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Overview 

This guideline outlines how consideration of Environmental and Social Safeguards is to be 

integrated into planning, implementation and completion of Activities. This guideline acts as a 

reference document for implementing the Environmental and Social Safeguards Policy (ESSP). 

Context 

People and societies are dependent upon the natural world and are also shaped by it. 

Unchecked environmental degradation and pollution, overexploitation of resources, and low 

levels of resilience to environmental hazards leads to weak societies and instability and can, in 

the long term, undermine growth. To be sustainable, economic growth is dependent upon a 

healthy environment, conserved and sustainably managed natural resources and communities 

resilient to environmental impacts from climate change, climate variability and other natural 

hazards and to social impacts. 

Purpose 

Use of this guideline will help to ensure that Activities conserve and strengthen the environment 

and communities, and that environmental and social risks are understood, managed and  

mitigated. Addressing social concerns that intersect with environmental risks and hazards are 

often inseparable from environmental impacts. 

 

Guidelines 

Introduction 

Designing Activities is the main point of entry for integrating Environmental and Social 

Safeguards, through a process of identifying risks and opportunities, and incorporating 

environmental and social outcomes in the design. Assessing Environmental and Social Impacts 

and Risks also provides an opportunity to identify outputs and outcomes designed to maximise 

Environmental and Social Benefits. 

Before commencing the design of a new Activity it is important to be familiar with the 

classification framework for Activities outlined in the ESSP. The classification is included in 

Appendix A. The framework requires that all Activities be classified according to the level of  

Environmental and/or Social Risk they potentially pose. 

 

Stakeholder Engagement, Consultation & Participation  

Stakeholder Engagement 
Steps 

1. Identify stakeholders and group them.  Determine how each group of stakeholders may be affected and 

the likely extent of potential impacts.  An adequate level of detail should be included in the stakeholder 

identification and analysis so as to determine the level of communication that is appropriate for the Activity. 

2. Engage stakeholders by providing them with access to timely, relevant, understandable and accessible 

information, and by consulting in a culturally appropriate manner, free of manipulation, interference, coercion 

and intimidation. 

3. Engage stakeholders in Activity planning, disclosure of information, consultation and participation, 

grievance acceptance and response, and ongoing reporting to Activity-affected communities. 

Appendix F gives an example Stakeholder Analysis Template 

Appendix G gives an example of a Stakeholder Communication Strategy 
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Consultation 
Disclosure of Activity information should precede consultations and participation.  Stakeholders need to be 

informed of Activities, and expected outcomes and benefits, before they are consulted.  The nature, scope 

and frequency of stakeholder engagement will be commensurate with, and proportionate to, the nature and 

scale of the Activity and its potential impacts on affected communities.   

Steps of Meaningful Consultations 

 Identify social risks and impacts on-going during the Activity cycle 

 Consult after the disclosure of relevant and easily accessible information 

 Pay attention to socio-cultural backgrounds of affected communities 

 Avoid manipulation, interference, coercion or intimidation 

 Enable meaningful participation of the community using local language 

 Focus inclusive engagement on Activity-affected communities 

 Document the process and decisions and follow-ups 

 Incorporate feedback for future consultations 

Why do meaningful consultation 

 Helps maintain a constructive relationship with affected communities 

 Promotes performance of the Activity 

 Provides means for adequate engagement with affected communities 

 Ensures disclosure of information at all stages of the Activity 

 Ensures stakeholders have access to Activity information 

 Ensures affected communities can raise issues and grievances 

Consultation with Affected Women 

The consultation process will obtain affected women’s perspectives and factor in their interests at all stages 

of the planning and implementation. It should address livelihood impacts in cases where women and men’s 

livelihoods are affected differently.  

Poor consultations commonly leads to: 

 Activity delays 

 Time and resources spent for after-the-fact Communication and Participation planning and Activities 

 Time and resources spent on modifying Activity design  

 Damage to reputation 

 Poor Activity outcomes 
 

Participative Approach 
Participation encompasses four main approaches; information generation & sharing, consultation, 

collaboration and partnership. These cover a range of relationships in which the different parties’ level of 

initiative and activity vary. A participation plan involves systematically deciding which stakeholders to 

engage, how, and when throughout the Activity cycle.  

 

How do participation plans fit into an Activity cycle? 

