guidance on:  
 

o Principles for reporting. This will be applied in line with the existing principles approved in the current 
policies.  

o Roles and responsibilities. 
o Reporting content and timelines. 
o Annex 1: Sample reporting templates 

 
The SOP for reporting misconduct complements the case management procedures for Safeguarding and Fraud 
& Corruption already adopted by Oxfam. This document does not include information about or guidance on 
Safeguarding, Fraud or HR case management, nor does it address the steps for internal reporting to regions, 
countries or trustees.  
 
The OI Associate Director for Safeguarding and the OI Associate Director for Risk and Assurance are responsible 
for reviewing and updating this SOP every two years. 
 
This SOP is targeted at the External Reporting Officers of the Executive Affiliates, to Country Directors so they 
are aware of the external reporting process, to donors and regulatory authorities for transparency and 
accountability, and to Safeguarding and Anti-corruption teams.  
 

Application across Affiliates  
 
This SOP sets minimum standards for the Affiliate members of Oxfam International.  Since no single SOP can 
document or anticipate the full range of regulations, due diligence, monitoring or reporting requirements that 
domestic governments or donors may impose on its civil society organizations or in their funding contracts, each 
Affiliate should supplement this SOP if required to meet these regulatory requirements 

 
Associated policies and procedures  
 

To find the latest associated policies and procedures, visit the official COMPASS Communities for Safeguarding 

and Fraud and Corruption, where all the related policies and procedures are available.   

 

Principles for reporting 
 
When reporting misconduct to donors or regulatory authorities (including through Partner Affiliates), the 
principles laid down in the policies mentioned above must always be followed. The clarifications below should 
always be read in conjunction with those documents:  
 

a. Survivor -centred Approach 
 
In line with the One Oxfam Safeguarding Case Management SOP, in all cases Oxfam will adopt a survivor -centred 
approach that enables it to take a reasonable and justified decision about reporting a case. This will include 
considering the survivor’s views while considering safety and other risks and taking into account opinions of 
local gender and child protection actors, if relevant. This approach is applied alongside respect for the rights of 
and due process for the subject of a complaint. 
 

b. Privacy and confidentiality  
 
Oxfam will ensure it complies with the highest standards of confidentiality in reporting on allegations of 
Safeguarding and Fraud & Corruptions Misconduct to comply with external reporting requirements.  
 

https://compass.oxfam.org/communities/safeguarding-community
https://compass.oxfam.org/communities/risk-and-assurance
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.   
 
Unless strictly necessary and following an appropriate risk assessment, Oxfam will not share any personal data 
that could identify anyone involved in allegations with donors or external regulatory authorities, following the 
principles of survivor -centred approach, confidentiality, and national privacy laws.  

 
Reportable case 

 
A reportable case is a case where there is credible and sufficient information about an allegation, in terms of 

information available to the Safeguarding or Anti-Corruption function that allows for a determination on 

reporting to be made (country, funds affected, survivor: children or person considered vulnerable, beneficiaries 

involved), and when the case is regarding:   

- Safeguarding misconduct cases 1 
- Fraud & Corruption misconduct cases 2 

- Terrorism Financing cases.  

- Other misconduct cases which pose a risk of significant reputational damage such as cases where 
management is involved.  

 
Factors relevant for making such a determination on reporting include sufficient information about the country 
in which the incident (is alleged to have) occurred, funds (likely to be) affected, category of survivor, category of 
Subject of Complaint, and whether the allegations involve children or beneficiaries.  
 
What is a non-reportable case?  

- HR/Interpersonal misconduct cases 

- Cases where the Executing Affiliate is supporting Partners or other organizations in investigations 

where no OXFAM funds or staff are involved 

Roles and Responsibilities 
 
Acknowledging that Oxfam is a confederation of 20 affiliates, each with different structures and different 
national,  donor, legal and regulatory obligations, the present SOP outlines the main roles and responsibilities 
for reporting.   
 

- EA/PA Safeguarding/Fraud/Corruption Response/Investigation Lead. For reporting purposes, the 
main responsibility of the leads will be to ensure that all the information needed to report to partner 
affiliates and donors is communicated properly and in a timely fashion to the External Reporting and 
Compliance Officer. The lead must also inform the legal team and the media team where appropriate.   

