[bookmark: _Toc70083129][bookmark: _Toc71659459]pacerplus.org
[image: ]
 


PACER Plus
Implementation Unit
Operations Manual


Version History

	Version
	Date
	Details
	Authorised

	
	
	
	Name/Position

	[bookmark: _Hlk48145818]V1.0
	01/06/2021
	INITIAL DRAFT
	Di Barr
Contractor Representative
DT Global

	V2.0
	16/08/2021
	Rewrite of draft incorporating feedback and suggestions from, DFAT, NZ MFAT and Samoa MFAT and other revisions to align with IU Constitution
	Roy Lagolago
IU Head

	V3.0
	29/09/2021
	Submitted for JC approval
	Roy Lagolago
IU Head

	V4.0
	22/09/2022
	Updates: petty cash limits 
Per diem procedures 
Funds transfer procedures 
GEDSI review and update
Addition of entertainment policy (section 4.3)
	Approved by Budget Committee 21/09/22
Roy Lagolago
IU Head

	V5.0
	27/03/24
	Submitted for BC approval 

	Approved by the Eighth Budget Committee held virtually on 27 March 2024

	V6.0
	13/06/25
	Submitted for BC approval -16 April 
Approved intersessionally – 20 May 2025 
Submitted for JC approval -20 May 2025
Approved intersessionally – 10 June 2025
	Approved by JC intersessionally on 10 June, 2025

	V7.0
	14/09/26
	Submitted to BC approval – 30 September 2026 
	



The IU has prepared this document for the sole use and for a specific purpose, as expressly stated in the document. No other party should rely on this document without the prior written consent of IU. The IU undertakes no duty, nor accepts any responsibility, to any third party who may rely upon or use this document. This document has been prepared based on the IU’s requirements and IU’s experience, having regard to assumptions that IU can reasonably be expected to make in accordance with sound professional principles.  The IU may also have relied upon information provided by third parties to prepare this document, some of which may not have been verified. Subject to the above conditions, this document may be transmitted, reproduced, or disseminated only in its entirety.

[bookmark: _Ref72770610]

Table of Contents
1.	Introduction	5
1.1	Purpose of Operations Manual	5
1.2	Approval	5
1.3	Distribution	5
1.4	Amendments	5
1.5	Ambiguity resolution	6
2.	Overview of the PPIU	7
2.1	Background	7
2.2	IU Reporting Requirements	9
2.3	Governance, Authority and Accountability Arrangements	11
2.4	Delegation of IU Head	11
2.5	Key Personnel & Contacts	13
2.6	Roles & Responsibilities	14
2.7	Organisation Diagram	14
3.	Human Resources Management	14
3.1	HR Principles	15
3.2	Safeguarding Policies & Procedures	15
3.3	Recruitment	17
3.4	Due Diligence	25
3.5	Contracting, Onboarding & Mobilisation	26
3.6	Working Hours	29
3.7	Flexible Work Arrangements	29
3.8	Remuneration & Allowances	30
3.9	Leave Entitlements	31
3.10	Probation	32
3.11	Higher duties and acting arrangements	33
3.12	Training and Development	33
3.13	Employee Privacy and Data Protection Policy	33
3.14	Performance Management	34
3.15	Termination Process	36
3.16	Notice of Resignation	36
3.17	Exit and Offboarding	37
3.18	Grievance and Dispute Resolution Processes	37
3.19	Consultant Invoicing	38
3.20	Insurance	38
4.	Financial Management	39
4.1	Financial Management Roles & Responsibilities	39
4.2	Delegations of Authority	39
4.3	Company Registration in Samoa	40
4.4	Bank Accounts	40
4.5	Corporate Visa Debit Card	41
4.6	Revenue Recognition	42
4.7	Foreign Currency Payment	42
4.8	Funds Forecasts & Transfers	42
4.9	Fraud Controls	43
4.10	Internal Audit	43
4.11	Financial Management System	44
4.12	Accounts Payable	45
4.13	Payments to Government Officials	47
4.14	Purchase Orders	47
4.15	Expense Reimbursement & Missing Receipts	48
4.16	Cash Handling and Management	49
4.17	Depreciation	49
4.18	Payroll	50
4.19	Client / Donor Invoicing	50
4.21	Financial Reporting	51
4.22	IU Financial Statement	51
4.23	External Audit	51
5.	Procurement	52
Integrity, Ethics and Zero Tolerance	53
5.1	Capacity Building	53
5.2	Value for Money	53
5.3	Fairness	54
5.4	Transparency & Accountability	54
5.5	Proportionality	54
5.6	Sustainability and Environmental Responsibility	54
5.7	Social Responsibility	54
5.8	Localisation	54
5.9	Health, Safety and Compliance	55
5.10	Procurement Methods	55
5.11	Procurement Policy & Procedures	56
5.12	Conflict of Interest	56
5.13	Entertainment	57
6	Travel	57
6.1	Travel Policy	57
6.2	Travel Guidelines	57
6.3	Delegation of Travel Policy	58
7	Asset Management	59
7.1	Definition	59
7.2	Accounting Treatment	59
7.3	Purchase of Asset	59
7.4	Asset Register	59
7.5	Asset Disposal	60
7.6	Asset Usage & Security	60
7.7	Annual Stock take	61
8	Risk Management	62
8.1	PPIU Risk Management Policy and Risk Framework	62
8.2	IU Risk Register	63
8.3	Health, Safety, Security & Environment	63
8.4	Child Protection	63
8.5	Sexual Exploitation, Abuse & Harassment	63
8.6	Fraud and Corruption	64
9	Quality Management	65
9.1 PPIU Quality Management System	65
9.2	Quality Assurance	65
9.3	Quality Control	67
9.4	Non-conformance & Corrective Action Processes	67
9.4.1 Principles of Continual Improvement	67
9.4.2 The Corrective Action Lifecycle	68
10.	Activity Management	69
10.1	PACER Plus Goal, Objectives, and Outcomes	69
10.2	Work Program Activity Eligibility	70
10.3	Activity Management Cycle	71
10.4	Activity Quality Assessment	73
11.	Monitoring, Evaluation, and Learning	74
12.	Information Technology	76
Document Master List of Procedures, Templates, Forms	77


1. [bookmark: _Toc240278592]Introduction
1.1 [bookmark: _Toc70083130][bookmark: _Toc71659460][bookmark: _Toc240278593]Purpose of Operations Manual
The purpose of this Operations Manual is to:
· Standardised Reference Provide a reference document which articulates administrative systems, policies, and procedures (including but not limited to delegations, financial reporting standards and accounting, human resource management and procurement policies, procedures, and practices) which are to be adopted, used, and complied with by the PACER Plus Implementation Unit (IU) (and its staff and contractors) in exercising the IU's powers to perform its functions.
· Donor and Governance Alignment Satisfy the governance and contractual requirements of:
· the ‘Memorandum of Arrangement relating to the Establishment of the PACER Plus Implementation Unit, and its Constitution’ (the ‘Constitution’) 
· The ‘Funding Arrangement between the PPIU and the Government of Australia and the Government of New Zealand’; and
· Be a “living document” that will be regularly reviewed as required over the life of the IU.
1.2 [bookmark: _Toc240278594][bookmark: _Toc70083132][bookmark: _Toc71659462]Approval
In accordance with the IU Constitution, the Operations Manual must be approved by the Joint Committee (JC). 
1.3 [bookmark: _Toc240278595]Distribution 
[bookmark: _Toc70083133][bookmark: _Toc71659463]This Operations Manual is distributed to all IU personnel via the IU file management system within MS Teams and is also available to the PACER Plus JC, Parties, and other relevant stakeholders.  Some sections will also be made available to suppliers, consultants, sub-contractors, grantees, and other downstream partners as required.  
The IU Operations Manager (IU OM) is responsible for distribution.
1.4 [bookmark: _Toc240278596]Amendments
[bookmark: _Ref50573637][bookmark: _Toc70083134][bookmark: _Toc71659464]Amendments will be made from time to time by the IU OM, in response to the changing context and requirements of the IU operations and/or as and when policy or procedure changes are made by the JC or Principal Donors (Australia & New Zealand). Amendments which are administrative can be made by the IU OM, with all other proposed amendments to be considered by the JC as part of the annual review and update of the Operations Manual. 
Amendments and updates to the Operations Manual will also be summarised in the IU’s six-monthly reports to the JC.
All users of this document should ensure the most up to date version is referred to.
1.5 [bookmark: _Toc240278597]Ambiguity resolution
Where there is any ambiguity as to the meaning of anything in this document, the IU OM will consult with the IU Head, BC, JC or Principal Donors (where relevant) to coordinate and provide clarification. 

2. [bookmark: _Toc70083135][bookmark: _Toc71659465][bookmark: _Ref72770638][bookmark: _Toc240278598][bookmark: _Toc70083136][bookmark: _Toc71659466][bookmark: _Toc500101449][bookmark: _Toc70083137][bookmark: _Toc71659467]Overview of the PPIU
3 [bookmark: _Toc73476281][bookmark: _Toc73476379]
2.1 [bookmark: _Toc240278599]Background
The Pacific Agreement on Closer Economic Relations (PACER) Plus (‘the Treaty’) is a landmark trade and development Agreement that was signed in 2017 by the following countries:  Australia, Cook Islands, Kiribati, Nauru, New Zealand, Niue, Samoa, Solomon Islands, Tonga, Tuvalu, and Vanuatu. 
The Treaty covers goods, services, and investment. It aims to lower barriers to trade, provide greater certainty for businesses, raise living standards, create jobs, and increase exports across the Pacific.
PACER Plus entered into force on 13 December 2020 for the ten countries (‘Parties’) which have ratified the Agreement: Australia, Cook Islands, Kiribati, New Zealand, Niue, Samoa, Solomon Islands,  Tonga, Tuvalu and Vanuatu. 
At the same time as the Treaty was signed, the signatories also signed the ‘Implementing Arrangement for Development and Economic Cooperation under the Pacific Agreement on Closer Economic Relations Plus’ (‘the Arrangement’).  
The Development and Economic Cooperation (DEC) work programme for 2021-2025 ended on 12 December 2025. In November 2025 the JC approved the Phase II Implementing Arrangement for Development and Economic Cooperation under PACER Plus for 2026-2030 and this was consecutively signed by Ministers on 27 November 2025. The Phase II funding includes AUD23.2million from Australia and NZD10millon from New Zealand to fund the management and delivery of the DEC work programme for 2026-30, including the operation of the PPIU.
The PACER Plus DEC Work Programme 2026–2030 operationalises Chapter 10 of the Agreement, providing a coordinated framework for translating PACER Plus (Agreement) commitments into measurable outcomes. It is aligned to the PACER Plus Implementation Arrangement objectives, ensuring that support directly strengthens implementation of the Agreement, enhances economic cooperation, and delivers increased benefits for Parties.
The IU has been established in Samoa and has the legal capacity of an international organisation under the law of Samoa.  
The IU is governed by the ‘Memorandum of Arrangement relating to the establishment of the PACER Plus Implementation Unit, and its Constitution’ (the ‘Constitution’).


The Constitution lists the following Objectives and Functions of the PPIU:
Objectives
The objectives of the Implementation Unit are to assist the Joint Committee and Parties to implement the Treaty and related arrangements by managing the day-to-day development and implementation of the Work Programme and expenditure of associated resources.
Functions
The functions of the Implementation Unit are:
a) To provide information to the Joint Committee to assist in decision making and implementing decisions;
b) To provide regular financial reporting to the Joint Committee and the Budget Committee on the Work Programme budget and expenditure and on the applicable Annual Plan budget and expenditure;
c) To assist with the preparation and hosting of meetings, including, but not limited to, meetings for the Joint Committee, the Budget Committee, Treaty Chapter sub-committees, the Pacific Labour Mobility Annual Meeting, the Labour Mobility Working Group, and any other working group or committee created by the Joint Committee. This includes, but is not limited to, coordinating dates and logistics, drafting, and organising agenda and papers, and reporting outcomes, as directed by the Joint Committee;
d) To coordinate the development and implementation of the Work Programme, including gap analysis, liaising with the subsidiary bodies and national focal points, and harmonising support delivered under the Work Programme with relevant development activities of other donors/programmes;
e) To develop and maintain a Performance Assessment Framework, in consultation with the Parties, for the Joint Committee's approval;
f) To assist Parties to monitor, report and evaluate progress of the Treaty's implementation against objectives and the Performance Assessment Framework, including identifying successes to build upon and problems that need to be addressed;
g) To support capacity development of the national institutions of Parties to operationalise the Treaty and address regional implementation gaps, including Aid for Trade strategy development, coordination and monitoring;
h) To assist the development of regional mechanisms for effective collaboration and cooperation in the execution of the provisions of the Treaty, including on goods and services and, where appropriate, labour mobility; and
i) To support Parties in the promotion of the Treaty to key stakeholders such as business and industry, including through the development of communications strategies, tools, and resources.



This Operations Manual guides the operations of the IU office and it’s implementation of the DEC Work Programme.

[bookmark: _Toc200709973][bookmark: _Ref79163083]


2.2 [bookmark: _Toc240278600]IU Reporting Requirements
The following table lists the key reporting requirements for the IU in accordance with the Constitution and the ANZ IU Joint Funding Arrangement. 

Table 1-IU Key Reporting Requirements
	Ref
	Report Name
	Description
	Frequency/ Timing

	Const, cl. 12
	DEC Work Programme
	Five-year work programme, incorporating:
a. Matters identified or described in Chapter 10 of the Treaty in respect of mutually determined development and economic cooperation activities, and in the Arrangement with respect to the Work Programme;
b. The seven priority areas contained in the Arrangement;
c. Matters in respect of one or more of the key objectives specified in the Labour Mobility Arrangement, where so instructed by the JC;
d. Emerging issues identified, described, and prioritised by the JC which the JC formally requests the Head of the Implementation Unit to include in the Work Programme;
e. Ensuring that all activity designs include adequate consideration of gender dimensions and an analysis of gender gaps; address gender equality and women's empowerment as development goals, including by identifying these issues in the program logic model and monitoring and evaluating them using gender indicators and sex-disaggregation of data related to people; and specific gender activities that address gender within the context of implementing the Work Programme.
	Annual

	Const, cl. 13
	Annual Plan & Budget
	Annual Plan covering each financial year (July – June), including:
a. The foci determined by the JC from time to time, for the relevant year;
b. The activities required to deliver these foci;
c. Advocacy, public outreach, and stakeholder engagement; 
d. Performance assessment, monitoring, analysis, and reporting against the Performance Assessment Framework;
e. A costed workplan and budget;
f. Specific reporting requirements.
	March each year. 

	Const cl 40 a
	Six Monthly Progress Update
	Detailed and up-to-date review of the current Annual Plan setting out the Implementation Unit's progress in implementing that Annual Plan, including:
a. A detailed and up-to-date statement of the Implementation Unit's financial position;
b. A detailed and up-to-date report on the Implementation Unit's risks; 
c. An evaluation of progress against the Work Programme, the current Annual Plan and key performance indicators set out in the Performance Assessment Framework, and resulting and planned actions;
d. A reconciliation to budget and Annual Plan, noting material deviations from expenditure, delivery of outputs and progress; and
e. Any proposed adjustments to the Annual Plan;
	20 January each year

	Const cl 40 b
	Annual Report
	Annual report will include:
a. The Implementation Unit's unaudited financial statements as at the end of the relevant financial year;
b. A reconciliation of the financial statements to budget, noting material deviations;
c. A detailed report on progress against the Annual Plan and towards the outcomes identified in the Work Programme and achievement against the Performance Assessment Framework in the relevant financial year;
d. A detailed and up-to-date report on the Implementation Unit's risks;
e. Any proposed adjustments to the Work Programme; and
f. Lessons learned and opportunities that should be considered for future activities.
	30 July each year

	BC
	Quarterly Financial Reports
	Quarterly Financial Reports against agreed Work Programme Budget and Annual Plan and Budget, submitted to the JC and BC.
	Quarterly

	Cl 40 c
	Audited Financial Statements
	a. The Implementation Unit's audited financial statements as at the end of the relevant financial year;
b. The report of the auditor referred to in section 37;
c. A reconciliation of the audited financial statements to the unaudited financial statements referred to in (b) (i) above.
	30 September each year.

	Const cl 40 d
	Exception Reporting 
	Promptly after becoming aware of it, a report of and about any act, matter or thing which will or could:
a. Not comply with the Operations Manual;
b. Delay, significantly impact or change an Annual Plan or the Work Programme;
c. Result in a budget overrun, a revenue shortfall, or an increased cost which, in any case, is or may be, material;
d. Raise integrity issues in relation to the Implementation Unit, any employee of or contractor to, the Implementation Unit or any activity; 
e. Present a safeguarding risk for an employee, partner or someone in the community; or
f. Receive significant media attention; and
g. Promptly after receiving the request, a detailed and up-to-date report on or about any act, matter or thing requested by the JC. 
	As required


Reports, deliverables, and milestones shall be submitted to the JC and/or donors in accordance with the content requirements, format and due date specified in the relevant agreement.
A copy of all reports, including drafts, revisions, final approved versions and all JC or donor feedback and approvals, shall be stored on the IU Operations file, maintained by the IU.  
Any data collected for reporting requirements will be disaggregated (including by sex, age and disability, where applicable), in accordance with established MELA framework practice. 
[bookmark: _Toc70083143][bookmark: _Toc71659473][bookmark: _Ref79062397]In the case of serious non-compliance with the terms of the Joint Funding Arrangement, the Constitution or the Operations Manual, the IU will inform the Principal Donors and JC and consult with them on what remedial action is to be taken. 
2.3 [bookmark: _Toc240278601]Governance, Authority and Accountability Arrangements
The following figure (Figure 1) (taken from the PACER Plus Implementing Arrangement) illustrates the relationship between the management and implementation structure within the PACER Plus Implementation Unit and the JC, its subsidiary bodies, National focal points and contact points.  The structure also features the importance of private sector and civil society engagement at the national level for the successful implementation of the Work Programme and the Agreement.
Figure 1-PPIU Governance Structure
[image: ]
2.4 [bookmark: _Toc240278602]Delegation of IU Head
The PPIU Constitution assigns authority and accountability to the Head of the Implementation Unit (‘IU Head’), including the following key areas:
a) Providing a high standard of leadership to the Implementation Unit;
b) Ensuring the Implementation Unit operates with a high level of integrity;
c) Maintaining constructive and collaborative relationships with the JC;
d) Maintaining an appropriate public profile for the Implementation Unit;
e) The performance of its functions by the Implementation Unit;
f) The efficient and effective operation of the Implementation Unit;
g) The achievement, in or in respect of any relevant period, of the Work Programme and the Annual Plan;
h) Ensuring the Implementation Unit operates in accordance with, and within, its budget for the relevant period; 
i) All decisions relating to the operation of the Implementation Unit; and
j) Compliance by the Implementation Unit with:
1. This Constitution;
2. The Host Agreement;
3. The Operations Manual; and 
4. Any contract or other enforceable obligation entered into by the Implementation Unit.
In addition, the IU Head’s Terms of Reference (‘TOR’) (refer Annex A) also assigns authority and accountability across these and other areas.
In accordance with item (j) above and the IU Head’s TOR, the IU Head is authorised to make all decisions relating to the operation of the IU based on annual plans and budgets approved by the JC.  
The IU Head will work in close collaboration and consultation with the JC, Budget Committee (BC) and other relevant Committees and Parties, as required.  
The IU Head’s authority includes:
· All procurement decisions, contracting and management of individuals and organisations engaged to implement Activities within the approved Annual Plan; 
· In consultation with the BC, procurement decisions, contracting and management of individuals and organisations engaged to implement Emerging Activities (i.e., Activities not specifically itemised within the approved Annual Plan), providing these Activities:
a) Can be funded within the overall approved Annual Plan budget;
b) Meet all the eligibility criteria specified in section 10.2 or if not must have a thorough rationale to justify (e.g., To assist meeting a disaster or crisis response, etc); 
c) Are not considered ‘High Risk’;
d) Contribute to the overall equitable distribution of benefits of the Work Programme (i.e., Must not cause a significant imbalance in the distribution of benefits to party countries).