A strong argument for inclusion, in some form, can be made for most Activities. A participation plan is 

required where Social or Environmental Safeguard Issues are considered significant. A participation plan is 

highly recommended when participation of individuals and groups is considered important. Participation 

plans should remain dynamic. The first phase of a plan will guide participation during Activity design, with a 

more detailed implementation phase, then gradually developed during Activity preparation.  
 

Participation needs to:  

 Promote accountability and transparency  

 Allows for participation at all levels 

 Make participation accessible to all   

 Value diversity  

 Ensure participation is voluntary 

 

Appendix H gives an example of Participation Planning 
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Activity Identification (Concept Note) 
Emphasis at this stage of TTV is on identifying significant risks and opportunities.  

Step Actions 

 
1 Consider Environmental and Social Risks and Opportunities 

The Environmental Significance Declaration and Permit form (see Appendix B), can be used to help identify Environmental and/or Social Risks and Opportunities, and 

assign the activity to one of the categories in the ESSP Classification. 

Framework (see example Activities in Appendix C). Relevant to this Assessment is the type, location, and scale of the proposed activity, the sensitivity of the receiving 

environment, and the nature and magnitude of the potential impacts.   

 
2 

 

Record relevant information in Activity Concept Notes 

For Activities likely to generate adverse impacts (i.e. A or B as per the ESSP Classification Framework) record: 

 the provisional category being assigned; 

 the completed ESD and NES recommendations; 

 a list of the key potential impacts or risks to justify the category assigned; 

 the type of Impact Assessment required. 

If significant opportunities to further enhance the environment and improve resilience are known, these can also be recorded. 

 
3 

 

Appraise the Activity Concept Note 

If an activity is considered category A or B, this classification should be recorded in the Appraisal of an Activity Concept/Design Template. Participation by one or more 

relevant cross cutting specialists in the Appraisal of Activity Concepts is required for the following Activities: 

 Activities assigned to category A , or 

 Activities involving one or more of the following: 

o New large-scale infrastructure leading to landscape modification or in an area of known natural hazard; 

o Increased exploitation of natural resources; 

o Impacts on critical habitats or ecosystems; 

o Increase in pollutant discharge; 

o Increased exposure to other health risks; 

o Community relocation; 

o Significant migration of new populations into the locality affected by the activity; or 

o Significant levels of local employment. 

 
4 

 

Record relevant information in Appraisal Meeting Minutes 

For Activities assigned to categories A or B  and subject to a Concept Appraisal Meeting, chairs are to ensure that the following information is recorded in the minutes: 

 The extent to which risks have been identified and managed; and 

 Recommendations for further specialist appraisals, if necessary. 
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Activity Design 

Emphasis at this stage of the Activity Management System is on further considering social, environmental and climate change risks and opportunities, and 

undertaking assessments of adverse impacts for Activities assigned to category A or B. These assessments may be undertaken by relevant Cook Islands 

Government officials, through Technical Assistance or contractor(s) and it is expected that they will produce the following : 

Step Actions 

 
1 

 

Build environmental and/or social measures into the Activity Design Document (ADD) for Activities assigned to category A or B: 
 

Generate a schedule for the preparation, appraisal, and finalisation of the Impact Assessment and Impact Management Plan. Environmental and Social Safeguards 

Assessments should include consultation with affected people and stakeholders, the scope and detail of which would be commensurate with the scope of level of impact 

expected from the Activity.  
 

Examples of the scope and structure of Environmental and Social Impact Assessment Reports are given in Appendix D.  Technical specifications for generating a Terms of 

Reference for an Environmental and Social Safeguards Assessment are given in Appendix E. 
 

Determine Environmental and Social Safeguards and relevant policies, plans and acts.   

For example the National Environment Service (NES) Environment significance declaration and permit. Assessment procedures can be followed while also ensuring 

conformity with the requirements of the ESSP. 
 

A complaints and conflict resolution procedure should be identified or established as necessary to receive and facilitate resolution of any concerns and grievances by 

affected people regarding social and environmental performance, in line with the Environment Act 2003. 

For all Activities: 

Consider whether outputs could incorporate measures to further improve the environment and address climate change. The key principles in the ESSP and CCDP should 

be used as a guide. 

