MINISTRY OF GENDER, CHILDREN AND SOCIAL PROTECTION

ANNUAL REPORTING TEMPLATE ON GENDER EQUITY

	Item
	Response

	Name of Institution
	

	Type of Institution
	Public, Private, Civil Society, Other (specify)

	Location
	

	Reporting Year
	

	Total Number of Employees
	

	Name of Reporting Officer
	

	Position of Reporting Officer
	

	Email Address
	

	Telephone Number
	



The gender disaggregated data provided below seeks to uncover trends and patterns and
ultimately inform evidence-based decisions to promote gender equity.

1. Staff Composition
	Staff Category
	Female
	Male
	Total

	Board Members
	
	
	

	Senior Management
	
	
	

	Middle Management
	
	
	

	Junior/Support Staff
	
	
	

	Total Staff
	
	
	



2. Recruitment and Promotions During Reporting Year
	Indicator
	Female
	Male
	Total

	New Employees Recruited
	
	
	

	Employees Promoted
	
	
	

	Employees Demoted
	
	
	

	Employees Resigned
	
	
	

	Employees Terminated
	
	
	



Optional:
· How far does the institution have gender-inclusive human resources system?  Please explain. 
· Has the institution conducted a gender pay gap audit? If yes, how far does the organization have gender pay gap?

3. Training
	Indicator
	Female
	Male
	Total

	Employees Trained
	
	
	



	Indicator
	Yes
	No
	Comments

	Institution conducts training needs assessment involving both women and men
	
	
	

	Information on training opportunities is equally accessible to both women and men
	
	
	

	Women and men staff have equal opportunities in accessing and benefiting from training opportunities
	
	
	

	Institution offers training content that meets the needs of women and men and is relevant for women and men staff
	
	
	

	Institution offers training methods that meet the needs of both women and men (e.g. conducive training environments, in-person/virtual training, etc.)
	
	
	

	Training scheduling and location considers the needs of both women and men staff (e.g. at a time and location that is convenient for women and men)
	
	
	



4. Gender Equality Systems. 
	Indicator
	Yes
	No
	Comments

	Institution has a Gender Policy
	
	
	

	Institution has an active Sexual Harassment Policy
	
	
	

	Institution has a Gender Focal Person/Unit
	
	
	

	Institution conducts gender awareness training
	
	
	

	Institution collects sex-disaggregated data
	
	
	

	Institution has a confidential, safe, accessible complaint/reporting mechanism on sexual harassment
	
	
	

	If yes, Sexual Harassment Cases
	Indicator
	Number

	Cases Reported
	

	Cases Resolved
	

	Cases Pending
	


(Note: No personal information should be included.)

	Institution has maternity and paternity protection measures
	
	
	

	Institution has flexible work arrangements where applicable
	
	
	

	Institution allocates budget/resources for gender activities and to address gender issues
	
	
	

	Institution have gender targets (if yes, explain)
	
	
	



Optional:
· Does the institution conduct gender analysis for the identification of gender issues?
· For policy/program design/update, does the institution conduct gender analysis? (e.g. to assess the differential impact of this policy/program on women/men and while involving women and men staff)
5. Gender Equality Programs/Activities
	Activity (Courses, seminars, workshops, conferences - online/in-person)
	Date
	Number of Participants
	Key Results and Outcomes

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	



6. Safe and Inclusive Workplace
	Indicator
	Yes
	No

	Separate and adequate toilet facilities exist (e.g. clean and well-maintained toilet facilities; safe, easily accessible and private toilet spaces)
	
	

	Clean water is constantly available
	
	

	Facilities available to new mothers after maternity leave, for example a nursery
	
	

	Workplace is accessible and safe for women and men
	
	

	Staff are aware of sexual harassment reporting procedures
	
	



7. Progress, Challenges, and Planned Actions (during the year)
	Main Achievements on Gender Equality 
	1. ______________________________
2. ______________________________
3. ______________________________

	Briefly list key challenges

	1. _____________________________
2. ______________________________
3. ___________________________

	Planned Actions for Next Year

	1. _____________________________
2. ______________________________
3. ___________________________



8. Supporting Documents
☐ Gender Policy
☐ Sexual Harassment Policy
☐ Training Reports
☐ Organisational Structure
☐ Relevant HR Statistics
☐ Other relevant documents (please specify)

Declaration: I certify that the information provided in this report is accurate to the best of my knowledge.
	Name
	Position
	Signature
	Date

	
	
	
	