2.4.1 Transfer of Funds between Budget Heads
The IU Head may:
(i) transfer anticipated savings under any activity to meet anticipated over-expenditure under any other activity of the same Budget Head provided transfer does not exceed AUD80,000 per approved activity; and
(ii) transfer available funds between Budget Heads provided transfer does not exceed AUD 80,000.
Any proposed transfer in excess of AUD 80,000 must be approved by BC and JC through a revised Annual Plan budget. 
Anticipated savings means any expenditure which an activity expects to avoid incurring or to incur a lesser amount than the budgeted amount. 
Available funds mean savings from completed activities within Budget Heads. 
The details of such proposed transfers shall be consulted with all relevant Parties prior to the transfer, if pertaining to a national activity. The agreed outcome of the consultation between the IU and all relevant Parties and details of the transfer shall be reported to the BC and JC Meeting. 
[bookmark: _Toc70083145][bookmark: _Toc71659475]In addition, the IU Head may delegate his authority mentioned above to relevant and qualified IU personnel to enable efficient and effective operation of the IU functions. The IU Delegation of Authority (IU.001) sets out the details and scope of IU personnel authorisation limits for IU expenditure, contractual commitments, leave and timesheet approvals, travel and activities as delegated by the IU Head.
[bookmark: _Toc70083146][bookmark: _Toc71659476]Delegations will be reviewed annually, prior to each BC meeting and in alignment with Annual Plan and Budget processes, to ensure alignment with governance decisions and organisation needs.

2.5 [bookmark: _Toc240278603]Key Personnel & Contacts
The following table lists Long Terms Advisers and support staff within PPIU
Table 2: PPIU Personnel Contact List
	Name
	Position
	Email

	Alisi Wenonahlita Kautoke
	IU Head
	Alisi.kautoke@pacerplus.org 

	Ida-Tifitifi Fuimaono
	Executive Governance Coordinator
	Ida.Fuimaono@pacerplus.org

	Jason Naumovski
	DFAT Secondee/ Operations and Secretariat Manager (from 1 December 2026) 
	Jason.naumovski@pacerplus.org

	Alipate Tavo
	Trade Advisor – Trade in Goods
	alipate.tavo@pacerplus.org 

	VACANT
	Trade Advisor – Trade in Services, Investment and Movement of Natural Persons
	

	VACANT
	Labour Mobility Advisor
	

	Talaitupu Lia Taefu
	Performance Manager
	Talaitupu.liataefu@pacerplus.org

	Lusia Kaitapu
	MELA Specialist 
	Lusia.kaitapu@pacerplus.org 

	Ana Tudrau Tamani
	Communications Specialist 
	Ana.tudrau-tamani@pacerplus.org 

	Alistair Molioo
	Program Accountant 
	alistair.molioo@pacerplus.org 

	Tausaafia Sophy Mupo Nelson
	Finance and Administration Officer 
	tausaafia.mupo@pacerplus.org 

	Flavia Vaai
	Contracts and Compliance Officer
	Flavia.vaai@pacerplus.org 

	Danny Williams
	National Coordinator – Cook Islands
	danny.williams@mfai.gov.ck

	Afulilo Tuitama
	National Coordinator – Samoa 
	Nc.samoa@pacerplus.org

	Venice Oge 
	National Coordinator – Solomon Islands
	Nc.solomonislands@pacerplus.org

	Palatasa Havea 
	National Coordinator – Tonga 
	Nc.tonga@pacerplus.org 


[bookmark: _Toc70083147][bookmark: _Toc71659477]
2.6 [bookmark: _Toc240278604]Roles & Responsibilities
Terms of Reference for IU Personnel are provided in Annex A.

2.7 [bookmark: _Toc240278605]Organisation Diagram
The approved structure for the IU is shown on Figure 2. The staffing structure may need to change from time to time to meet the evolving needs of the Parties.  Any changes to LTA positions are subject to approval by the JC. 
[bookmark: _Toc70083148][bookmark: _Toc71659478]Figure 2 - PPIU Organisation Structure

3. [bookmark: _Toc500101451][bookmark: _Toc70083149][bookmark: _Toc71659479][bookmark: _Ref72770649][bookmark: _Toc240278606]Human Resources Management
This section describes the policies, procedures and tools used by the IU to create a safe, accessible and inclusive professional work environment in which personnel can reach their full professional potential.  It covers:
i. Values and Principles Our values and principles that underpin all that we do.
ii. Safeguarding Policies Our key safeguarding policies that govern how we work and reflect our ethics and values, including our Code of Business Conduct & Ethics (PPIU.002) and various safeguards policies such as Child Protection (CP) (PPIU.003) and Prevention of Sexual Exploitation, Abuse and Harassment (PSEAH) (PPIU.005).
iii. Employment Lifecycle the processes and procedures for staff recruitment, induction and on-boarding, ongoing professional development, and performance management; and 
iv. Terms and Conditions the terms, conditions and benefits for personnel engaged to work with IU.
[bookmark: _Toc70083150][bookmark: _Toc71659480][bookmark: _Toc500101452]The management of IU human resources are guided by the IU’s Human Resource Management policies and procedures. These policies and procedures are consistent with the requirements of labour law in Samoa and the requirements stipulated by the donors. 
4 [bookmark: _Toc73476290][bookmark: _Toc73476388]
3.1 [bookmark: _Toc70083151][bookmark: _Toc71659481][bookmark: _Toc240278607]HR Principles
The IU is committed to diversity, equity, gender equality and social inclusion. We offer a welcoming and safe workplace for all, and we manage the IU accordingly. We strive to make this workplace as accessible as possible, to all people. 
Discrimination or exclusion of any kind will not be tolerated, including discrimination based on race, sex, sexual orientation, age, ethnicity, religion, nationality, health, or disability. Any breach of this practice will be considered a breach of PPIU’s Code of Business Conduct and Ethics (PPIU.002) and/or PPIU’s Harassment and Discrimination Policy (PPIU.008). 
3.2 [bookmark: _Toc228861644][bookmark: _Toc228861761][bookmark: _Toc228861883][bookmark: _Toc228861998][bookmark: _Toc228862114][bookmark: _Toc228862213][bookmark: _Toc70083154][bookmark: _Ref71634843][bookmark: _Ref71656411][bookmark: _Toc71659482][bookmark: _Toc240278608][bookmark: _Toc500101459][bookmark: _Toc70083152][bookmark: _Toc499565960]Safeguarding Policies & Procedures
3.2.1 [bookmark: _Toc71659483]Code of Business Conduct & Ethics
IU is committed to always maintaining the highest standard of business conduct and ethics. 
All IU personnel, including employees, consultants, grantees, and other downstream partners who work with us are required to comply with PPIU’s Code of Business Conduct and Ethics (“Code”) (PPIU.002).  All personnel and consultants receive a copy of this Code upon commencement and are required to sign acknowledgement and agreement to comply.   Annual refresher training is also provided.
3.2.2 [bookmark: _Toc71659484]Conflict of Interest
To comply with the Code of Business Conduct and Ethics and perform our services in an impartial, professional, and ethical manner, all personnel must declare any conflicts of interest they may have (actual, potential, or perceived) as soon as they become aware of the conflict and/or which may arise during the time they work with IU.  This declaration must be kept up to date by individuals as circumstances change. 
Conflict of Interest disclosures can be made using the COI Disclosure Form (PPIU.009 for employees & PPIU.010 for consultants).  
COI forms must be sent to the IU Head.  All conflicts of interest are recorded in a Conflict-of-Interest Register, maintained by the IU Head. 
3.2.3 [bookmark: _Toc71659485]Gender Equality, Disability and Social Inclusion
To ensure strong and equal involvement of men and women in IU, all recruitment will be free from bias or prejudice, women and people with disabilities will be encouraged to apply, and a gender balance will be actively targeted during recruitment, including within the IU leadership team. Whenever there is a fair and competitive choice between two candidates, preference may be given to a specific candidate if this decision will enhance the gender balance of the workplace.
The IU will make all reasonable efforts within its control to ensure the IU work environment is accessible and provides inclusive, safe, trusted workspaces that encourages maximum participation from a diverse workforce.   
IU is committed to mainstreaming Gender Equality, Disability and Social Inclusion (GEDSI) across the program.  The GEDSI Strategy will inform all the HR operations and GEDSI-focused questions will be included in employment interviews to assess their understanding of GEDSI. 
Consideration will be given to ensuring all IU activities, products and support is as accessible and inclusive as possible. This includes, but is not limited to using disability aids, holding events venues that are physically accessible and using support services such as sign language interpreters.  
3.2.4 [bookmark: _Toc71659486]Child Protection
IU is committed to protecting all children from harm.  We actively seek to enrich the lives of all children through the development work that we do.
The IU Child Protection Policy (PPIU.003) is a key policy document and applies to all employees, volunteers, visitors, interns, trustees, board members, consultants, associates, and partners including downstream partners (collectively referred to as Personnel) that work with IU on any of our Work Program activities across the Pacific.  
All personnel should receive a copy of the Child Protection policy upon commencement during the onboarding/induction process and are required to sign acknowledgement and agreement with the Child Protection Code of Conduct and to complete a training program on child safeguarding in our work.  

It is important to note that all IU personnel have an obligation to:
· Uphold the PPIU Child Protection Policy (PPIU.003);
· Comply with the PPIU Child Protection code of conduct;
· Complete any required training; 
· All personnel working with or near children must undergo a WWCC‑equivalent background check in their country of residence.
· Monitor and report on child protection risks; and 
· Immediately notify the appropriate people if incidents are observed or issues suspected.
Any person who has knowledge of or suspects a potential child protection issue related to the IU or IU personnel or consultants must immediately report the matter via one of the following options:
· Your supervisor, manager, or Operations & Secretariat Manager
· IU Head
The IU Head will inform the JC Chair/DFAT/MFAT on any such matters and inform them on what proposed actions will be taken to address any potential allegations. 
  
3.2.5 [bookmark: _Toc71659487]Prevention of Sexual Exploitation, Abuse and Harassment 
[bookmark: _Toc70083155][bookmark: _Toc71659488]Sexual exploitation, abuse, and harassment (SEAH) is a violation of basic human rights. The IU will provide a safe and trusted environment that safeguards everyone from sexual exploitation, abuse and harassment including, employees, volunteers, visitors, interns, trustees, board members, sub-contractors/consultants, associates, partners, downstream partners, and the communities we work in.  
The IU recognises that the nature of our work places our staff (employees, volunteers, interns, trustees, board members, sub-contractors/consultants, associates, and partners) in positions of authority and trust in relation to the communities we work with, especially vulnerable adults and children.  All IU staff and accompanying adult dependents have an obligation to uphold high standards of personal and professional conduct at all times and must not abuse this position to exploit or abuse another person. 
The IU will maintain an organisational culture that prioritizes safeguarding against sexual exploitation, abuse, and harassment so that it is safe for those affected to come forward and report incidents and concerns with the assurance they will be handled sensitively and appropriately. 
Should the IU become aware of any allegation relating to SEAH, it will notify DFAT/MFAT within 2 business days, in accordance with donor safeguarding requirements. 

3.2.6 Reporting and Compliance
Immediate Incident Reporting
Any person who has knowledge of or suspects an incident of sexual exploitation, abuse or harassment or a policy non-compliance issue related to IU must immediately report the matter via one of the following options:
· Your supervisor, manager, or Operations & Secretariat Manager
· IU Head
The IU adopts a Survivor-Centred Approach, prioritizing the safety, privacy, and wishes of the person affected in every response.  This means all responses to SEAH allegations will prioritize the survivor's wishes, dignity, and safety, providing them with timely access to professional support services (medical, legal, and counselling) as outlined in PPIU.013.
Whistleblower and / or a robust External Channels
Please refer to the PPIU Sexual Exploitation, Abuse & Harassment Policy (PPIU.005) and associated forms and procedures (PPIU.006 & PPIU.007) more information.
[bookmark: _Ref79162936]
3.3 [bookmark: _Toc240278609]Recruitment
The IU recruitment processes ensure that appropriately qualified people are appointed to deliver high-quality technical advisory and support services to PACER Plus Parties for activities within approved Annual Plans.
The IU recruitment approach is competency-based and strives to promote transparency and accountability to appoint the most suitable candidate to each position. Within this context, recruitment will target candidates that represent the diversity of the Pacific and seek to achieve a gender balance in IU, including in senior management. 

In selecting staff for appointment to the Secretariat the key considerations shall be:
a) the relevant qualifications for the duties of the post;
b) proven competence and professional experience;
c) behavioural competency, including ability to adapt to a positive work culture and 
d) demonstrated personal integrity.

The Head of IU shall, where possible, in selecting executive/professional staff, give due consideration to the nationals of PACER Plus Parties and the desirability of obtaining broad national representation.

Women, people with disabilities and those living in remote communities may be deliberately targeted in the advertising of IU opportunities. 

No appointment is valid if it is not the subject of a written offer of employment signed by the Head of IU and a written acceptance signed by the appointee. 

Every offer of employment shall be in a standard contract format and shall contain a statement of duties, all the terms and conditions of employment, expressly or by reference, and shall include remuneration, allowances and other benefits. 

An appointment is on a fixed or short-term contract or is temporary.

3.3.1 Long Term and Short-Term Appointments 
A long-term appointment is an appointment to a post in the approved establishment of not less than one year and not more than three years’ duration. 

The length of the appointment shall be determined by the Head of IU according to circumstances and the requirements of the work programme. It will have an expiration date with respect to active duty specified in the letter of appointment. 

Temporary appointments, including relief arrangements, may be made for limited periods while a position within the approved establishment is vacant or the current occupant is absent on leave, subject to such special conditions as the Head of IU may determine. Prior to renewal of such an appointment, a determination shall be made whether there is a need to continue the post. 

Short-term appointments may be made for periods of up to three (3) months for a position not falling within the approved establishment. The short-term appointment is subject to special conditions as determined necessary by the Head of IU. 

The Head of IU may enter into a secondment agreement with another organisation (such as one previously entered into with the Department of Foreign Affairs and Trade, Australia) to receive an additional staff resource to support the delivery of the organisational objectives. The agreement will specify the terms of the agreement, including the length of secondment, key responsibilities of the secondee, obligations of the host organisation (PPIU) and the home organisation and responsibility of any financial costs relating to the arrangement. 

3.3.2 Position Descriptions 
A complete position description detailing the duties and responsibilities of the post shall be attached to each employment contract. 

Any significant changes in the capability required, judgement and/or responsibilities of the post may result in a revision and resizing of the position description through the process of job evaluation. 

A revision and resizing of the post may lead to a change in the classification of the post and/or salary scale. Any changes shall be recommended by the Head of IU and approved by the JC. 

Personnel may be recruited or sourced via a range of different methods. The most appropriate method depends on the nature of services and anticipated value and duration, summarised as follows:
Table 2-Recruitment Methods
	Nature of Services
	Approximate Value of Services
	Recruitment Method
	Description

	Short Term < 1 month duration, low risk services[footnoteRef:2] [2:  Low risk services"- services that may not require very specialised skills, non-critical to IU operations and present a minimal threat to the IU overall performance. 
] 

	Up to AUD20,000
	Direct Source 
	Approach 1 candidate. 
Note, this method must obtain prior from the Head of IU approval in writing.

	Short Term < 6 months duration
	Up to AUD80,000
	Limited Recruitment 
	Approach 2 – 5 candidates to apply and interview for the role.

	Long Term
	Over AUD80,000
	Open Recruitment 
	Advertised recruitment, open to all potential candidates to apply.



3.3.3 [bookmark: _Toc71659489]Direct Source
Subject to approval of the Head of IU in writing and satisfactory completion of IU due diligence processes (PPIU.011 & PPIU.012), the IU may direct source an individual for the provision of services to support IU activities.
Note: Direct Sourcing refers to the nomination and engagement of a particular individual or organisation for a specific assignment or activity in a specific set of circumstances. 
3.3.4 [bookmark: _Toc71659490]Limited Recruitment
Subject to approval of the Head of IU in writing and satisfactory completion of IU due diligence processes (PPIU.011 & PPIU.012), IU may use a shortened recruitment process (Limited Recruitment) to source an individual for the provision of services to support IU activities.  
Note: Shortened recruitment process refers to the nomination of at least two (2) and up to five (5) individuals to be considered by the IU Head or their delegate for a specific assignment or activity in a specific set of circumstances. If required, a brief informal interview process can also be conducted upon request. 
The process for Limited Recruitment is as follows:
Table 4: Limited Recruitment Process
	Step
	Procedure
	Responsibility
	Indicative
Timeframe

	1
	Develop Terms of Reference (TOR) using the TOR Template (PPIU.013) 
	IU Staff Member
	As required

	2
	Review and approve TOR for Limited Recruitment
	IU Head
	As required

	3
	Provide final approved TOR to relevant individual’s involved in selecting a candidate (Selection Panel[footnoteRef:3]) and advise an agreed timeline for receiving and reviewing CVs. [3:  Please note, a Selection Panel would generally include at least one representative from the PPIU, one from the member country who is seeking the advisory support and one other member from the JC or relevant committee as appropriate.] 