  
2 

 

Record relevant information in the ADD for Activities assigned to category A or B: 

The agreed category assigned to the Activity, the scope of any Impact Assessment and Impact Management Plan, and whether a reassignment from the provisional 

category assigned at the identification stage is being recommended. A summary of any adverse impacts or risks associated with the Activity as identified in the Safeguards 

Assessment, and measures designed to avoid or mitigate these to an acceptable level as described in the Impact Management Plan. The degree of compliance with Cook 

Islands Government Environmental and Social Laws and Regulations, and measures in place to strengthen in-country capacity for their implementation where applicable: 

 Confirmation of the complaints and conflict resolution procedure to be used if needed; and 

 All significant adverse impacts or risks identified by the Safeguards Assessment are to be recorded in the Activity Risk Register as 'external' risks. 
 

For all Activities: 

 Consider whether any of the outputs include measures to further enhance the environment and/or address climate change; and 

Measures addressing environmental and/or social risks or opportunities and considered to be a significant component of the Activity should be expressed in the form of one 

or more outputs and outcomes in the Results Framework. Ensure that progress to achieve the outcomes can be determined through the use of relevant indicators and data. 

Step Actions 

 
3 

 

Appraise the ADD for Activities assigned to category A or B: 

The Appraisal of an Activity Concept/Design form should reference the classification assigned to the Activity. Participation by one or more relevant cross cutting specialists 

in the appraisal of activity designs is required. At the point of approval the ADD should demonstrate that: 

All adverse impacts identified in the Impact Assessment have been adequately addressed to the satisfaction of the HOM or Activity Appraisal Team in a way that 

demonstrates 

financing are in place to fully implement the Impact Management Plan. consistency with this policy and compliance with the relevant Environmental and Social Laws and 

Regulations of the Cook Islands adequate arrangements including sufficient 
 

http://nzwebsite.co.nz/cookislands/images/MFEM_Documents/DCD_Docs/ADB/Workshops/Environmental_Significance_Declaration.pdf
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Activity Implementation 

The following guidance only applies where gender, human r ights, climate change and disasters and/or Environmental and Social Safeguards are explicitly 

referenced in the ADD. 

 

Step Actions 

 
1 

 

Complete an Activity Monitoring Assessment (AMA) 

For Activities assigned to category A or B: 

Reports should provide an assessment of progress in implementing the requirements and objectives of the Impact Management Plan. 

 

For all Activities: 

Major changes in the scope of the activity once implementation is underway should be recorded in the AMA. All significant changes in scope will be subject to the same 

procedures as for 

Activity Designs, i.e. classification and assessment of impacts supported by a specific management plan to mitigate the impacts. Examples of significant changes in scope 

following approval of the original design are: further extending a road, clearing additional land for agriculture or other land use or using a different commercial fishing 

technology, etc. 

 

Activity Completion 

The following guidance only applies where gender, human rights, climate change and disasters and/or Environmental and Social Safeguards are explicitly 

referenced in the ADD. 

 

Step Actions 

 
1 

 

Complete an Activity Completion Assessment for Activities assigned to category A or B: 

Reports should, as necessary, clearly state whether the requirements and objectives set out in the Impact Management Plan have been achieved. 

 

For all Activities: 

Reports should clearly state the extent to which the outputs and outcomes containing the Environmental and/or Social Measures have been achieved. 
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Grievance Redress Mechanism (GRM) 

Stakeholders have a right to information about the Activity, Environmental and Social Impact Assessments, 

Resettlement Plans, cabinet papers and reporting.  Where possible this information will be shared regularly on the Activity 

website.  Strategies should be discussed to collect stakeholders’ views on Activity improvements in an ongoing manner.  It 

is noted that in the Cook Islands often the first and best recourse available to persons with complaints may be the informal 

or traditional means by which community conflicts are managed. 

 

Complaints are mostly related to:  

 Lack of consultation with affected people and civil society organisations 

 Failure to disclose Activity information and plans 

 Poor planning and implementation safeguard documents 

 Inadequate financial and institutional resources  

 Clashes between local laws and international best practices  

 Often limited donor-funded Activities  

 
GRM Procedure should include: 

 Clear statement on how affected persons can submit their complaints;  

 A log where complaints are registered in writing, maintained as a database;  

 Publicly advertised service standards outlining the length of time users can expect to wait for 

acknowledgement, response and resolution of their complaints;  

 Transparency about the grievance procedure, governing structure and decision makers;  

 An option for moving to mediation in cases where complainants are not satisfied with the proposed 

resolution; and 

 An appeals process (including judiciary) to which unsatisfied complainants may be referred when an 

agreed resolution by other means has not been reached.  