- Donor Account managers. The main responsibility of the (home) donor account managers in the 
reporting misconduct process is to ensure the information on the Donor Watch Out lists on COMPASS 
is updated on a regular basis, containing the donor requirements for reporting, to ensure accountability 
and compliance.   

- External Reporting and Compliance Officer (ERCO). The role of the ERCO varies per Affiliate; for the 
purposes of the present Reporting SOP, the main responsibility of the ERCO in the reporting misconduct 
process is to report to donors, including Partner Affiliates. The ERCO must ensure that the reporting is 
done to a confidential firewalled contact point.  

 
1 Safeguarding in Oxfam is a set of procedures, measures and practices to ensure that Oxfam upholds its commitment 
to prevent, respond to, and protect individuals from harm committed by staff and related personnel. In Oxfam, we focus 
on: sexual exploitation & abuse; sexual harassment; child abuse. We do this by listening to those who are affected; 
responding sensitively and safely when harm or allegations of harm occur; learning from every case. 
2 Fraud & Corruption is considered as the abuse of entrusted power for private gain; there is a range of specific 
dishonest activities that can be classified as acts of corruption, including: theft; fraud; bribery; nepotism; money 
laundering; and aid diversion/terror financing. 

https://compass.oxfam.org/communities/program-operations-and-funding-community/groups/operations-and-operational-handbook/wiki/donor-watch-out-sheets
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- Country Directors. While CD’s do not reporting directly to donors, they possess important information 
about facts of the case and the funds that are possibly involved and will provide this information to the 
EA as required. CDs are most likely to be the main contact persons for reporting to local authorities if 
applicable, in coordination with the legal teams 

 
Reporting content and timelines 

How much information to share 

To whom Considerations 
Partner 
Affiliates 

Standard rule: All reportable cases must be reported to the Partner Affiliates after the 
preliminary assessment is undertaken by the EA. Once there is enough information about the 
PA funds being affected, the EA must report to the Partner Affiliate. 
   
The minimum information reported to Partner Affiliates will be the same as reported to 
donors, as indicated below.  

Donors Minimum information to report to donors:  
- Category and type of misconduct  
· Month allegation reported 
· Business unit (country / regional platform / affiliate HQ) allegation took place 
· Is a child / minor involved? 
· Is a beneficiary involved? 
· Does it only affect Oxfam Representatives? 
The reporting template, in Annex 2 provides guidance to the Affiliates when the donor has no 
specific requirements.  
To make sure the donor requirements are up to date, the donor watch out sheets must be 
updated as soon as the requirements are modified.  
Note: The process flow chart below indicates what and when must be reported to donors.  
* Reports to private and corporate donors must follow the guidance of the account managers 

 
Reporting moments 
 

There are two key reporting moments: 

1. First notification (Allegation stage)  - When there is sufficient information to determine it is a 
reportable incident) and  

2. Final notification (Outcome stage) - When an investigation finishes and the actions are being 
agreed.  

 
Reporting timelines 

 

 

Where affiliates have stricter donor 

requirements, they will apply and they must be 

reflected in the correspondent OPA.  

This timeline may be adjusted as required by 

the facts and circumstances of the complaint. 

The 5 days to report is an indication, affiliates 

must strive to report as soon as they have 

decided the case is a reportable case. 

https://oxfam.box.com/s/ehnulsyzfziz2ag2s6ley078wr61uvxx
https://oxfam.box.com/s/ehnulsyzfziz2ag2s6ley078wr61uvxx
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Partner affiliate and Donor Reporting flowchart 
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ANNEXES 
 
Annex 1: Sampling reporting templates 
Annex 2. Oxfam guidance on reporting misconduct cases to national authorities 
Annex 3. Consultation panel and feedback received (Only for internal use) 

 
 

https://oxfam.box.com/s/ehnulsyzfziz2ag2s6ley078wr61uvxx
https://oxfam.box.com/s/tcmvo749qdb4haq8ter3e8n7zlp25hem
https://oxfam.box.com/s/t0gzkkec4gbw5y1vq3yg1jkdlizw9kff