	IU OM
	As required.

	4
	Upon receipt of final TOR, IU OM commences the process of sourcing potential candidates (including obtaining an updated CV, and if possible, confirming availability).  Note:  Stakeholders (including donors, JC, Parties, IU team members P) may suggest candidates to approach for this process.  
	IU OM
	Within 3 business days of receiving approved TOR.

	5
	Provide Selection Panel with 2 – 5 CVs or organisations in response to the TOR 
	IU OM
	Within agreed timeframe 

	6
	Review CVs / organisations and advise IU OM if an interview is required (not mandatory) or if a preferred candidate has been selected.
Confirm IU Head approval for IU to appoint/contract preferred candidate.
Note: It is recommended this step be undertaken relatively quickly as candidate availability can often change if there are delays to decisions. 
	Selection Panel
	Within one week of receipt of CVs 

	7
	Conduct reference checks (PPIU.014) and due diligence check (PPIU.011 & PPIU.012) on selected candidate (if not already done) and file in the individual or activity file.
Commence contracting process (See 3.2 below) 
Advise unsuccessful candidates
	IU OM
	Within 3 business days of approval to proceed


[bookmark: _Toc71659491]
3.3.5 Open Recruitment
All vacant positions within the IU must be advertised:
a. for executive/professional staff, in all Parties countries.
b. for technical/support staff, in Samoa. 
Advertisements will outline that IU is committed to child protection and that the program encourages women, men and people living with disabilities to apply.
For most long-term positions, or any other case where direct sourcing or limited recruitment is not considered appropriate or has not identified a suitable individual, an Open Recruitment process should be undertaken. 
The process for Open Recruitment is as follows:
Table 5: Open Recruitment Process
	Step
	Procedure
	Responsibility
	Indicative
Timeframe

	1
	Develop Job Description 

	IU Staff Member
	As required

	2
	Review and approve Job Description for Open Recruitment
	IU Head
	As required

	3
	In consultation with the IU Staff Member, IU Head and other stakeholders, develop and agree a recruitment plan, which includes:
· final Job description & salary/fee range and support provisions (if any);
· External advertising sites (e.g., Seek, Devex and others)
· Other candidate attraction strategies including deliberately targeting women and PWDs;
· Timeframe (IU suggest around 3 weeks to receive applications);
· confirmation of the Selection Panel[footnoteRef:4] members (including contact details); and  [4:  Please note, a Selection Panel would generally include at least one representative from the PPIU, one from the member country who is seeking the advisory support and one other member from the JC or relevant committee as appropriate.] 

· indicative shortlisting and interview dates.

	IU OM
	Within 5 working days of receiving final TOR

	4
	Implementation of recruitment plan:
Upload position on PACER Plus website; 
arrange external advertising if required, including sharing of recruitment notices across PACER Plus social media platforms; 
contact relevant professional associations and networks, and representative groups to arrange promotion of positions.
Note: Seek diversity in selection panel to bring diverse views and experiences to process.
	IU OM
	Within 3 working days after Recruitment Plan approved

	5
	The IU OM will receive and acknowledge all applications for the position advertised. A listing of all applicants shall be developed and provided to the IU Head and together with all applications received on the closing date. 
	IU OM
	During advertising term

	6
	Provide Selection Panel members with:
Selection Panel Briefing, Confidentiality and Conflict of Interest Disclosure Form (PPIU.015);
Copy of TOR;
Summary list of all candidates and whether long-listed or rejected;
Long-listed CVs and application documents; and 
Short listing score sheets (PPIU.016), if needed  
Note: CVs of candidates that were not long-listed can be made available for review at the shortlisting meeting.
Note: Selection Panel Members must observe utmost sensitivity and confidentiality in relation to candidate information as this information may be obtained by the candidate under relevant Freedom of Information Act provisions.
Note: Selection Panel members must be careful to recognize and eliminate any unconscious bias they may have towards individual applicants.  
	IU OM
	Within 1 week of position closing date

	7
	Selection Panel members to:
Appoint a chairperson;
Complete Selection Panel Briefing, Confidentiality and Conflict of Interest Disclosure Form (PPIU.015) and send to PPIU OM;
Review CVs and application documents;
Complete scoring sheet (PPIU.016) for each applicant; and
Discuss and agree timing and other arrangements for interviews (phone, face to face, etc.), including any potential questions or focus areas for interview.
Selection Panel chair to:
Collate scores and advise PPIU OM or send to PPIU OM for collation if required; and 
Advise PPIU OM of preferred interview timing and potential questions etc.
Note: Candidates should be offered interviews at times that are convenient and, in a form, (online, face to face) that is accessible to them. 
	Selection Panel Members









Selection Panel Chair
	Within 5 working days of receiving CVs

	8
	Inform candidates who were not short-listed they were unsuccessful.

	IU OM
	Within 2 working day of short-listing meeting

	9
	In consultation with Selection Panel members and/or relevant stakeholders, finalise interview questions using the Interview Questions and Scoring Template (PPIU.017) 
	IU OM
	Within 2 working days of short-listing meeting

	10
	Arrange interview schedule and with candidates.
Notify Panel Members of final interview schedule and venue (if in person).
Prepare interview forms and materials as needed.
	IU OM or delegate
	Within 5 working days of short-listing meeting

	11
	Oversee arrangements of necessary logistics (travel and accommodation) for candidates or panel members (if face to face interviews are required).
	IU OM or delegate
	Upon request

	12
	Conduct interviews of shortlisted candidates.
If required, IU OM can act as Panel Chair and facilitate interview process, including:
Providing a briefing to Selection Panel regarding interview process, including any necessary updates of Conflict of Interest Declarations; and 
Introduce candidate to the panel members and advise them of the interview process and protocol, reference checking and no provision of feedback.
	Selection Panel Members
	Within 3 weeks of advertising close date

	13
	Each panel member to complete individual interview scores and notes for each candidate using Interview Questions and Scoring Template (PPIU.017)
Note: Panel members can discuss scoring with each other as needed but should complete their own separate forms.
	Selection Panel Members
	After each interview

	14

	At conclusion of all interviews:
Compile scores and determine ranking of candidates by sorting from highest score to lowest;
Establish whether candidates are suitable or not suitable; and
Panel Members to discuss and specify any matters that should be addressed during the reference check process and notify IU OM.
	Selection Panel Chair
	Once all scores received

	15
	If required, panel may:
request a second interview;
arrange for additional assessment method (e.g., written scenario response); and 
request the position be re-recruited.
	Selection Panel Members
	At end of all interviews

	16a
	Due Diligence – Reference Checks
Complete verbal or written reference checks for preferred candidate(s) using PPIU Reference Check Template (PPIU.014), to verify CV and to address any other matters raised during the interview process.  This may also include informal reference checking through selection panel networks, and/or through discussion with relevant U staff who may be aware of the candidate’s performance.
	A Selection Panel Member
	Within 4 working days of interviews

	16b
	Due Diligence – Background Check and Verifications
Undertake due diligence on preferred candidate, including:
Standard PPIU due diligence process as per Due Diligence Procedure (PPIU.011 & PPIU.012); 
Verification of tertiary qualifications, charterships or other professional qualifications as required: and 
Any other due diligence methods as deemed appropriate by PPIU (including Criminal Background Check, 
	PPIU OM or delegate

	Within 4 working days of interviews

	17
	If any issues of significant concern are raised through due diligence which may impact on the decision to proceed with recruitment, these concerns will be raised with the relevant Selection Panel members for determination of necessary action.
Note: Selection Panel Members must observe utmost sensitivity and confidentiality in relation to candidate information as this information may be obtained by the candidate under relevant Freedom of Information Act provisions.
	IU OM

	Within 4 working days of interviews

	18
	Prepare a brief Recruitment Outcome and Recommendation Report (PPIU.018) summarising recruitment process, and seeking approval to appoint the preferred/recommended candidate; and 
Submit toIU Head for approval to proceed to contracting.

	Selection Panel Chair
	Within 5 working days of interviews

	19
	Approval of panel recommendation including budget allocation for the position.
Note: Electronic signature or email approval is acceptable.

	IU Head
	Within 3 working days of receiving recommendation

	20
	If no suitable candidate for the position is identified during the first recruitment round, the IU OM and Selection Panel members can review and revise the Recruitment Plan as needed, then repeat steps above or direct source a candidate if requested by the IU Head.
	Selection Panel Members
	If required

	21
	Contact successful candidate and make verbal offer. If verbal acceptance, inform Selection Panel Members and proceed to contracting and mobilisation.
If verbal offer declined, advise IU Head of intention to contact next highest ranked, suitable candidate. 
	IU OM
	Upon approval from IU Head

	22
	Inform unsuccessful interviewed candidates the position has been filled. 
Seek permission to have details retained on database for consideration with future positions. 
 IU is not obliged to provide feedback to unsuccessful applicants, as per application declaration. 
	IU OM
	Upon contract signing with successful candidate



3.4 [bookmark: _Toc240278610]Due Diligence
[bookmark: _Ref71633272][bookmark: _Toc71659492][bookmark: _Toc500101457][bookmark: _Toc70083158]3.4.1	Criminal Background Checks
All IU personnel who meet one of the following criteria, are required to complete a Criminal Background Check:
· Anyone who mobilises to another country (away from their home residence) for IU;
· Anyone who is designated as working with children by IU’s risk assessment process; or
· Any other member of staff who IU considers a Criminal Background Check is prudent. 
In the event a Criminal Background Check cannot be carried out prior to mobilisation in country, a Warranty and Declaration Form (PPIU.019) will be completed by the individual and submitted to the PPIU OM. The Warranty and Declaration Form (PPIU.019) provides an interim measure that has legal standing until the Criminal Background Check has been carried out. It does not replace the requirement for a Criminal Background Check or any other due diligence processes. 
3.4.2 	Reference Checks
Reference checks are conducted to validate suitability of candidates using the PPIU Reference Check Template (PPIU.014). Candidates should provide details of professional referees and a minimum of 2 reference checks should be undertaken by one of the interview panel members. Referee checks are confidential information and feedback should only be shared with the appropriate parties.
3.4.3 	Identity Checks
Successful candidates are required to provide photo identification prior to the commencement of the contracting process.
3.4.4	Qualification Checks
Where positions require specific qualifications, relevant tertiary certificates are required to be presented.
3.4.5 Sanctions Screening
Candidates will be verified against Australian and NZ Sanctions registers 
The IU is committed to ensuring that its operations do not directly or indirectly support individuals, entities or organsations which are subject to international sanctions. Sanctions screening will be conducted against the Australian and New Zealand sanctions register prior to engagement or contracting. 
Sanctions screening shall apply to:
· All prospective employees and personnel engaged by the IU;
· Individual consultants and contractors;
· Suppliers and service providers prior to contract award;
· Grant recipients and beneficiaries receiving IU-managed funding;
Downstream partners, implementing partners, and subcontractors. Where a potential match is identified, no appointment, contract award, payment, grant disbursement, or engagement shall proceed until the matter has been reviewed and cleared by the IU Operations Manager. Potential matches shall be escalated for further due diligence and verification, including confirmation of identity and assessment against applicable sanctions requirements. Confirmed sanctions matches shall result in the proposed engagement, contract, grant, or procurement being declined, suspended, or terminated, as appropriate.

3.5 [bookmark: _Toc71659493][bookmark: _Toc240278611]Contracting, Onboarding & Mobilisation 
Once the IU Head has approved the appointment of the selected candidate, IU will commence the process of contracting, on-boarding, and mobilising the individual. 
All personnel working with IU will be engaged via an employment contract. Remuneration, terms, conditions, and allowances (including leave) are specified within the Schedules of employee’s individual contracts and are considered private and confidential.
A copy of the Job Description will be included as a schedule in the individual’s contract.  Job Descriptions will be reviewed and adjusted (as agreed between the supervisor and the individual) as part of the annual Performance Review process. The employment contract shall include requiring candidates to agree to abide by relevant policies relating to Child Protection, Sexual Exploitation, Abuse and Harassment and Fraud. 
Contracts will be stored electronically in confidential HR files to protect the privacy of individual’s information.
The process for contracting, onboarding and mobilisation is as follows:
Table 6: Contracting, Onboarding & Mobilisation Process
	Step
	Procedure
	Responsibility
	Indicative
Timeframe

	1
	Discuss contract terms and conditions with successful candidate, ensuring remuneration and Job Descriptions align as close as possible with the intended role as per the approved Annual Plan. 
	IU OM
	Once approval to contract is received 

	2
	Prepare draft employment contract (PPIU.021), including Job Description, fees/remuneration, reporting requirements and any other conditions, using the current approved template.

	IU OM 
	Once terms and conditions are agreed with individual

	3
	Peer review draft contract.
	IU Head 
or 
Other IU team member
	Within 1 working day of receiving draft

	4
	Successful candidate is provided with:
Formal contract document;
Disclosure of Conflict of Interest Form (PPIU.009 or PPIU.010);
Warranty and Declaration in lieu of Criminal Background Check (PPIU.019); and

In addition to above, candidates who will become IU employees will also be provided with:
Employee Information Record; 
Superannuation Choice of Fund Form (if applicable); and   
Tax File Number Declaration Form (if applicable).  
	IU OM/ Corporate Service team member
	Once draft contract is reviewed and finalised

	5
	 Travel Arrangements and Visas 

The Corporate Services Team should arrange booking for the new staff member’s travel and shall also notify the Samoa Ministry Foreign Affairs and the Department of Immigration of the new staff member’s arrival and request relevant privileges and visas for the staff member and dependents. 

The Corporate Services Team will liaise with the staff member (if they are overseas) regarding shipping of household effects and travel arrangements for dependents if they are not accompanying the staff member
	IU OM/ Corporate Service team member
	Once draft contract is reviewed and finalised

	6
	Signed contract and completed employment forms received. 
Original documents to be filed in secure HR folder and email sent to notify relevant IU personnel.
	IU OM/ Corporate Service team member
	On receipt of completed documents

	7
	Set up the following for the new adviser:
Cost codes in Xero
New email address 
Workspace
Procure equipment (e.g. laptop)
	IU OM/ Corporate Service team member
	On receipt of completed documents

	8
	If applicable:
Make contact with Adviser to arrange mobilisation travel arrangements; 
Book travel via IU corporate travel provider; and 
Provide pre-mobilisation briefing to candidate and any other support required for new staff and their dependents. For Long Term Advisers (LTAs) this may include assistance securing housing, schooling, transport, childcare, cultural orientation, and gender aware safety and security briefings.
	IU OM/ Corporate Service team member
	Within 1 working day of contract signing

	9
	If applicable, Adviser mobilises to location of work.

	Adviser
	On required date

	10
	Adviser commences work.
	Adviser
	On required date



[bookmark: _Ref79162907]3.5.1	Onboarding and Induction
All new personnel must complete the Induction Checklist (PPIU.080), covering:
· Integrity: Mandatory Fraud awareness and Anti-Corruption training (refreshed annually).
· Safeguarding: Child Protection and PSEAH policy briefing.
· Data & Security: IT security protocols, employee privacy obligations, and data handling requirements.
· Policies: Formal sign-off on the Code of Business Conduct & Ethics (PPIU.002) and all core IU policies.
· Declarations All personnel must sign induction checklist and complete annual safeguarding, fraud, and COI declarations.
[bookmark: _Toc454288374][bookmark: _Toc455068059][bookmark: _Toc465844995][bookmark: _Toc71659494]Please note that all IU personnel are required to comply with the following policies:
· Code of Business Conduct & Ethics (PPIU.002);
· Child Protection Policy (PPIU.003);
· Fraud Policy (PPIU.023) and Control & Reporting Procedures (PPIU.024 & PPIU.025); and Fraud Awareness;
· Anti-Corruption Policy (PPIU.026);
· Preventing Sexual Exploitation, Abuse and Harassment Policy (PPIU.005);
· IT Policy (PPIU.027); and 
· Whistleblower Policy (PPIU.082)
· Environmental & Social Safeguards Policy[footnoteRef:5] [5: ] 

· Anti-Money Laundering & Counter-Terrorism Financing (AML/CTF)
· GEDSI Strategy & Action Plan
3.6 [bookmark: _Toc240278612]Working Hours
Normal hours of work for full-time employees is 40 hours, Monday to Friday (excluding lunch-breaks) in accordance with a schedule established by the IU Head.
Team members may be requested to work reasonable additional hours from time to time to fulfil the requirements of the role and urgent IU priorities. 
Overtime will not be payable for any reasonable additional hours worked.
IU Personnel who are required to work during a workday outside normal hours as directed by the IU Head or at weekends may be compensated by equivalent time off for the hours worked. 