 

When an Activity includes land acquisition, the GRM should include: 

 Relevant legal framework – national and local laws and regulations that apply to the Activity alongside any 

donor requirements 

 Outline the principles and methodologies used for determining valuations and compensation rates 

 Describe the land acquisition process and key procedural requirements  

 Define entitlements and eligibility and describes all resettlement assistance measures  

 Specifies assistance to vulnerable groups, including women and other special groups 

 Outlines opportunities for affected persons to drive appropriate development benefits from the Activity 

 Relocation of housing and settlement options 

 Identify livelihood risks and prepare disaggregated tables based on demographic data and  livelihood 

sources 

 Resettlement Budget and financing plan 

 Institutional responsibilities and mechanisms for carrying out measures of the resettlement plan  

 Implementation schedule of all key resettlement and rehabilitee Activities 

 Monitoring and Reporting requirements 
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Benefits of a Grievance Redress Mechanism (GRM): 
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Appendix A: Activity Classification Framework for Environmental and Social 

Safeguards 

During the development of Activity Concepts and Designs all Activities will be assigned to one of the following 

categories reflecting the level of  impact or risk and the type of Impact Assessment required.   

The categorisation is given after an Environmental Significance Declaration and Permit form is 

completed. 
 

Note 1 - The category assigned to the activity reflects the most environmentally or socially sensitive component. For 

example, if the activity is expected to generate a number of adverse impacts and one of these is considered to be 

significant in accordance with the description of Category A Activities, Category A applies. 

Note 2 - Impact Assessments will typically cover both social and environmental impacts for Category A and B Activities. 

Assessments can be restricted to social issues if it can be demonstrated there are likely to be no adverse environmental 

impacts. Similarly, assessments can be restricted to environmental issues if it can be demonstrated there are likely to be no 

adverse social impacts, although this scenario is unlikely. 

Note 3 - In regards to coastlines and foreshore work the Environment Act 2003 applies, specifically noting clause 50 (2) (b) 

and in the absence of any guidelines prescribed by regulation, all activities on the foreshore are required to undergo EIA 

unless they result in the preservation, restoration, or enhancement of the natural configuration and features of the 

foreshore or the natural flow of water, whereby they could be permitted under clause 50.  Therefore any activity within the 

foreshore would automatically be classified as Category A unless it results in preservation, restoration or enhancement of 

the natural configuration of the foreshore and water. The exceptions to this clause would then be classified as Category B 

unless it is determined that the preservation, restoration, or enhancement activity is significant enough to warrant being 

treated as Category A. 

Note 4 - “Foreshore” means (a) in relation to Rarotonga (i) all that area between the mean high water mark and a line 

connecting those points landward and measured at right angles to a distance 30 metres from the mean high water mark or 

to the edge of the vegetation, whichever shall be the greater distance; and (ii) every estuary, stream or river together with 

the bed of any stream or river and includes that area extending landward and measured at right angles from the mean high 

water mark in that estuary to a distance 5 metres landward from the edge of the vegetation; and (b) in relation to any Outer 

Island to which this Act applies (i) any area specified to be foreshore by the Island Environment Authority for the island 

concerned and approved for this purpose by the Queen’s Representative by Order in Executive Council; and (ii) in the 

absence of any such order for an island, any area prescribed by regulations to be foreshore for the island, after 

consultation with the Island Environment Authority for the island concerned. 

 

Appendix B: Environmental and Social Safeguards - 

Environmental Significance Declaration and Permit Form 

The following link will re-direct you to the Environmental Significance Declaration and Permit form to 

download and save. This MUST be filled out at concept design stage to enable a rating of A, B or C. 

 
  

Category1 Description Assessment2, 

 

A 

 

The Activity has the potential to cause significant 

adverse impacts considered irreversible or 

unprecedented, and which extend beyond the physical 

footprint of the Activity. 

 

Comprehensive Impact Assessment 

covering the full range of Environment 

and/or Social Impacts, and Impact 

Management Plan. 

 

B 

 

The Activity has the potential to cause adverse site-

specific impacts which are potentially reversible or more 

easily mitigated than for category 'A'. As part of the 

design phase an Impact Assessment is to be conducted 

covering adverse impacts only, along with an Impact 

Management Plan demonstrating how these will be 

addressed. 

 

Impact Assessment and Impact 

Management 

Plan covering adverse impacts only. 

 

C 

 

Minimal or no adverse impacts. 