3.7 [bookmark: _Toc71659495][bookmark: _Toc240278613]Flexible Work Arrangements
Opportunities for flexible work arrangements (which may include job-sharing, part-time work, or remote work) will be considered where this would be an equitable employment solution for the individual and the IU, or where this may eliminate barriers to diversity in employment. 
Efficiencies within IU can be achieved using flexible work approaches.  For example, job sharing allows for coverage when part time IU personnel is unable to attend work, ensuring continuity of service from that position.  Job sharing can also facilitate mentoring and capacity building when pairing together experienced and less experienced team members. This also provides the opportunity for two individuals to benefit from employment, professional development and the ongoing benefits to their families and community.
[bookmark: _Toc70083153]Please note that any flexible work arrangement that places excessive and unacceptable risk on the delivery of IU or agreed outcomes will not be approved.
Any Work from Home arrangements are subject to approval by the IU Head and are subject to the PPIU Work from Home Policy (PPIU.028).
Any personnel who wish to or are required by circumstances to work from home must complete a Work from Home Safety Checklist (PPIU.029) which is designed to guide a suitable and safe set-up and ongoing operation of a home-based office environment. 
This checklist is to be completed by the employee and submitted to their supervisor/manager for leadership team approval before work from home activity can commence. 
3.8 [bookmark: _Toc240278614]Remuneration & Allowances
[bookmark: _Toc465844927][bookmark: _Toc71659497]3.8.1	Salary/Fees
Remuneration rates for salary/fees (and any applicable leave entitlements and allowances) will be specified in each individual’s contract and will align as close as possible to the intended remuneration for role as per the approved Annual Plan. 
[bookmark: _Toc465844928][bookmark: _Toc71659498]Salary payments, expense claims and/or payments invoices will be made by electronic transfer into the individual’s nominated bank account.
3.8.2	Housing Allowance (if required for LTA mobilising overseas)
Where applicable, Long-Term Advisers who mobilise to a country away from their home base may be eligible for a housing allowance.  
This is reimbursable at cost up to a limit set out in the individual’s contract.
Individuals are required to provide a copy of their signed lease (or other details confirming housing arrangement) to the IU OM and a copy will be kept on file. 
Individuals receiving a housing allowance will be required to provide evidence to substantiate that their lease arrangements have not changed and that payments, as claimed, have been made. This information may be in the form of rent payment receipts, internet banking records or other forms of information which demonstrate that rent is being paid and in enough verifiable detail to satisfy the requirements of an auditor. 
Periodic internal audits of leases and housing payments will be undertaken.
Utilities and other indirect costs are not reimbursable. 
IU does not pay for rental bonds – these are the responsibility of individual advisers, including having the bond returned at the end of the lease period. 
IU is not responsible for the cost of any alterations, repairs or maintenance to individuals’ private housing and the responsibility for this rests with the tenant and/or the property landlord as outlined in their individual lease agreements. 
[bookmark: _Toc465844930][bookmark: _Toc71659500]3.8.3 Mobilisation and Demobilisation Expenses (if required for LTA mobilising overseas)
If required, IU will provide international personnel and their accompanying family members with an airfare to mobilise to, and demobilise from, the country of assignment. As a general principle, individuals who are already mobilised in the country of assignment and who are re-contracted or extended will not be entitled to demobilisation and remobilisation for their renewed or continuing engagement.
All mobilisation expenses and allowance limits will be specified in each individual’s contract.
Due to flight schedules, compulsory stop-overs may be required as part of travel. 
The cost of associated accommodation and airport transfers will be reimbursable at cost up to a reasonable limit, upon submission of a claim and original receipts. Meals are not reimbursable, as these are considered to be covered by the individual’s mobility allowance.
Travel must be booked in accordance with the PPIU Travel Policy (PPIU.031). 

3.9 [bookmark: _Toc465844931][bookmark: _Toc240278615][bookmark: _Toc476578324][bookmark: _Toc498616132][bookmark: _Toc32937128][bookmark: _Toc65665926][bookmark: _Toc71659501]Leave Entitlements 
Annual leave entitlements for IU personnel shall be credited each month at the rate indicated in their individual contract. 
The IU Head shall approve the accumulation of annual leave entitlement, taking into account the responsibility of managing leave and ensuring the employee is getting adequate breaks in service. 
The IU OM will monitor leave balances and advise the individuals and their supervisors of any significant balances that should be used.  
[bookmark: _Toc71659502]Periodic leave balance reports will also be provided to employees upon request.
3.9.1	Annual Leave
All personnel are required to take their annual leave within the 12-month period the entitlement falls due. Any decision to roll over of unused annual leave balance, will be subject to approval by the IU Head.  
Annual leave will not be paid out upon completion/termination of employment. 
Annual Leave should be planned well in advance of proposed Annual Leave dates and should be scheduled to minimise interruption to work of the IU.  
Individuals must submit a Leave Application at least two weeks before taking vacation leave, or as soon as possible for all other leave. This will facilitate the planning and scheduling of workload distribution during leave periods. Annual Leave is approved by each person’s direct line manager.  
[bookmark: _Toc71659503]For the IU Head, extended periods of annual leave (over 1 week duration) should be scheduled in consultation with the Chair of the JC.
3.9.2	Personal/Sick Leave 
Personal leave will be accrued throughout the duration of employment but will not be paid out upon completion/termination of employment.
Personal leave in excess of two (2) days must have a medical certificate to support their Leave request. Personnel who are absent on personal leave must notify their supervisor of their absence on the first day of absence, and any subsequent day/s. 
Sick leave will be accrued at the rate of ten (10) days per annum.
[bookmark: _Toc454288385][bookmark: _Toc455068067][bookmark: _Toc465845003][bookmark: _Toc476578325][bookmark: _Toc498616133][bookmark: _Toc32937129][bookmark: _Toc65665927][bookmark: _Toc71659504]Personal leave in excess of five (5) days at any one time must show the cause or nature of illness on the medical certificate. If any personnel has excessive periods of personal leave the supervisor and the individual will discuss ongoing working options e.g., working part-time or job sharing.
3.9.3	Public Holidays
IU personnel based in Samoa will observe all nominated public holidays as notified by the Government of Samoa.  
Long Term personnel will be entitled to paid public holidays. 
With respect to Christmas closure, IU will remain closed during the week between Christmas and New Year. Staff will not be required to take annual leave during this time. 

Staff wishing to work during this period may be able to do so if it is deemed necessary and with the written prior approval of the IU Head
3.9.4	Other Leave
Other types of leave may apply in accordance with the relevant employment legislation in the country of employment.  
For example, personnel employed in Samoa will be entitled to maternity leave provisions in accordance with Samoan labour and employment legislation.

3.10 [bookmark: _Toc70083161][bookmark: _Toc71659506][bookmark: _Toc240278616]Probation
All personnel employed by IU for a period of six months or more will serve an initial probationary period upon commencement, as stipulated in their employment contract.  This is generally for a period of between three (3) to six (6) months, depending on the complexity of the role and any specific local labour requirements. 
The probation period is a period in which IU can assess the suitability, skills, and performance of the employee against the requirements of the position and ensure the new employee is appropriately inducted and provided with the right support and tools.  At the same time, the new employee can consider their suitability and compatibility with the position and with IU.
During the probationary period, either the employee or IU may terminate the employment without prejudice by giving (usually) one week’s notice, or payment in lieu of notice.
A performance review discussion between the manager and probationary employee should take place at least fifteen (15) days before the end of the probation period. The IU can choose to extend the probationary period by a further 3 months, should this be required. 
If there are any areas of concern regarding the employee’s performance at that time or any time during the probation period, the manager must consult with the IU Head. If termination without prejudice is decided, this will be formalised in writing in conjunction with the IU OM. 
If there are no major areas of concern, the employee’s Manager will arrange a brief discussion with the employee to discuss their experience to date, progress, and any areas to focus on or strengthen. If both parties agree to continue employment this is confirmed through the probation review form.
[bookmark: _Toc71659507]Please refer to the PPIU Probation Policy and Procedure (PPIU.033) and accompanying Probationary Review Form (PPIU.034) for further information and guidance.
3.11 [bookmark: _Toc240278617]Higher duties and acting arrangements 
For all IU personnel except the IU Head 
Where substantive staff are on leave (either planned or unplanned, and for more than two weeks) or a position is vacant, and there exists a need to fill a gap in duties to be undertaken, existing employees may be eligible to undertake high level duties in addition to those of their substantive position, for a temporary period of time. 
Higher duties eligibility will be subject to approval by the IU Head, will be limited to a period of no more than three months at any one time and will consider whether the employee engaged in higher duties has the relevant skills, knowledge and competencies to fulfill the duties of the higher-level position temporarily.
Employees who are on higher duties will be paid the difference between their current salary and the base salary of the higher position which they will be temporarily occupying. Payment will be made from the commencement date of higher duties until the end of the agreed period. Any arrangements for higher duties will be confirmed and approved in writing by the IU Head. 
In the case where the IU Head is on leave 
Where the IU Head is on leave (either planned or unplanned, and for any period of more than one week), the IU Head may nominate a staff member from the IU to act in this position, and this will be subject to the approval of the JC Chair. Separately, if there is an extended absence of the IU Head, the JC Chair may nominate a staff member of the IU directly to act in the IU Head position. Any arrangement will be confirmed and approved in writing by the JC Chair and informed to all Parties. 
Any high duties arrangements must be funded from the existing Personnel budget allocation. 
3.12 [bookmark: _Toc240278618]Training and Development 
PPIU is committed to ensuring that all personnel possess the necessary skills and knowledge to drive the achievement of IU’s strategic goals. Training and development initiatives are directly aligned with PPIU’s core capabilities and operational objectives, ensuring that investment in professional growth contributes to increased efficiency and the successful delivery of institutional mandates.
To ensure resources are targeted effectively, a comprehensive Training Needs Assessment (TNA) shall be conducted on an annual basis to identify competency gaps, establish training priorities and inform the utilisation of budget allocated for training. The TNA will be based on training needs identified through performance assessments as well as individual requests made by staff, including National Coordinators. Any training completed will be recorded in the Training Register (PPIU.070).

3.13 [bookmark: _Toc240278619]Employee Privacy and Data Protection Policy
PPIU protects all personal information and takes privacy seriously. Secure storage and encryption are used to prevent unauthorized access to data. Only authorized staff with a specific work-related need are allowed to access records.
Clear rules are followed regarding how long information is kept. Safeguarding data must be stored in encrypted, access‑restricted systems. All personnel are required to complete an Employee Privacy Consent Form (PPIU.081). 
Records are held only as long as legal or operational requirements dictate. Once no longer needed, records are deleted or destroyed safely. This protects privacy while meeting all legal and security standards.

3.14 [bookmark: _Toc240278620]Performance Management
[bookmark: _Toc171497678]The IU’s approach to performance management aims to:
· Foster collaborative and open relationships between Advisers and their Managers, colleagues, and counterparts;
· Proactively address any issues or concerns with Adviser performance;
· Communicate expectations for performance of the Adviser’s role;
· Acknowledge the relevance and importance of each individual’s activities and contributions to achieving IU objectives; and
· Facilitate continuing professional development and training opportunities wherever possible.
It is important that performance issues and concerns are addressed proactively.  
Supervising Managers should consult with IU Head or IU OM to seek advice and guidance on any significant performance issues, especially in the case of misconduct or any case where termination is being considered.
Likewise, team members should raise their concerns with their direct supervisor so that efforts can be made to address problems collaboratively and with good will.
Please note any matters relating to a breach or potential breach of our Code of Business Conduct and Ethics or any of the safeguarding policies mentioned in section 3.2 above, must be reported to IU immediately in accordance with the relevant reporting procedures. 
 
3.14.1 [bookmark: _Toc71659508][bookmark: _Toc425240641][bookmark: _Toc455155026][bookmark: _Toc499565980][bookmark: _Toc500101474]Performance Assessment
Performance Assessments will be conducted annually (or at the completion of the Adviser’s assignment if short term) using the PPIU Performance Assessment tool.  
PPIU conducts performance assessments in an open, fair, objective, and impartial manner to assess each individual’s work performance and where necessary, identify any areas requiring improvement, mentoring or further development.
The table below outlines PPIU’s Performance Assessment Process.
Table 7: Performance Assessment Process – Individuals
	Step
	Procedure
	Responsibility
	Indicative
Timeframe

	1
	Complete self-evaluation form PPIU.035(a)_Employee Self-Assessment Template.docx

 
	Employee
	For the calendar year by 15 January 

	2
	Complete Manager Feedback for the employee. PPIU.035(a1)_PPIU Performance Assessment (PPA) Note.docx

 
	Supervising Manager
	Annually from Adviser’s start date or at completion of TA assignment.

	3
	If required, send feedback request to other Stakeholders (e.g., The IU Head, Party Country representatives, etc.)
	Supervising Manager
	Once endorsed PA is received from IU Head.
 

	 4
	If required, the Adviser/Employee can provide comments in response to Supervising Manager or Stakeholder feedback.  Likewise, the Supervising Manager can provide comments in response to the Adviser/Employee’s self-evaluation.
	Adviser & Supervising Manager
	Within one week of form completion.

	5
	Set up a Performance Assessment meeting between Adviser/Employee and their Supervising Manager to discuss the feedback received.  
	Supervising Manager
	Within one week of form completion.

	5
	Final PA is electronically signed/endorsed by both the Adviser/Employee and the Supervising Manager.
The PA form is stored electronically (with appropriate privacy protections).  The IU Head receives a copy of all completed forms.
 
	Adviser & Supervising Manager
	Within 15 working days


[bookmark: _Toc454288296][bookmark: _Toc465844935][bookmark: _Toc71659509]
3.11.2 Unsatisfactory Performance
Personnel who are not performing/not meeting their job specifications, or who are counterproductive or disruptive in their role, will be requested to discuss their performance with their immediate supervisor and the IU Head. A confidential file note of this discussion will be prepared and will be kept on the Adviser’s personnel file.
If, after initial discussions, the individual's performance continues to be unsatisfactory, a written warning will be issued, and a performance improvement plan (PIP) will be developed and implemented in accordance with PPIU’s Performance Management Policy and Procedure (PPIU.036). 
The PIP will outline the areas for performance improvement to be met within specified timeframes. The staff members’ performance will be reviewed regularly against measurable outcomes. If they fail to meet expectations and specified improvements within the specified timeframes, their employment may be terminated.
3.15 [bookmark: _Toc71659510][bookmark: _Toc240278621]Termination Process 
The IU may terminate an individual’s contract by giving (1) one month’s notice in writing in accordance with the terms stated in the individual’s contract.
An individual's contract may be immediately terminated without notice if they engage in any serious misconduct as per the following: 
· The individual commits a serious breach of any term of their Agreement such as would reasonably justify immediate termination of the Agreement by the IU; 
· A breach of PPIU's policies and procedures, including the Code of Business Ethics and Conduct (PPIU.002), Child Protection Policy (PPIU.003), Prevention of Sexual Exploitation, Abuse and Harassment Policy (PPIU.023), Anti-Corruption Policy (PPIU.026) or the Foreign Corrupt Practices Act;
· A breach of Samoan laws (or the laws of the country of assignment if mobilised outside Samoa) and for which an individual is convicted of a criminal offence; or
· The IU reasonably determines that you have brought the IU, the Party Countries or counterparts into disrepute.
The individual's contract may be immediately terminated without notice in the following circumstances: 
· The Client Contract or ANZ IU Joint Funding Agreement in relation to which you have been engaged to perform work is terminated, amended, or suspended such that you are not required to perform work;
· A party to the Client Contract (other than IU) requires you to cease performing work. 

3.16 [bookmark: _Toc240278622][bookmark: _Toc425240643][bookmark: _Toc455155028][bookmark: _Toc499565982][bookmark: _Toc500101476][bookmark: _Ref71656224][bookmark: _Toc71659511]Notice of Resignation
The IU personnel may terminate employment by providing notice of resignation in writing by (1) month from date of notice and in accordance with their contract of employment. 

The effective date of termination of service for IU personnel shall be that date specified in the personnel s contract of employment or in the notice of resignation submitted by the personnel or in the written notice of termination by the Head of IU. 

Entitlements and benefits related to employment with IU shall terminate from that time subject to provisions to the contrary that might exist in this Operations Manual 
 
IU Personnel, on leaving the service of IU may be given a certificate relating to the nature of their duties, the length of service, the amount of remuneration, and other relevant information. 
Upon leaving IU, indebtedness of a personnel to IU shall be deducted from any money due to the personnel by IU.
Upon termination of employment, whether voluntary or involuntary, the personnel shall promptly return all property, including but not limited to documents, computers, equipment, and any other assets that belong to the IU. 

3.17 [bookmark: _Toc240278623]Exit and Offboarding 
IU maintains a structured and documented exit process to ensure fair and respectful treatment of departing staff and that PPIU is able to undertake a proper handover process. This process applies to all personnel leaving IU, whether through resignation, contract completion, or termination.
All exiting employees must provide written notification of their intention to resign to their immediate ling manager.
All departing personnel must complete the IU Exit Checklist (PPIU SOP.006), which incorporates mandatory requirements, including:
· Safeguarding and PSEAH declarations
· Child Protection and Code of Conduct confirmations
· Fraud and corruption declarations
· Final performance and contractual closure requirements
· Return of IU property and revocation of system access
· Knowledge transfer and handover
· Exit questionnaire
· Documentation and recordkeeping requirements for audit readiness
3.18 [bookmark: _Toc240278624][bookmark: _Toc296685806]Grievance and Dispute Resolution Processes
IU is committed to ensuring that grievances and disputes are handled in a sensitive and tactful manner, respectful of the staff involved.
For all grievances and disputes, the IU Head is the first point of contact for resolution. The exception to this requirement will be where the dispute or grievance has a direct connection to the IU Head, in which case the next point of contact would be the IU OM or a member of the JC.
IU promotes a ‘speak up’ culture.  We encourage staff to raise any concerns they have early so that a resolution can be reached as fast as possible.  
All personnel will be provided with the opportunity to discuss the situation of concern in a safe and neutral environment where the issues of concern will be recorded, and a plan of response established.
Appropriate members of the IU, JC or Parties will be consulted where necessary to find a resolution to the matter of concern.
A record of the discussion outcomes will be kept by IU for audit purposes. 
Please note, IU must report in writing all grievances relating to fraud (including incidents and suspected or attempted cases) to JC within five business days of receiving the report. 
For any dispute or grievance associated with an Adviser Performance Assessment (APA) (carried out by IU, the Adviser can refer the APA documents and scores to the IU Head for review. 
As per the Contractor and Adviser Performance Assessments Guideline, Advisers are required to sign this APAs within 15 days of receipt. Advisers are entitled to respond to any issues raised in this assessment. Any responses must be in writing and returned to the party responsible for conducting the assessment within 15 days of receipt, together with the signed copy of the assessment. Failure to respond within 15 days of receipt is deemed to indicate acceptance of the assessment. 
3.19 [bookmark: _Toc499565968][bookmark: _Toc500101464][bookmark: _Toc71659512][bookmark: _Toc240278625]Consultant Invoicing
Personnel engaged through a consultant agreement are required to submit their invoices within five (5) working days of the end of each month. 
Invoices should be prepared in accordance with the template provided in the Consultant agreement and should cover work undertaken in the previous month. It is preferred that all fees and expenses incurred during a given month are included in the one invoice.
Depending on the form of contract, payments may be based either on agreed inputs (i.e., days) or the production and acceptance of nominated outputs.  
Invoices including timesheets and any claims for expenses (including a copy of receipts for each expense claimed) are to be submitted to the IU OM for approval. 
Invoices will be paid in accordance with the terms in the Consultant Agreement. Payments are made via transfer into the nominated bank account. Queries regarding the payment of invoices should be directed to the IU OM.
3.20 [bookmark: _Toc71659514][bookmark: _Toc240278626]Insurance
Where applicable and as specified in individual contracts, long term advisers who are mobilised to a country away from their home base for a period of 180 days or more will be covered by medical insurance.
[bookmark: _Toc465844940][bookmark: _Toc71659516]Subject to the terms and conditions set out in the Product Disclosure Statements, this policy covers medical and dental expenses, hospitalisation, and emergency evacuation expenses for medical or security reasons.
Locally recruited staff will also be provided with a basic level of medical insurance coverage. 
Travel insurance is provided for all employees of IU, and Consultants if included as a condition of their contract, who undertake travel for work-related activities.
To qualify for the travel insurance for work-related travel, the travel must be for less than 180 days and beyond 50 kilometres from their office or home. 
The following items will be compensated by insurance: baggage, missed transport, stolen money, travel documents, rescue, and political evacuation. Excesses apply to electronic goods. For any theft, a claim must be accompanied by a copy of the Police report.



4. [bookmark: _Toc382823602][bookmark: _Toc382823865][bookmark: _Toc384034176][bookmark: _Toc384034378][bookmark: _Toc309624998][bookmark: _Toc309625966][bookmark: _Toc309626217][bookmark: _Toc309626666][bookmark: _Toc360275874][bookmark: _Toc240278627]Financial Management
Effective financial management is critical to the successful implementation and management and governance of IU. 
The following section outlines the roles, responsibilities, procedures, and systems used for Financial Management in IU.
4.1 [bookmark: _Toc240278628]Financial Management Roles & Responsibilities
4.1.1 Budget Committee
The PACER Plus JC and BC have overall financial oversight responsibility for PACER Plus, including approval and monitoring of the Work Programme, Annual Plans and Budget, and approval of Activity Designs for any activities that are considered ‘High Risk’. 
4.1.2 IU Head
The IU Head has overall control and accountability for IU financial management and operations, in accordance with approved Work Programme, Annual Plans and Annual Budgets.  
4.1.3 IU Operations Manager
High-level management of IU finances will primarily be the responsibility of the IU Operations Manager, including preparation of IU budget, financial reporting and forecasting and monitoring expenditure against contractual limits. 
4.1.4 IU Finance and Operations Staff
Day to day financial management responsibilities will rest with various IU personnel who have delegated authority to commit or approve procurements, contracts, timesheets, and expenditure related to IU activities
IU finance and administration personnel will also have responsibilities for accounts payable and payroll functions, as defined in the position’s Terms of Reference.
4.2 [bookmark: _Toc240278629]Delegations of Authority
The IU Delegation of Authority (DOA) (IU.001), sets out the details of IU personnel authorisation limits for IU reimbursable expenditure, contractual commitments, leave and timesheet approvals, travel, and activities, etc.  Please note the IU DOA document is specifically setting out delegations from the IU Head to personnel within the IU.  The IU Head is provided with their own delegations of authority from the JC and BC, as described in Section 2 above.
Key Requirements :
· Each delegate must have a copy of the DOA. 
· Personnel who are not listed on the DOA are not authorised to commit or spend IU funds.
· The IU OM is responsible for reviewing and updating the DOA as required and annually. The DOA is authorised by the IU Head. 
· In conjunction with the annual review of delegations, the IU shall conduct a formal audit of Xero access controls to ensure digital authorization levels strictly mirror the approved DOA framework.
· A copy of the DOA can be provided by the IU OM upon request.
· Delegation limits within the DOA apply to the total value of a single transaction, invoice, or payment. For example, a delegate cannot approve an invoice if the total value of the invoice exceeds his/her delegated authority, even if he/she is making a part payment (for a lesser value) on that invoice.
· Delegates must not authorise payments of amounts above their delegated limits. 
· Delegates must not authorise payments or transactions relating to or benefitting themselves.
· All transactions must be approved in writing (email is acceptable) by the appropriate Delegate. 

4.3 [bookmark: _Toc240278630]Company Registration in Samoa 
PACER Plus Implementation Unit (IU) is an international organization established in Samoa under the Diplomatic Privileges and Immunities Act (Host Country Agreement signed in September 2021). 
As an International Organisation established in Samoa, the IU is exempted from payment of corporate tax and exemptions on taxation on the salaries and emoluments paid to expatriate staff according to the Income Tax Act 
	Legal Entity Name:
	The PACER Plus Implementation Unit 



4.4 [bookmark: _Toc240278631]Bank Accounts
IU uses the following bank accounts for expenditure in Samoa:
	Bank:
	ANZ Bank Samoa

	BSB:
	010 979

	Account No.: WST C/A
	4406326

	WST A/C Visa
	4431364

	AUD A/C
	4406337



Signatories to the above-mentioned bank account are listed in the IU DOA.  Signatories may change from time to time to align with personnel roles and responsibilities and IU needs.
Wherever possible, activity on bank accounts must be authorised by two bank account signatories, signing/authorising jointly within their delegated financial limit. 
In cases where bank accounts only allow for one signatory to authorise online, the payment details must be shared with another signatory for review and written approval prior to the online approval by the second signatory. 

4.5 [bookmark: _Toc240278632]Corporate Visa Debit Card
Credit cards are recognized as a useful mechanism to facilitate financial transactions in specific circumstances IU business to be undertaken. It is the IU Head’ responsibility to ensure that the credit card is used appropriately for official business, and all expenses incurred are properly approved and acquitted.
The IU has a corporate visa debit card which is linked to the IU WST Account. The account is debited and credited with transactions, fees, charges and interest. 
The corporate visa debit card is issued only to the Head of IU.
The corporate visa debit card can be used to facilitate financial transactions within and in respect of IU. Adherence to the PPIU Operations Manual and other established payment mechanisms and processes must still be met when payment is made by corporate visa debit card. 
The following are examples of the type of official expenditure that can be incurred using the corporate visa debit card:
· IU online subscriptions for IT software, media and communication channels. 
· Registration to conferences/events. 
· Overseas travel related expenses 
· Accounts Payable - Urgent requests where no other method of payment at their disposal will suffice.
Cash withdrawals or cash advances are not permitted unless there are special circumstances related to a specific IU approved activity. In such circumstances the IU Head must pre-approve the transaction.
Withdrawing cash for non-work-related purposes through the use of corporate visa debit card is not permitted under any circumstances. 
Reconciliation 
For recurring monthly online subscriptions, Payment Request Form is prepared by the Programme Accountant/ Finance Officer and approved by DOA. Monthly payments are reconciled consistent with the monthly bank reconciliation processes.
For payments other than online subscriptions, approvals is undertaken through the Accounts Payable process.
All records and documentation pertaining to the use of all cards will be held, maintained and be made available to auditors upon request.
A periodic review is to be undertaken to ensure that corporate visa debit card is delivering the expected benefits, and that the risks and costs around its use are being managed. 



4.6 [bookmark: _Toc240278633]Revenue Recognition 
Revenue is recognised in the accounts using the accrual method of accounting.  Revenue and expenditure are accrued, that is, recognized as they are earned or incurred (and not cash basis) and recorded in the financial statements of the periods to which they relate. In-kind revenue is recognised at fair value in the year of receipt.
4.7 [bookmark: _Toc240278634]Foreign Currency Payment
All transactions in foreign currency incurred at the time of payment shall be converted to AUD at the official exchange rate provided by the Bank. Gains and losses arising from such transactions shall be recorded in the appropriate PPIU accounts. 

4.8 [bookmark: _Toc240278635]Funds Forecasts & Transfers
For expenditures expended from the IU WST Account, a funds forecasts must be prepared monthly, approved, and forwarded to IU Operations Manager/Head of IU for review and approval. 
Funds will be transferred from IU AUD account if and as required. 
A monthly funds forecast must be prepared for the IU WST Account and approved by the IU OM or IU Head.
Cash Flow Projections 
The Programme Accountant must prepare a 60‑day cash flow projection, including:
· forecast revenue (if known)
· forecast expenditure
· variance analysis comparing previous forecasts to actuals
· anticipated local salary costs
· operational costs
· activity and travel costs
· contingency requirements
The Funds Transfer Request (IU.060) must be supported by the cash flow projection and variance analysis.
Transfers from the AUD account must be approved by the IU OM and IU Head and recorded in the IU Document Control Register.
Cash flow projections are to be prepared by the Programme Accountant and submitted for approval using the IU Funds Transfer Request Form, as per the procedure below. 

Table 11: Funds Transfer Procedure IU AUD to IU WST Account)
	Step
	Procedure
	Responsibility
	Schedule

	1
	Complete the Funds Transfer Request Form (IU.060) including anticipated cash required to cover:
· Locally paid salaries
· Recurrent monthly operational costs
· Locally incurred activity, travel, and event costs (e.g., venue hire, catering, per diems, travel)
· Contingency
 This form must capture all activity costs intended for local disbursement
	 Programme Accountant 
	Monthly 

	
	
	
	

	2
	Submit draft Transfer Request Form and supporting documents to IU OM or IU Head
	Programme Accountant 
	Monthly 

	3
	IU OM or IU Head verifies the projection accuracy against the Work Plan and approves the online transfer.
	IU OM
or IU Head
	Upon submission

	4
	Process the payment and save the electronic copy, including the approved projection, in the IU Document Control Register.

	Programme Accountant
	As required



4.9 [bookmark: _Toc240278636]Fraud Controls
The IU systems incorporate various controls, checks and balances to minimise the risk of fraud, including for example, activity specific and corporate level delegations of authority, segregation of duties, regular bank reconciliations, external and internal audits and spot and real time monitoring and oversight from corporate finance and operations staff. 
Please refer to Section 8.6 and the IU Fraud Risk Assessment and Control Strategy (Annex J) which sets out the various fraud risks identified and controls in place to mitigate.
4.10 [bookmark: _Toc240278637]Internal Audit 
Internal audits and spot checks assess compliance with financial procedures and controls. Findings must be reviewed under the Quality Control process, including root‑cause analysis, corrective actions, and staff training.
The JC may appoint an independent auditor to assess internal controls and financial management processes.
Internal audits must follow International Standards on Auditing (ISA).
Audit reports must include:
· findings
· implications
· recommendations
· management responses
· priority ratings (High, Medium, Low)
The IU OM and Programme Accountant coordinate audits and implement corrective actions.

Audit Reporting 
The audit report should be set out in a format which summarises the nature of the findings, identifies the implications to which the IU is exposed and recommends action for improvement as well as management comments. The recommendations need to be rated as follows:
	Priority Rating 
	Description 

	High 
	Recommendations addressing serious control weaknesses, which could cause material financial, regulatory, or reputational risks, warranting immediate attention by management. 
Significant deviation from established policy and principles or generally accepted industry/sector standards as well as departure from accounting standards will normally be rated “high”. 

	Medium 
	Recommendations addressing weaknesses which, although less likely to lead to material financial, regulatory or reputations risk, warrant timely intervention/action using the existing management framework to ensure a formal and effective system of management controls exists in the organisational. 
The absences of key controls in a function like a thinly segregated financial function duties would be graded “medium” as long as there is sufficient evidence of hands-on management control and oversight at an appropriate level of seniority 

	Low
	Recommendation which addresses issues where resolutions with the normal management framework is considered desirable to improve efficiency or ensure that the organisations matched current sector best practice. Deviation from laid down procedures would normally be graded “low” provided there is sufficient evidence of management action to put in place and monitor compliance with approved procedures. 



The Auditor after completion of audit shall present a draft report to the IU. The IU will provide comments and proposed corrective actions to the auditors for finalisation of the Report
The IU will submit and Internal Audit Report and the Corrective Action Plan for implementation of recommendations to the BC and JC. 
The IU OM and Programme Accountant is responsible for coordinating the internal audit processes and developing action plans and implementing the recommendations contained in the audit report or alternatives that meet the objectives of the recommendations.
4.11 [bookmark: _Toc240278638]Financial Management System
With effect from 1 July 2023, the IU has been using the Xero as its financial management system. 
Xero allows accurate, real-time cost management and reporting which enables close monitoring of expenditure versus budget, cashflow management and accurate forecasts to our clients. 
The IU finance staff enter financial transaction data (accounts payable, bank reconciliation, journals, client invoices, etc.) directly into Xero.  This data can be extracted immediately for timely analysis and reporting.  
The PPIU XERO On-line Accounting User Guide covers all the Xero basics IU need to know to take full advantage of all the features in the system that is applicable to the workflow process of the IU.
To ensure the ongoing integrity of financial data, the IU Operations Manager will perform an annual audit of Xero access controls. This review will verify that user permissions remain aligned with the current Delegation of Authority (DOA) and that access for departed staff has been revoked.

4.12 [bookmark: _Toc240278639]Accounts Payable
A full list of vendors/suppliers is maintained in Xero. 
All vendor/supplier invoices (Vendor Bills) should be addressed to PACER Plus Implementation Unit.  Invoices addressed in any other manner (including to IU) will not be accepted as these are not considered valid tax invoices for accounting and taxation purposes. 
Depending on the value and currency of the invoice, and the location of the vendor/supplier, a decision will be made on which the IU account the payment is made foreign exchange rates, urgency of payment and value of the payment are all factors to be considered in determining where the payment will be made from
Invoice approvals and payments must be made in accordance with the IU Delegation of Authority and International Accounting Standards. 
Payments should only be made on a valid invoice, after supply of services. 
All payments to vendors will be paid either by electronic funds transfer (preferred) or cheque.
Cash cheques and cash payments to vendors are not permitted, with the exception of petty cash replenishments. 
Wherever possible, payment for goods (e.g., office supplies or equipment) should be made following receipt of goods in line with the purchase order and matching the specifications. This may not always be possible, particularly with overseas suppliers. It is therefore permissible to agree 50/50 payment terms i.e., 50% upon order or shipment and 50% on receipt of goods in country. These types of arrangements must be approved in writing by the IU OM or IU Head.
For Consultant agreements, fees should only be paid upon satisfactory completion of inputs or milestones (e.g., receipt of a satisfactory report) in accordance with the terms of the Consultant agreement.
Payment terms for Grant Agreements (i.e., tranche payments and acquittal requirements) are outlined in the schedules of each Grant Agreement. 

Table 12:  Accounts Payable Procedure
	Step
	Procedure
	Responsibility
	Schedule

	1
	Invoice is sent to the IU team and provided to the relevant staff member to verify.
Note, vendor invoices must include the following:
· Be correctly addressed to PACER Plus Implementation Unit  
· Vendor’s full business name, address and ABN, Tax ID, GST registration etc (as applicable)
· The words ‘Tax Invoice’ if GST has been added to the invoice
· Bank Account details for payment
· Purchase Order number or Activity Task number and a reference to the person, date, and method of order (e.g., “Order via email from John Smith, DD/MM/YYYY”) 
· Description of goods/services provided (which must accurately reflect the contract or Purchase Order)
· Itemised cost of each line Total amount payable.
	Vendor 
	As required

	2
	Relevant staff member verifies (via email or handwritten and signed on the invoice) to confirm goods/services have been received as ordered (i.e., in accordance with the PO or contract, in the correct quantity & quality and at the correct price); and provide the job and task number for coding.
Invoice is then submitted to IU Finance Team for processing and payment.
	IU Team Member
	Once invoice is received

	3
	If the vendor is new, please issue the vendor with a Vendor Set Up / Update Form (IU.047) to complete and return to IU.  The New Vendor Set Up (NS01) instructions are then followed to set the vendor up in Xero. 
	IU Finance Officer
	Prior to ordering goods or services  

	4
	Invoice is checked to confirm it:
It has been verified by a relevant IU team member (via email or handwritten and signed on the invoice) (as per step 2)
Is a valid invoice as per the requirements noted in Step 1
Invoice details are entered on a Payment Request Form (PPIU.048) and sent to 2 x relevant IU team members with delegated authority to approve.
	IU Finance Officer
	Once invoice is received  

	5
	Approve Payment Request Form (IU.048). 
Note: two signatures are required on each payment request form.  
	Two delegates as per DOA 
	Within 1 business day of receiving for approval.

	6
	Enter the invoice into Xero as per the Xero Guideline
	Finance Officer
	Within 1 business day of receiving approved invoice.

	7
	Raise payments in accordance with supplier payment terms (recorded in Xero for each vendor) as per Xero Guideline and submit for approval.
	Finance Officer
	As per payment terms for each Vendor.
Note: Payments are generally done in batches on a weekly basis.

	8
	Approve payments via Xero and/or bank authorisation process
	IU delegate
	Same day as received

	9
	Notify supplier invoice has been paid.
	Finance Officer
	Once paid.



4.13 [bookmark: _Toc240278640]Payments to Government Officials 
With the exception of allowances (including per diems, reimbursements or allowances as part of official PACER Plus related travel or activities), Government officials do not receive direct payments. Payments to ministries or government bodies require prior written approval from the IU Head or IU OM.
Approval is required when:
· payments relate to regulatory fees
· payments relate to government‑provided services
· payments relate to official government events or facilities

4.14 [bookmark: _Toc240278641]Purchase Orders
Purchase Orders (PO) are used in IU in cases where a consultant agreement or other standing agreement (e.g., An equipment lease or a utility or phone connection agreement) is not in place. 
Purchase orders provide a commitment to suppliers and enable them to fulfil a request by the IU for goods and services. 
POs should be raised for IU-related purchases wherever possible, particularly for purchases over AUD2,000 in value. 
In cases where a PO is not raised, the supplier must quote the Activity number and task number on their invoices, as well as a reference to the person, date, and method of order (e.g., “Order via email from John Smith, DD/MM/YYYY”)
The PO procedure is detailed in the table below.

Table 13: Purchase order procedure
	Step
	Procedure
	Responsibility
	Indicative timeframe

	1
	Create a Purchase Order on XERO

	FAO /PA
	As required.

	2
	Approve purchase order. Check:
Budget area is not overspent
Procurement process and value for money requirements have been satisfied. (Refer section 4.21)
Supplier is a Preferred Supplier (if appropriate), and not involved in any fraud cases
Approve Purchase Order via Xero
	IU Approver (per DOA)
	Before goods are ordered

	3
	Purchase order is sent directly to the supplier from Xero
IMPORTANT:  Suppliers must quote this PO number on their invoice to ensure prompt payment.
	IU Team Member requesting purchase
	Once approval has been given

	5
	PO is matched with invoice upon receipt of good/services (and PO status is changed to received.
	Finance Officer
	Once invoice received.



4.15 [bookmark: _Toc240278642]Expense Reimbursement & Missing Receipts
Expense reimbursements may be made to IU employees for authorised expenditure related to IU work.  Please note, Consultants may claim reimbursement for expenses via submission of an invoice.
Employees may submit a claim for expense reimbursement in accordance with the procedure below.
Expense Claims must be approved by a separate person (i.e., no one is permitted to approve their own expenditure) as per the PPIU DOA (PPIU.001).
Reimbursements will be made via electronic transfer (EFT) directly to the team member’s nominated bank account. 
Table 14: Personnel expenses payment procedure
	Step
	Procedure
	Responsibility
	Indicative timeframe

	1
	Complete an Expense Claim via Manual Expense Reimbursement Form (PPIU.061), including:
· a valid description of the item(s) being claimed, 
· a valid activity number and task number for the expense.
· A scanned copy of the receipt
Please note the following:
When payment is made to a transport provider, please include: the name of the service provider; pick up point; drop off point; travel dates; names of those travelling and rate per head, if applicable.
When payment is made to a catering service, the date of purchase, items supplied, name of attendees and event must be included.
Expenses that do not have a receipt can be submitted for payment considered using a Missing Receipt Form (PPIU.078) in lieu of the receipt.
	IU Team Member
	As required

	2
	Check coding and approve IU expense. 
	Approver (as per DOA)
	Within 1 business day of receiving claim.

	3
	Funds transfer made to team member’s nominated bank account
	IU Finance Team
	Weekly 




4.16 [bookmark: _Toc240278643]Cash Handling and Management
The IU does not hold or handle physical cash in carrying out its financial activities. The avoidance of doubt, no financial activities (payment or receipt of funds) is to be made via physical cash.  

4.17 [bookmark: _Toc240278644]Depreciation 
Fixed assets are recorded at cost or at valuation by the professional appraisers. Where an asset is acquired at no cost, or for a nominal cost, it is recognised at fair value as at the date of acquisition.
Depreciation is provided on a straight-line basis on all intangible assets, property and equipment at rates that will write off the cost of the assets to their estimated residual values over their useful lives. 
Depreciation will commence in the month following when the asset is brought in to use. The residual value and useful life of an asset is reviewed, and adjusted if applicable, at each financial year-end. 
The useful lives and associated depreciation rates of major classes of assets have been estimated as follows: 
· Motor vehicles, Equipment, Furniture, and Fittings are written down on a straight-line basis over 4 years i.e. 25% per annum. 
· Computer equipment and software is written down on a straight-line basis over 2 years i.e. 50% per annum. 

4.18 [bookmark: _Toc240278645]Payroll
Employees are paid monthly, by the 5th of each month, or the next business day if this falls on a weekend or public holiday.  Monthly payment is calculated based on two weeks in arrears and two weeks in advance.  Adjustments will be made in arrears where required, e.g., for leave without pay or termination of employment, etc.
Payroll is prepared in accordance with the following procedure:
	Step
	Procedure
	Responsibility
	Schedule

	1
	A summary report is prepared for payroll purposes noting:
- any employees who started or finished during the month and the start or finish date 
- any employees who have taken leave without pay (i.e., which needs to be adjusted from payroll)
	Programme Accountant 
	First week of month

	2
	Prepare a summary of net pay payable for each employee, statutory payments (e.g., taxation, superannuation/NPF, rates, etc) and sends back to the IU OM for review.
	Programme Accountant/ Finance Officer
	Within 3 business days

	3
	Payroll data is reviewed, any errors or adjustments are communication back to the Programme Accountant. Payroll is approved
	IU OM/IU Head
	Within 1 business day

	4
	Enter Payroll data in  XERO
	Programme Accountant 
	Within 1 business day

	5
	Payments are prepared for each individual employee as per the Payroll Disbursement Schedule
	Programme Accountant/ Finance Officer
	Within 1 business day

	6
	Taxation and other statutory payments are paid as per Payroll Statutory Payment Schedule
	Programme Accountant/ Finance Officer
	As each are due.






4.19 [bookmark: _Toc240278646]Client / Donor Invoicing
The IU will issue payment request for contribution instalment under the Joint Funding Arrangement to the Principal Donors - Australia and New Zealand separately, which payment request will:
i. specify the Contribution instalment requested from the Principal Donor in question.
ii. provide for each such Contribution instalment to be the same proportion, give or take a little, respectively of the Principal Donors’ respective Total Contribution amounts unless the Principal Donors and the Implementation Unit decide otherwise, either generally or in a particular case.
iii. include, and be reconciled against, the costed work plans and budgets in the relative Annual Plan/s.
iv. take into account any deviation from costed work plans and budgets in previous financial periods.
v. include such other information and material as a Principal Donor may request.

4.21 [bookmark: _Toc240278647][bookmark: _Ref72770669]Financial Reporting 
The IU financial reporting provides the JC, BC, donors, and other stakeholders with transparent, clear, and accurate financial information on actual expenditure to date, forecast expenditure, analysis, and budgeting.
The IU OM is responsible for preparation of Financial Reports for submission to the BC on a quarterly basis.  Financial Reports provide detailed information, on a per financial year basis, regarding the IU budget, forecast, actual and projected total expenditure against each budget category and line item.  Financial analysis is also provided as part of regular IU reporting, generally quarterly or six monthly.

4.22 [bookmark: _Toc240278648]IU Financial Statement
The IU’s Financial Statements shall, among other things, include the following statements and details: 
(i) Income and Expenditure Statements of all funds for the financial year. 
(ii) Comparison of actual expenditure and budgeted expenditure for the financial year.
(iii) Balance Sheet for the financial year.
(iv) Cash Flow Statement for the financial year
(v) Notes to and forming part of the accounts.
The accounts will be prepared in accordance with generally accepted accounting principles. 
The Head of IU shall also give such other information as may be appropriate to indicate the current financial position of the IU. 


4.23 [bookmark: _Toc240278649]External Audit
Appointment of Auditor 
The IU shall appoint biennially an Auditor in no way connected with the Secretariat on such terms as it sees fit to undertake the audit of the Secretariat’s annual accounts.
The Auditor shall make annually and at such other times as the JC considers necessary an independent audit to certify:
a) that the financial statements are in accord with the books and records of the IU. 
b) that the financial transactions reflected in the statements are accurate and in accordance with the rules and regulations, the budgetary provisions and other applicable directives. 
c) that the securities and money on deposit and on hand have been verified by certificate received direct from the Secretariat’s depositories or by actual count. 
d) the accuracy of the records of assets of the Secretariat and the adequacy of control exercised thereover.

Scope of Audit Report
 The Auditors, in their report on the accounts certified, shall mention: 
a) the extent and character of their examination and any changes in accounting practice; matters affecting the completeness or accuracy of the accounts.
b) the accuracy or otherwise of the supplies and equipment records as determined by stocktaking and examination of the records.
c) the adequacy of financial procedures including internal control matters and adherence to the financial regulations.
d) the adequacy of insurance cover for the buildings, stores, furniture, equipment and other property.
e) any other matters which should be brought to the notice of the JC.

Finalisation of External Audit Report
The BC and consequently JC will receive and review the draft audit report and audited annual financial statements.  
This may be issued intersessionally for the purpose of timely finalisation of external audit. 
When satisfied with its review of the draft audited financial statements and the resolution of any audit issues, the BC shall endorse the draft audit report and audited annual financial statements for signing. 
The IU with the BC endorsement shall facilitate the signing of theaudited annual financial statements with the current Chair of the JC and the Head of IU. The final audit report and signed audited financial statements shall be presented to the next JC Meeting for information and approval.

5. [bookmark: _Toc240278650]Procurement
PPIU ensures that all procurement of goods, services, consultancies, and works is conducted in a manner that is transparent, competitive, ethical, sustainable, socially responsible, and delivers value for money. This policy establishes the minimum standards, controls, and procedures that govern procurement across the IU and PPIU.
When considering or undertaking procurement of goods and services the following principles are to be taken into account;
[bookmark: _Toc240278651]Integrity, Ethics and Zero Tolerance
The PPIU maintains a zero‑tolerance approach to fraud, corruption, bribery, collusion, coercion, facilitation payments, and other prohibited practices. No staff member, contractor, or supplier may offer, request, or accept any payment, gift, favour, or benefit intended to improperly influence a procurement decision.
Procurement must comply with all relevant laws and standards, including:
· Australian Criminal Code Act 1995 (foreign bribery)
· New Zealand Crimes Act 1961 and Secret Commissions Act 1910
· Relevant Pacific national anti‑corruption legislation
· UN Convention Against Corruption (UNCAC)
· OECD Anti‑Bribery Convention
· Modern Slavery Act 2018 (Australia)

Procurement must adhere to the IU’s Code of Business Ethics and Conduct in all business matters. PPPIU will require all our suppliers, agents, business partners, consultants and third parties to follow similar principles to those set out here and to be aware of and adhere to the ethical standards set out in the IU’s Code of Business Ethics and Conduct.  

5.1 [bookmark: _Toc240278652]Capacity Building 
PPIU will build capacity in others we work with, promoting awareness of our approach to procurement and value for money principles. 

3 [bookmark: _Toc73476310][bookmark: _Toc73476408]
5.2 [bookmark: _Toc240278653]Value for Money
Value for Money means achieving the optimal combination of cost, quality, risk, sustainability, social impact, and whole‑of‑life costs. VfM does not mean selecting the lowest price.  Achieving ‘value for money’ requires the consideration of the financial and non-financial costs and benefits associated with procurement, including but not limited to:
the quality of the goods and services; 
fitness for purpose of the proposal; 
the potential supplier’s relevant experience and performance history; 
flexibility of the proposal (including innovation and adaptability over the lifecycle of the procurement); 
environmental sustainability of the proposed goods and services (such as energy efficiency and environmental impact); and 
whole of life costs;

In assessing value for money, the lowest quoted price may be bypassed in some circumstances, including if it:
Does not meet specifications;
Does not include after sales service (if relevant);
Would involve an unreasonable delay in delivery time; or
Relates to items that are not available at the time of ordering and need to be imported.

5.3 [bookmark: _Toc240278654]Fairness 
·  Create competition and encourage capable suppliers to respond; 
· Treat all suppliers equally - don’t discriminate; 
· Give all suppliers a full and fair opportunity to compete; 
· Make it easy for all suppliers (small to large) to do business with us; 
· Be open to subcontracting opportunities, in particular for big projects; 
· Clearly explain how you will assess suppliers’ proposals – so they know what to focus on; 
· Talk to unsuccessful suppliers so they can learn and know how to improve next time. 

5.4 [bookmark: _Toc240278655]Transparency & Accountability
· Document purchasing processes to ensure that purchasing decisions can be fully supported and justified to external reviewers and stakeholders; 
· Ensure everyone involved in the process acts responsibly and with integrity; 
· Stay impartial – identify and manage any conflicts of interest; 
· Protect suppliers’ commercially sensitive information and intellectual property. 


5.5 [bookmark: _Toc240278656]Proportionality
· Procurement requirements must be scaled to the procurement value, complexity, and risk of the purchase.

5.6 [bookmark: _Toc240278657]Sustainability and Environmental Responsibility
Procurement decisions must consider environmental impacts. Sustainability metrics may include:
· carbon footprint
· energy efficiency
· waste reduction and circularity
· water efficiency
· environmental certifications 
Procurement plans must document how sustainability considerations were applied.



5.7 [bookmark: _Toc240278658]Social Responsibility
Procurement must consider fair labour practices, gender and disability inclusion, ethical supply chains, community impact, and local economic participation.

5.8 [bookmark: _Toc240278659]Localisation
The IU will “buy local” wherever possible, supporting Pacific and Indigenous suppliers where quality, cost, and risk considerations are met.

5.9 [bookmark: _Toc240278660]Health, Safety and Compliance
All procurement must meet relevant health, safety, and environmental requirements. Suppliers must comply with the IU’s Code of Business Ethics and Conduct.



5.10 [bookmark: _Toc240278661][bookmark: _Toc454288319][bookmark: _Toc455068038][bookmark: _Toc465844958][bookmark: _Toc476578337][bookmark: _Toc498616145][bookmark: _Toc32937140][bookmark: _Toc65665938]Procurement Methods 
One of the following methods must be used for the procurement of goods and services 
a) Quotation
b) Direct Source 
c) Closed tender
d) Open tender

Quotation Method
Used for low‑ to medium‑value procurement. Requirements:
· minimum of three written quotations
· documented evaluation
· justification where fewer than three quotes are available
· Note to File approved by the Head of PPIU where required
Direct Source
Direct sourcing may only be used when:
· only one supplier exists
· emergency procurement is required
· continuity of service is essential
· donor‑approved exception applies

Documentation required:
· Direct Source Justification Form
· Head of PPIU approval
· evidence of market limitation
· risk assessment

Closed Tender
Used when a limited number of qualified suppliers exist.
Open Tender
Used for high‑value or high‑risk procurement. Must be publicly advertised.
Staff have a duty to ensure that they understand the above methods and select the most appropriate method depending on the item to be procured, the urgency of the procurement, the expected procurement value and the level of risk associated with the goods, services, or capital works procured.  

The options in the IU procurement process are outlined below: 

	Procurement Value 
	Procurement Method
	Recommended Procurement Period

	Up to AUD 2,000
	Quotation 
	1 week

	Between AUD 2,000-AUD 5,000
	Quotation 
Direct source if an existing supply arrangement exists or an appropriate competitive process 
	1-2 weeks

	Between AUD 5,000 to AUD80,000
	Quotation 

Direct source if an existing supply arrangement exists and meets the Direct source requirement. 

If it does not meet the Direct source requirement, then an appropriate competitive process – closed tender from pool of experts

If there are no candidates, then Open tender process.
	2-4 weeks

	Over AUD 80,000
	A tender process with no restrictions on participation (i.e. an open international tender) 
	4-6 weeks



5.11 [bookmark: _Toc228861692][bookmark: _Toc228861808][bookmark: _Toc228861929][bookmark: _Toc228862044][bookmark: _Toc228862160][bookmark: _Toc228862259][bookmark: _Toc240278662]Procurement Policy & Procedures
The PPIU Procurement will be conducted in line with the PPIU Procurement Policy & Procedure (PPIU.037) and Formal Supplier Due Diligence Procedure Document (PPIU.011).
A completed Due Diligence Form (Annex C1) is mandatory for all contracts. 

5.12 [bookmark: _Toc240278663]Conflict of Interest
All procurement activities must be free from actual, potential, or perceived conflicts of interest. Mandatory Conflict of Interest Declarations are required for all staff and evaluation panel members before commencing procurement.

5.13.1 Mandatory Requirements
· All staff and evaluation panel members must complete a Conflict of Interest Declaration.
· Suppliers must declare any conflicts when submitting bids.
· Individuals with a conflict must recuse themselves.

5.13.2 Examples of Conflicts
· family relationships
· financial interests
· previous employment
· gifts or hospitality
· personal relationships

5.13.3 Record‑Keeping
All COI forms must be stored in the procurement file and recorded in the COI Register.
5.13 [bookmark: _Toc240278664][bookmark: _Toc500101551][bookmark: _Toc70083185][bookmark: _Toc71659541]Entertainment
The IU has established a no-alcohol policy to minimise activity purchases of alcohol for activities or events. This policy has been put in place in light of health and safety concerns, and in the interests of the appropriate expenditure of funds.
Exceptions to this policy can be granted on a case-by-case basis in advance by the Head of IU. 
Approval will only be granted for events that are organised or facilitated by the IU and of a working nature AND span mealtimes AND/OR are attended by key Government officials, PACER Plus Parties and other dignitaries and/ or VIPs.  
Smaller or shorter gatherings, social events, events where PACER Plus is not the main purpose, or where pre-approval has not been received, are not to include activity purchases of alcohol or kava. Reimbursement of such expenses by those making them will be requested if this occurs. This includes any event that IU is funding, including those where we may not be directly organising the event (i.e., if a country/partner requests IU to fund a meeting, launch etc).  
In these cases, IU will need to approve the budget break-down and will need to be explicit that costs for alcohol or non-specific beverages will not be reimbursed by PACER Plus. 
6 [bookmark: _Toc240278665][bookmark: Review_Todate]Travel
6.1 [bookmark: _Toc240278666]Travel Policy
All PPIU travel will be arranged and conducted in accordance with the IU Travel Policy (PPIU.031).
This policy for travel is provided to explain who is eligible to undertake duty travel on IU’s expense and the administrative requirements for travel.   This policy does not cover the procedure for non-duty travel and travel associated with staff recruitment and demobilisation 

5 [bookmark: _Toc73476317][bookmark: _Toc73476415]
6.2 [bookmark: _Toc240278667]Travel Guidelines
i. Approval: All travel must be approved in advance by the Head of IU or a person with delegated authority as per the Delegations Summary (PPIU.001). 
ii. Efficiency: All travel shall be by the most direct and economical route. 
iii. Flight Class: All flights shall be economy class unless they exceed 8 hours, where business class may be considered. 
iv. Reporting: IU staff undertaking official travel must produce a written trip report within 10 days of return. 
v. Safeguarding Compliance: All travellers must have a current PSEAH Annual Training completed as per the Training Register (PPIU.070) entry on file before travel is approved.  All travel must include a safeguarding risk assessment.
6.3 [bookmark: _Toc228862265][bookmark: _Toc228873002][bookmark: _Toc228873748][bookmark: _Toc228862266][bookmark: _Toc228862267][bookmark: _Toc228862268][bookmark: _Toc228862269][bookmark: _Toc228862270][bookmark: _Toc240278668]Delegation of Travel Policy 
The IU Head will approve all travels and while retaining all accountability has delegated management and approval to the Operations & Secretariat Manager when not available.
[bookmark: _Toc73476319][bookmark: _Toc73476417][bookmark: _Toc500101552]
[bookmark: _Ref72770782]

7 [bookmark: _Toc240278669]Asset Management
[bookmark: _Toc73476327][bookmark: _Toc73476425]This section describes the policy to define fixed assets and their treatment. It also serves to ensure that the IU makes responsible asset purchases, accounts for, maintains and retains control over assets.
7.1 [bookmark: _Toc240278670]Definition 
Fixed Assets is defined as property, plant and/or equipment that satisfies the following criteria: 
· The value is greater than AUD2,000 (or WST equivalent).
· It must be intended to be used and be able to be used for a period of time in excess of 12 months; and 
· It must be identified at a level that satisfies the IU’s need in terms of function or service (e.g. a car is not a combination of assets but one asset).
7.2 [bookmark: _Toc240278671]Accounting Treatment
Fixed assets will be capitalised in the year in which the expenditure is incurred. The asset will be depreciated according to Depreciation under 4.18. 
Fixed assets that have been capitalised may increase in value if a modification is made to it that changes the original design and/or function (e.g. the addition of a doorway in a building or the erection of a new wall in an office is a modification that would add to the capital value.) 
Renovation or maintenance costs for an asset will not be capitalised but will be expensed at the time the work is undertaken. Painting of existing property or replacement of parts (e.g. like with like) is considered maintenance and not an increase to the capital value.
7.3 [bookmark: _Toc240278672]Purchase of Asset 
Fixed Asset acquisition must be in accordance with PPU’s Procurement Policy 
Fixed Asset acquisition must be properly justified by following the acquisition guidelines defined in the procedures. 
7.4 [bookmark: _Toc240278673]Asset Register 
Fixed assets (with a value of greater than AUD2,000 (or WST equivalent) will be recorded in the IU Assets Register
The master copy of the Asset Register is maintained on the XERO Accounting Software.  Access to this document is limited to the IU Head, IU OM and the Programme Accountant. It records the following information:
· Asset ID number
· Description
· Purchase Date
· Purchase Amount
· Classification / Asset Type (e.g., vehicle, computer hardware, office furniture, and office equipment, etc.)
· Current staff member responsible for Asset  
· Location
· Depreciation details
· Disposal details
Assets will not be moved to locations other than those recorded on the Assets Register without the approval of IU OM. Any movement of assets will be recorded in the Assets Register.
The IU OM or their delegate will conduct six monthly checks and random spot checks of assets against the Asset Register.  If assets cannot be accounted for, an investigation is to be undertaken immediately and a report detailing the circumstances forwarded to the IU Head. Depending on the nature of the assets and the outcome of the investigation, the IU Head may be required to report the missing asset to the donor, within 5 days of becoming aware the asset is missing, in accordance with fraud reporting procedures.  
7.5 [bookmark: _Toc240278674]Asset Disposal
A fixed asset reaching the end of its useful life or surplus to requirements will be disposed of and written off the fixed asset register. 
Asset disposal may occur through auction, tender, private sale, destruction, donation, transfers to other organisations. The method of asset disposal will be based on consideration of what offers the best return for the IU. Assets which are assigned to IU staff (such as laptops)and are scheduled for disposal, may be available for staff to purchase. Staff are required to make this request to the IU Head for consideration. The disposal price (to be paid by the purchasing staff member) will be based on a recommended amount by the PPIU’s appointed IT Consultant. 
Programme Accountant/Finance Officer will itemise the fixed assets to be disposed of together with a brief assessment of the condition of the items and will make the necessary arrangements to dispose of the assets in prudent and financially responsible manner. 
The Head of IU is to authorize the write-off of obsolete or missing assets from the register. 
Fixed assets once disposed of will be removed from the Fixed Asset Register using the Disposal of Assets Form (Annex I)  
Programme Accountant/Finance Officer will confirm the disposal of Fixed Assets before removing assets from the register. 
7.6 [bookmark: _Toc240278675]Asset Usage & Security 
IU staff are responsible for proper and safe use, and security, of all IU assets under their care or use. 
The cost to repair damage to, or replace, any IU asset, including issued equipment, as a result of negligence on the part of staff, may be recovered in full, or part, from the staff responsible. 
The Head of IU shall have discretion in determining whether the cost to repair or replace any IU asset damaged because of staff negligence shall be recovered, in full or part, from the staff responsible. 
Where the staff responsible is the Head of IU, discretion for the cost of repair or replacement to be met in full, or part, by the IU shall rest with the Chair of the JC. 
All assets are to be safeguarded against theft and damage and removed from the premises only with approval of the Head of IU.
7.7 [bookmark: _Toc240278676]Annual Stock take
The IU will undertake an annual stocktake of all Office assets. The stocktake will generally be conducted during April/May of each year in preparation for the end of financial year reporting.
The Programme Accountant/Finance Officer is responsible for the annual stocktake of assets. 
8 [bookmark: _Ref72770856][bookmark: _Toc70083164][bookmark: _Toc71659520][bookmark: _Toc73476332][bookmark: _Toc73476430][bookmark: _Ref72770952][bookmark: _Toc240278677]
Risk Management
This section describes the IU’s approach to identifying, assessing, monitoring, and controlling risks.  
6 [bookmark: _Toc73476350][bookmark: _Toc73476448]
8.1 [bookmark: _Toc240278678]PPIU Risk Management Policy and Risk Framework
The IU manages risk in accordance with the PPIU Risk Management Framework (PPIU.051) which aligns to the requirements of ISO 31000:2018 Risk Management Guidelines.
Our Risk Management policy statement is as follows:PPIU Risk Management Policy Statement
PPIU is committed to an organisational culture of risk awareness that is continually reviewed, assessed, improved, tailored, and integrated ensuring we identify and manage uncertainty in our strategy, operations, and the global environment in which we operate.

Our Risk Management Policy sets out the requirements, expectations, roles, and responsibilities for managing risk and ensuring that effective risk management is integrated into all PPIU activities and operations. Together with other components of the Risk Management Framework, this policy will support effective management of risk at all levels of operations and ensure compliance with recommended standards on risk management. 
To control and manage risks, PPIU is committed to:
· Proactive management of risk - recognising that risk management is an integral part of sound management practice and an essential element of good corporate governance as it improves decision-making and enhances outcomes and accountability.
· Effective risk management - integrated into planning processes, including program/activity implementation, policy compliance and all levels of management. 
· Positive risk management culture - where it is the responsibility of every person to think about and manage risks as part of their job. 
PPIU recognises that effective risk management:
· Creates value enabling informed decision making, setting, and achieving objectives, improving performance and accountability.
· Supports PPIU’s values, strengthens corporate business and program planning, enabling better decision making; building confidence in new opportunities through a considered risk approach; improved performance outcomes; and establishing clear risk related responsibilities and accountabilities.
· Is an integral part of PPIU’s culture, reflected in our policies, systems, and processes.
PPIU risk processes include strategic planning, regular reviews, performance management and overall governance to ensure sound financial management and efficient and safe delivery of PPIU Work Programme activities. 
PPIU managers must consider and implement appropriate risk management strategies to manage applicable risks.



8.2 [bookmark: _Toc240278679]IU Risk Register
A Risk Register for the IU has been completed and is available at Annex H.   
This document lists and assesses all identified risks for the program, their respective Risk Rating (based on Likelihood and Consequence), current controls and proposed additional treatments, as well as accountabilities and residual risk rating after treatment.
This Risk Register will be reviewed at least every six months by the IU Head and IU OM, except for those risks which are identified as VERY HIGH which will be reviewed on at least a quarterly basis.
In addition to program-specific risks relating to the nature and context of IU, the Risk Register also covers Health Safety, Security and Environment, Child Protection, SEAH, Fraud and Corruption.  These areas of risk are covered in more detail in the sections below.
8.3 [bookmark: _Toc240278680]Health, Safety, Security & Environment
In all that we do, the health, safety, wellbeing and security of our staff, stakeholders, and members of the communities in which we work is the absolute highest priority.   
Please refer to the PPIU Safety, Health & Environment Policy (PPIU.039), PPIU HSSEP at Annex E. 
The HSSEP, available at Annex E, is gender-aware and has been designed to address the specific HSSE requirements and guidelines for IU, taking into account the local conditions, location-specific and activity-specific risks, personal security and appropriate risk mitigation and treatment measures. 
8.4 [bookmark: _Ref72756279][bookmark: _Toc240278681]Child Protection
Annex C presents the completed DFAT ‘Establishing Child Protection Risk Context’ tool for IU.  This analysis has concluded that:
· IU as an activity has a MODERATE level of child protection risks, due the potential for personnel to be deployed internationally (outside their usual country of residence) and for IU activities to occur away from IU’s main location.
· IU is not considered a ‘child-focussed’ organisation as defined by the Risk Context tool.  However, IU does have all the appropriate controls in place to manage Child Protection Risks.  IU is therefore rated as having a LOW level of organisational risk.
· The combination of organisational level risks (LOW) and activity level risks (MODERATE) therefore means an assessment of child protection risk is required and appropriate minimum child protection standards must be applied to manage the risk.  (Please refer to the IU Risk Register at Annex H for further detail about the specific child protection risks identified and treatments and controls in place for IU.)
Child protection risks will be continuously monitored throughout implementation by the IU.  The risk assessment will be regularly reviewed and re-assessed, particularly if there is a significant change in the IU’s activities. Child Protection Risk Assessments will also be conducted prior to the engagement of downstream partners where the service providers work may include contact with children. 
8.5 [bookmark: _Ref72756829][bookmark: _Toc240278682]Sexual Exploitation, Abuse & Harassment 
Annex D presents a SEAH Risk Assessment for IU.  This analysis has concluded that:
· IU as an activity has a MODERATE level of SEAH activity-level risks, due to the potential for personnel to be deployed internationally (outside their usual country of residence) and for IU’s activities to occur away from the IU’s main location in Samoa.
· IU has a LOW level of organisational SEAH risk, as policies and procedures are in place, training is mandatory for all staff and there is an organisational culture of ethical conduct and zero tolerance for Sexual Exploitation, Abuse and Harassment of any kind.
· IU as an activity has a MODERATE level of SEAH reputation risks, due to potential media interest in PACER Plus activities and the likely involvement of high-profile individuals and Parties representatives involved.
· The combination of these risk factors therefore means that a detailed risk assessment of SEAH risks and a plan for mitigation and monitoring those risk is required, in accordance with IU and donor’s (DFAT) minimum standards.  (Please refer to Annex H for further detail about the specific SEAH risks identified and treatments and controls in place for IU.)
SEAH risks will be continuously monitored throughout implementation of the IU.  The risk assessment will be regularly reviewed and re-assessed, particularly if there is a significant change in the IU’s scope of services. SEAH Risk Assessments will also be conducted prior to the engagement of downstream partners where the service providers’ work may involve SEAH risk factors. 
8.6 [bookmark: _Ref79163056][bookmark: _Toc240278683]Fraud and Corruption
The Implementation Unit (IU) maintains a zero-tolerance approach to fraud and corruption. All personnel are required to comply with the high-level governance framework, ethical standards, and reporting protocols detailed in the following:
Annex J presents a Fraud Risk Assessment and Control Strategy for PPIU.
Please also refer to Fraud Policy (PPIU.023), Fraud Control Procedures (PPIU.024), Anti-Corruption Policy (PPIU.026) and Code of Business Conduct and Ethics (PPIU.002).
For specific financial controls such as delegations of authority and bank reconciliations, please refer to Section 4 – Financial Management.

[bookmark: _Ref72770966]

9 [bookmark: _Toc240278684]Quality Management
10 [bookmark: _Toc73476359][bookmark: _Toc73476457][bookmark: _Toc500101482][bookmark: _Toc70083188][bookmark: _Toc71659544]
[bookmark: _Toc240278685]9.1 PPIU Quality Management System
Quality management in IU is conducted within the framework of the IU integrated Quality Management System and is designed to enable delivery of services to our clients in a consistently high-quality manner that meets or exceeds expectations, while also fostering a culture and a discipline of continual improvement and innovation.  
The IU personnel are encouraged to raise their ideas and/or any inefficiencies, gaps, or potential improvements that they identify in the course of their work. Broader feedback will also be sought from the JC and relevant stakeholders.
In addition to the Quality Assurance and Quality Control processes described within this section, our Quality Management System also incorporates all procedures for Financial Management, Human Resources, Occupational Health and Safety, and Risk Management and Environmental & Social Safeguards.  This section should therefore be read in conjunction with other parts of this manual.  
9.2 [bookmark: _Toc500101494][bookmark: _Toc70083191][bookmark: _Toc71659547][bookmark: _Toc240278686]Quality Assurance
Quality assurance can be defined as "part of quality management focused on providing confidence that quality requirements will be fulfilled."
Quality assurance is achieved in IU through application of a range of systems and processes documented in this Operations Manual.

9.2.1 [bookmark: _Toc500101495]Operations Manual
IU Operations Manual is a “living document” which provides details of the policies, procedures, tools, and templates required for the day-to-day operations of IU.  It aims to provide a primary reference document for all IU personnel containing clear information and guidance across all activity management functions. 
As part of IU’s commitment to continuous improvement, the policies, procedures, and forms in this Operations Manual will be revised and improved throughout implementation of the IU.  
The IU OM has primary responsibility for preparing, reviewing, and updating the Operations Manual. All IU personnel are encouraged to identify and propose improvements for the IU OM to consider.
To maintain integrity and auditability, the following control measures are mandatory:
Version Control: Governed by the Document Control Procedure (Annex F5). Any temporary "work-arounds" or pilot deviations must be formalized via a Non-Conformance & Corrective Action Form (Annex F3) before implementation.
The Master List: Staff must verify they are using the current version of templates by referencing the Document Master List of Procedures, Templates and Forms. 
Revision History: Every change must be recorded in the centralized Document Control Register, identifying the section updated, the source of the recommendation, and the approval date.
Annual Review & Reporting: The OM will undergo a formal annual review. A summary of administrative updates and compliance findings will be included in the six-monthly reporting to the JC.
9.2.2 IU Plans & Budgets

a. Planning and Monitoring
The IU activities, tasks, key deliverables, and milestones are generally detailed in PPIU Annual Plan.  
The IU budgets are generally prepared on a financial year basis in accordance with JC / BC funding approval and specific budgeting requirements.  
The IU Head is responsible for monitoring IU delivery against the agreed schedule and budget and ensuring prompt action is taken to prevent delays or disruptions to activity delivery and/or cost over runs or underspends.
b. Process for Managing Deviations
"Deviation" is defined as any significant variance from the approved Annual Plan or Budget. When a deviation is identified, the IU will conduct a discussion on the issues identified and agree on corrective actions to be taken to avoid the same deviations from occurring.

9.2.3 IU Reviews
Activity Reviews are conducted for all IU activities. The intention of an Activity Review is to:
Provide an update to IU management and the JC about the progress, achievements, challenges, and performance of the Activity against the contracted scope of services.
Monitor compliance with key policies and procedures, including the Child Protection Policy, PSEAH Policy, and Fraud Policy, Health & Safety Procedures.  This includes monitoring down-stream partner compliance.
Monitor financial performance and budget control. 
Proactively identify any inefficiencies or issues of concern and collaboratively develop and deliver system improvements and solutions to prevent major problems.
Identify opportunities for improvement, innovation, learning and research within the activity.
Activity Reviews are conducted upon completion of each Activity and/or on an annual basis for Activities of a longer duration.
Please refer to the Activity Review template (PPIU.052) for more information.
9.2.4 Internal Audits
Internal audits may be conducted for IU operations and activities. The intention of an Internal Audit is to:
Randomly sample transactions and activities to test compliance with the policies and procedures stated in the Operations Manual. 
Identify non-conformances and propose corrective actions.
Identify where improvements can be made in processes.
Identify strengths and lessons for continual improvement 
Please refer to the Internal Audit procedure  for more information.
9.2.5 External Audits & Reviews
The IU will undergo an annual external audit of financial management and systems compliance, in accordance with the IU Constitution.  An independent professional services firm will be engaged for this purpose.  

9.2.6 [bookmark: _Toc500101497]Stakeholder Feedback 
Feedback is an integral component of our quality processes to monitor client satisfaction and areas for improvement. 
In addition to client feedback, IU will also seek regular feedback from all relevant stakeholders in line with the processes and parameters outlined in the Performance Assessment Framework.  This may occur via formal meetings or focus groups, informal discussion and/or brief, online satisfaction surveys as required.

9.3 [bookmark: _Toc500101484][bookmark: _Toc70083190][bookmark: _Toc71659546][bookmark: _Toc240278687]Quality Control
[bookmark: _Toc500101485]Quality control can be defined as "part of quality management focused on fulfilling quality requirements."
[bookmark: _Toc500101486]The following sections outline the quality controls applied to IU.  This list is not exhaustive.  A range of controls are integrated in all IU processes and procedures, which together form our Quality Management System.

Peer Review & Detail Checking Processes
[bookmark: _Toc500101488]All IU outputs, reports and deliverables will undergo a peer review process (PPIU.077), with the document author and reviewer (separate person) recorded in the Quality Information section at the start of each document. 
If required, a detailed check will also be performed to verify technical analysis, calculations and/or design information for correctness, completeness, and technical accuracy. Detail checks must be performed by an appropriately qualified staff member, who is not the same person as the document author. 
To maintain the integrity and quality of our internal outputs, all employees designated as 'Reviewers' must successfully complete the Peer Review Certification Training prior to conducting any formal assessments.  
9.4 [bookmark: _Toc228861718][bookmark: _Toc228861834][bookmark: _Toc228861955][bookmark: _Toc228862070][bookmark: _Toc228862186][bookmark: _Toc228862291][bookmark: _Toc500101496][bookmark: _Toc240278688]Non-conformance & Corrective Action Processes
[bookmark: _Toc240278689]9.4.1 Principles of Continual Improvement
A fundamental facet of any quality management system is the reporting of non-conformances and through that, the corrective action process and the capture and communication of lessons learned for continual improvement. 
Non-conformances are not exclusively identified during internal or external audits – it is also possible for non-conformance to be identified by any member of the IU team, the donor, or any other stakeholder at any stage of the Program. 
All reported non-conformances are raised with the IU Head at regular internal management meetings.
The IU Head is responsible for reporting any contractual non-conformances to the JC.

[bookmark: _Toc240278690]9.4.2 The Corrective Action Lifecycle
Upon identification of a non-conformance, the IU team must follow these five mandatory steps:

Identification & Containment:
The observer must immediately take action to "stop the harm" or quarantine the affected process (e.g., pausing a procurement selection or halting a flawed data entry process).
Reporting: The non-conformance must be reported via email to the IU Operations Manager (OM).

Root-Cause Analysis (RCA):
The IU OM, in coordination with relevant leads, will investigate the systemic cause of the failure.
Analysis must focus on why the failure occurred (e.g., lack of training, faulty software, or ambiguous policy) rather than assigning individual blame.

Corrective Action Planning:
A formal plan shall be developed to eliminate the root cause. This may include updating the Operations Manual, retraining staff, or revising governance oversight.

Verification of Effectiveness:
Actions taken must be reviewed after a specified period (e.g., 30–90 days) to ensure the non-conformance has not recurred. If the fix was ineffective, the RCA process restarts.

Closure & Communication:
Once verified, the non-conformance is marked as "Closed." Lessons learned are communicated to the wider team to prevent similar issues in other departments.

Governance & Escalation
Management Review: All reported non-conformances are maintained in a Non-Conformance Register and raised with the IU Head at regular internal management meetings.

Contractual Reporting: The IU Head is responsible for reporting any contractual non-conformances to the JC (JC).

Audit Readiness: The Non-Conformance Register (PPIU.073) and associated A documents must be made available for both internal and external audits to demonstrate compliance standards.
[bookmark: _Ref72771085]

10. [bookmark: _Toc240278691]Activity Management
[bookmark: _Ref72771092]The IU is required to identify, prepare, appraise, implement, and monitor Work Programme activities. 
This section provides a summary of minimum standards[footnoteRef:6] for investment design and good practice guidance on which to base activity planning and implementation. [6:  DFAT Investment Design Quality Criteria - https://www.dfat.gov.au/about-us/publications/Pages/investment-design-quality-criteria
DFAT Monitoring and Evaluation Standards - https://www.dfat.gov.au/sites/default/files/monitoring-evaluation-standards.pdf ] 

Gender equality, disability and social inclusion will be considered in the development of all activities. A key focus of this will be on ensuring all activities are as inclusive and accessible as possible. Opportunities to deliberately target women, PWD and youth will be identified. A list of GEDSI related questions for consideration and exploration during opportunity identification and activity development is included as part of the GEDSI Checklist and Prompting Questions. 
10 
10.1 [bookmark: _Toc240278692]PACER Plus Goal, Objectives, and Outcomes
The high-level goal of the PACER Plus Agreement is: 
	Regional trade integration and expansion of Pacific labour mobility contributes to sustainable and inclusive economic growth and social development of participants. 
This goal will be achieved through three end-of-program outcomes (EOPO) expected from the implementation of the PACER Plus Agreement:
PACER Plus Signatories increase predictability, transparency, stability and value of trade and investment transactions in the Pacific Region.
Public and private sector market actors in PACER Plus Signatories benefit from targeted and responsive trade-related technical assistance and related support.
PACER Plus Parties benefit from targeted and responsive labour mobility strategic policy support.  

These EOPOs feed directly into the PACER Plus Goal and are expected to be realised over a longer timeframe then the IU phase I. Pacific Island Parties  in the Agreement will be supported to implement through a work program of development and economic cooperation (DEC) support. The mission of this support, and the DEC Workplan is: 

The PACER Plus Development and Economic Cooperation Work Programme and the Arrangement on Labour Mobility are effectively and efficiently implemented to deliver sustainable and inclusive benefits to Participants. 

Four medium-term outcomes are expected to be achieved by the end of this investment in IU: 
· MT01: Trade in Goods: Participants increase efficient and transparent implementation of Agreement commitments on ROO; customs; SPS measures; & technical regulations, standards & conformity assessment procedures. 
· MT02: Investment: Participants increase investor awareness of PACER Plus opportunities, identify and resolve impediments to investment and improve the investment climate in their countries. 
· MT03: Trade in Services: Participants adapt, improve, and harmonise regulations for, reduce barriers to, and improve regulations affecting services trade, building on the reductions in barriers to trade in services embodied in the Agreement. 
· MT04: Labour Mobility: Effective regional labour mobility cooperation increases labour mobility opportunities for Pacific workers and enhances the positive development impact in Participating Countries.  

Key themes to guide the IU in the development of Activity Plans are:  
· Ownership – the most important consideration for the IU. Signatories want an IU model where: (1) the Parties (via the JC and other committees) set the direction and oversee effective implementation of the work program; and (2) each Party, including small island states, has a voice in decision making.
· Independence – closely linked to the above.
· Efficiency – Signatories want an IU that can deliver the activities they want in a timely way. 
· Accountability – Signatories want implementation of activities to be effective and have probity. Program activities should be effective (deliver outcomes) and not wasted.
· Value for Money – Signatories wish to keep management fees as low as possible, but cost is not the only factor, with effective performance and achievement of EOPOs and IOs being a key consideration, including the sustainability of results.[footnoteRef:7] [7: ] 

· Simplicity – arrangements around the IU should be clear and simple.

10.2 [bookmark: _Ref79160620][bookmark: _Toc240278693]Work Program Activity Eligibility
Consistent with Article 4 of PACER Plus, Chapter 10, Work Program activities must:
be trade – or investment – related and support the implementation of PACER Plus;
be specified in the Work Program (or approved as an emerging activity); 
the proposal must demonstrate input from, and be endorsed by, the relevant Chapter committee; 
involve a minimum of two PACER Plus Participants, and Australia or New Zealand (ANZ); 
address the needs of the developing country Participants as mutually prioritised and determined by the Participants; and 
wherever possible, avoid duplication in relation to, and build on and complement, existing economic cooperation activities and delivery mechanisms.
[bookmark: _Hlk79581783]

10.3 [bookmark: _Toc240278694]Activity Management Cycle
When the IU was established in 2021, the following cycle was adopted for the development of the Annual Plan. 
Needs Assessment – initially based on the immediate and prioritised trade-related requirements of Parties identified by the Rapid Needs Assessment (RNA) and endorsed by the JC, and subsequently responding to the needs and direction set by JC in the Work Programme.
Activity Proposals included in the Annual Plan - the IU will identify activities that address priority needs as identified by PACER Plus Parties and documented in the RNA.  Activities with the potential for “early wins” will be programmed in the 2021/22 Annual Plan. The RNA team has consulted widely, with private and public stakeholders and relevant PACER Plus Committees. The fully costed Annual Plan will be submitted to the JC for consideration and approval. Once the JC has approved the initial Annual Plan, detailed planning will commence, which will involve broader consultation, as required, to refine the RNA’s proposals. All proposed Activities will include key performance indicators (KPIs) for monitoring and evaluation purposes. All activity proposals must include CP, SEAH, Fraud, and ESS risk screening.
All proposed Activities will include key performance indicators (KPIs) for monitoring and evaluation purposes 
Activity Design – In most cases, the Activity Design will be a Terms of Reference (TOR) (for individual consultant) or a Scope of Services (for organisations).  These will be developed in collaboration/consultation with Parties and relevant Committees and be finalised by end of August. If required, for Activities of high value (i.e., >AUD100,000) or high complexity/risk, the IU will prepare detailed Activity Designs and submit for additional BC review and approval. 
Emerging activities- Activities not specifically itemised within the approved Annual Plan, will be presented to the JC as a two-step process, concept approval followed by detailed design and budget approval.  Please refer to Activity Proposal Template (IU.054).
Quality Assessment of Design – May include the use of independent peer review mechanisms.  See section 0 below. Reviewers will specifically assess the adequacy of the PSEAH risk rating and the strength of the proposed survivor-centred mitigation strategies.
Effective Activity Implementation Management – even the best designed activities can be implemented poorly, and the intended outcomes never achieved.  Each activity will have project management resources allocated with accountabilities, budgets and timelines clearly articulated in activity plans.  
Monitoring, Evaluation, Learning & Analysis (MELA) – as per Section 11 below


With effect from 1 January 2023, new process for formulation of Annual Plan was adopted as the following: 

1. Activity Proposal Formulation
Activity proposals are developed using the Activity Template and designed following the principles and approaches of results-based management.

The objectives of the activity and intended results must be aligned with key IU documents such as DEC Work Programme, IU MELA Framework 


2. Appraisal and Approval
The IU appraises activity proposals to ensure compliance and alignment with PACER Plus goals and objectives. 

The proposals are submitted to the relevant Subcommittees for appraisal and approval. 

Following Subcommittee approval, the proposals are then submitted to the BC and JC as part of the Financial Year Annual Plan. 

 
3. Implementation and Monitoring
After approval by JC, activity implementation begins. 

IU working with Implementing Agencies must monitor and report on the progress of the activities against its approved monitoring and evaluation and work plans. The progress Report will also be part of the IU Reporting on outputs of the Annual Plan 

[bookmark: _Ref73458258]

10.4 [bookmark: _Toc240278695]Activity Quality Assessment
Each Activity will go through a rigorous process of quality assessment before being included in the Annual Work Program.  
Planning, Implementation and MEL for all activities should be consistent with Development Assistance Committee of the Organisation for Economic Co-operation and Development (OECD/DAC) criteria of:
Relevance – why is this activity being proposed and what evidence is it based on? 
Effectiveness – show a clear link between the problem analysis and activity proposed. 
Efficiency – does the activity make the best use of time and resources to achieve its objective? 
Impact - the OECD definition of impact is “the positive and negative, intended and unintended, direct and indirect, primary and secondary effects produced by an intervention. When planning activities considered all possible unintended consequences.  
Monitoring and Evaluation - high quality monitoring and evaluation products are required to ensure that information generated from investments has a credible basis and is suitable for use to make important programming decisions and for wider learning. 
Sustainability – will the benefits last? How will benefits be achieved and what are the constraints (financial, capacity, environmental, institutional, human resources, political) to achieving these benefits?  
Gender Equality and social inclusion – has the proposed activity been reviewed through a GEDSI lens? Does the plan integrate gender equality, social inclusion and empowerment strategies? Have steps been taken to ensure the activity is as accessible and inclusive as possible? Will women and girls, PWDs, young people benefit equally from the activity?  How will we ensure women, PWD, young people and people from remote locations benefit in the activity? All major investments should have input from a GEDSI STA. See GEDSI Strategy for further guidance on addressing GEDSI in activity design and development. 
Risk Management and Safeguards – activity plans must include an assessment of risk (including safeguard issues) that explains what may prevent the investment from achieving its outcomes and has realistic strategies for mitigating the risks, with clear assignment of responsibility and timeframes.  
Alignment with relevant agencies and development partners – an assessment on whether the proposed activity is already being delivered, funded or proposed by another relevant agency, and an outline of steps taken to ensure the design of a proposed activity does not duplicate funding resources for the same purpose. In cases where there is a concern of duplication of resources, consideration should be given to how a proposed activity addresses a distinct need, gap or complimentary component to existing initiatives. The purpose of this step is to avoid duplication of resources (including in-kind contributions) for the same purpose. 
Innovation and the Private Sector - has the investment explored innovative approaches to achieving development results? Has the investment considered private sector engagement in the design process? Can the use of technology be cost effective?  Can the private sector contribute, implement more efficiently and/or will it have a positive impact on private sector growth? 





11. [bookmark: _Ref79163107][bookmark: _Ref79163122][bookmark: _Toc240278696]Monitoring, Evaluation, and Learning 
The PACER Plus (Agreement) MELA Framework (the Framework) was approved in the Sixth Meeting of the PACER Plus JC (PPJC.06) convened on 30 May – 1 June 2023 at the Scenic Matavai Resort in Tamakautoga, Niue.
The MELA Framework provides a structured approach for assessing the value and significance of the Agreement and the IU. Its primary objectives are to monitor, analyse, and manage output, outcomes, and impact data; communicate results to key partners and stakeholders; structure a process of learning and adaptation; and to build the evidence base for the Agreements effectiveness and the IU’s performance. 
The Framework has five levels to capture the expected outcomes of Treaty implementation and the Development and Economic Work Programme (The Work Programme) and its effects: 
· Development outcome/impact (10+ years)
· Long term outcomes (10+ years)
· Intermediate outcomes (5-10 years)
· Short term outcomes (3-5 years)
· Outputs (1-5 years, including those activities that are ongoing)
Consideration of gender dimensions and inclusion have been integrated throughout the Framework through the wording of particular outputs or outcomes (e.g., inclusive regulatory, policy & institutional reforms in Pacific sending countries affecting labour mobility increased), and through the incorporation of explicit disaggregates for relevant indicators (e.g. disaggregated by geography, sector, focus on: gender, disability, micro and small and medium-sized enterprises, urban/rural, youth). 

Learning and Adaptive Management 
The IU views MELA not as a static reporting obligation, but as a strategic compass. To ensure that data gathered leads to improved performance, the IU institutionalizes "Learning" through a formal Adaptive Management Cycle. This process ensures that evidence informs decision-making, resource allocation, and risk mitigation.

The MELA Officer (or designated lead) is responsible for facilitating these sessions and maintaining the Learning Log (PPIU.074), while all Technical Leads are responsible for providing the substantive evidence and observations. The Learning Log serves as the primary evidence base for the Annual Strategic Reflection, ensuring that past performance directly informs the next Annual Work Plan.
Development Outcomes 
The Framework is guided by a long-term development outcome: Parties utilise PACER Plus and the Arrangement on Labour Mobility to increase trade, investment, and economic opportunities for inclusive economic development. The Long-term outcome areas are organised under four key components from the Agreement: Trade-in-Goods, Trade-in-Services, Investment, and Labour Mobility. A cross-cutting outcome area on Performance and Partnerships has also been added to define and measure the ways of working across implementation of the chapters and the IU’s performance. The long-term goals for each component area are as follows:
· Trade in Goods: Trade-in-goods increased among Participant countries. 
· Trade in Services: Cross-border flow of services increased among Participant countries. 
· Investment: Inclusive and sustainable Investment between and among Australia, New Zealand and Pacific countries.
· Labour Mobility: Development benefits of labour mobility are increased for Participant countries. 
· Performance and Partnerships: Stronger economic partnership and deeper economic integration amongst participant countries through coordinated support with development and effective and transparent implementation of PACER Plus commitments. 
12. [bookmark: _Toc240278697]
Information Technology
Information and Communications Technology is a core support function within the PPIU required by the PPIU staff to operate its normal business. 
The PPIU IT and cloud services is managed by the PPIU IT Consultant, WebSafe Samoa. 
PPIU Information Technology Policy
The PPIU Information Technology Policy (PPIU.062) provides Guidance on safe and secure IT utilizations for IU staff, users, system operators as well as IU Contractors




[bookmark: _Toc240278698]Document Master List of Procedures, Templates, Forms 
	Number 
	Name

	PPIU.001
	Delegation of Authority 

	PPIU.002
	Code of Business Ethics & Conduct 

	PPIU.003
	Child Protection Policy  

	PPIU.004
	Child Protection Reporting Procedure

	PPIU.005
	Prevention of Sexual Exploitation, Abuse and Harassment (PSEAH) Policy 

	PPIU.006
	SEAH Risk Management Procedures 

	PPIU.007
	SEAH Risk Assessment Form 

	PPIU.008
	Harassment and Discrimination Policy

	PPIU.009
	Conflict of Interest Disclosure Form - Employees

	PPIU.010
	Conflict of Interest Disclosure Form - Consultants

	PPIU.011
	Due Diligence Procedure

	PPIU.012
	Due Diligence Report Template

	PPIU.013
	Terms of Reference Template

	PPIU.014
	Reference Check Template

	PPIU.015
	Conflict of Interest Disclosure Form

	PPIU.016
	Short Listing Score Sheet

	PPIU.017
	Interview Questions and Scoring Template

	PPIU.018
	Recruitment Outcome and Recommendation Report

	PPIU.019
	Warranty & Declaration Form

	PPIU.020
	Consultant Agreement Template

	PPIU.021
	Employment Agreement Template

	PPIU.022
	DFAT Deed of Confidentiality

	PPIU.023
	Fraud Policy

	PPIU.024
	Fraud Control Procedures

	PPIU.025
	Fraud Report Template

	PPIU.026
	Anti-Corruption Policy

	PPIU.027
	IT Policy

	PPIU.028
	Work From Home Policy 

	PPIU.029
	Work From Home Safety Check List

	PPIU.030
	Dependent Status Declaration Form

	PPIU.031
	Travel Policy

	PPIU.032
	Timesheet & Leave Guide

	PPIU.033
	Probation Policy & Procedure

	PPIU.034
	Probation Review Form

	PPIU.035
	Adviser Performance Assessment Template

	PPIU.036
	Performance Management Policy and Procedure

	PPIU.037
	Procurement Policy

	PPIU.038
	Anti-Human Trafficking & Modern Slavery Policy

	PPIU.039
	SHE Policy

	PPIU.040
	Quote Evaluation Form

	PPIU.041
	Travel Request Form

	PPIU.042
	Pre-Travel COVID Acknowledgement

	PPIU.043
	Preferred Hotels List

	PPIU.044
	Per Diem Rate List

	PPIU.045
	Per Diem Form

	PPIU.046
	Security Briefing Checklist

	PPIU.047
	Vendor Request Form

	PPIU.048
	Payment Request Form

	PPIU.049
	Purchase Order Template

	PPIU.050
	DT Global Invoice

	PPIU.051
	Risk Management Framework

	PPIU.052
	Activity Review Template

	PPIU.053
	Internal Audit Procedure

	PPIU.054
	Activity Proposal Template

	PPIU.055
	Petty Cash Procedure

	PPIU.056
	Consultant Timesheet Template

	PPIU.057
	Consultant Invoice Template

	PPIU.058
	Request for Proposal/Tender Template

	PPIU.059
	Proposal/Tender Evaluation Tool

	PPIU.060
	Funds Transfer Request

	PPIU.061
	Manual Expense Claim Form

	PPIU.062
	PPIU Information Technology Policy

	PPIU.063
	IU Exit Checklist 

	PPIU.070
	Training Register

	PPIU.073
	Non-Conformance Register 

	PPIU.074
	Learning Log 

	PPIU.077
	Peer Review Checklist / Certification List 

	PPIU.078
	Missing Receipt Form 

	PPIU.080
	Induction Checklist including Onboarding Forms

	PPIU.081
	Employee Privacy Consent Form

	PPIU.082
	Whistleblower Policy



Note: 
Yellow indicates Forms/Procedures that have been deleted following the transition from CSP, DT Global and overall simplification of Operations Manual. 
Green indicates Forms/Procedures which have been developed for the Operations Manual v7.0. 
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