 

EDS Completed and relevant follow up (e.g. 

building permit). 

 

http://nzwebsite.co.nz/cookislands/images/MFEM_Documents/DCD_Docs/ADB/Workshops/Environmental_Significance_Declaration.pdf
http://nzwebsite.co.nz/cookislands/images/MFEM_Documents/DCD_Docs/ADB/Workshops/Environmental_Significance_Declaration.pdf
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Appendix C: Examples of Activities and their Classification and Exclusion List  

The following is a non-exhaustive list of examples of Activities and their likely classification under the ESI-OP 

Classification Framework. Judgment should be exercised at all times when classifying Activities through 

careful assessments of the potential impacts and risks. 

Example Activities: Category A 

Large-scale infrastructure involving land use change 

Large-scale wind and solar farms 

Medium and large-scale bio-energy development 

New airstrips, ports, and related transport infrastructure 

Any foreshore development 

Activities taken place within or immediately adjacent to nationally or internationally designated area of 

conservation or heritage 

Large-scale industrial or agricultural activity 

Large-scale land reclamation or coastal development 

Large-scale commercial fishing and logging 

Large-scale afforestation/reforestation, including logging operations 

Large-scale aquaculture/mariculture 

Use of wetlands 

Dams or other large-scale water impoundments 

Water drainage, abstraction, or irrigation schemes of medium- or large-scale 

Example Activities: Category B 

Maintenance or rehabilitation of roads, airstrips and other infrastructure 

Construction of new minor roads and medium-scale infrastructure such as public utilities 

Agro-industry Activities of small and medium-scale 

Any foreshore development which can be proven to result in preservation, restoration or enhancement of 

the natural configuration of the foreshore and water 

Small-scale dams and water impoundment, irrigation and drainage schemes 

Small and medium-scale aquaculture and mariculture 

Small and medium-scale wind and solar farms 

Small-scale bio-energy development 

Small and medium-scale commercial fishing and logging 

Example Activities: Category C 

Technical assistance 

Workshops and meetings 

Research and extension in natural resources 

Replacement small-scale infrastructure (e.g. new electricity pylons, IT system) and maintenance of existing 

installations 

Capacity and institutional strengthening 

Health and education programmes that do not include infrastructure 

Business mentoring  
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Exclusion List 

The following Activities will not be considered: 

 Production or trade in any product or activity deemed illegal under host country laws or regulations or 

international conventions and agreements, or subject to international bans, such as pharmaceuticals, 

pesticides/herbicides, ozone depleting substances, PCBs, wildlife or products regulated under CITES. 

 Production or trade in weapons and munitions1. 

 Production or trade in alcoholic beverages (excluding beer and wine) ¹.  

 Production or trade in tobacco¹. 

 Gambling, casinos and equivalent enterprises¹.  

 Production or trade in radioactive materials. This does not apply to the purchase of medical equipment, 

quality control (measurement) equipment and any equipment where IFC considers the radioactive source to 

be trivial and/or adequately shielded. 

 Production or trade in unbonded asbestos fibres. This does not apply to purchase and use of bonded 

asbestos cement sheeting where the asbestos content is less than 20%.  

 Drift net fishing in the marine environment using nets in excess of 2.5 km in length. 

 Production or Activities involving harmful or exploitative forms of forced labour2/harmful child labour3.  

 Commercial logging operations for use in primary tropical moist forest. 

 Production or trade in wood or other forestry products other than from sustainably managed forests. 

 

1 This does not apply to Activity sponsors who are not substantially involved in these Activities. "Not 

substantially involved" means that the Activity concerned is ancillary to an Activity sponsor’s primary 

operations. 
2 Forced labour means all work or service, not voluntarily performed, that is extracted from an individual under 

threat of force or penalty. 
3 Harmful child labour means the employment of children that is economically exploitive, or is likely to be 

hazardous to, or to interfere with, the child’s education, or to be harmful to the child’s health, or physical, 

mental, spiritual, moral, or social development. 
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Appendix D: Impact Assessment Reports 
The report structures provided below are to be used as a guide only. Assessment Reports should be tailored 

to the particular circumstances and context of the Activity. 

Category A Activities 

1. Executive Summary 

• Overview of the proposal and its setting 

• Terms of Reference of the study 

• Summary results of the public consultation(s) 

• The Activity alternatives considered 

• Outline of the major impacts and their significance 

• Outline of the mitigation measures 

2. Policy, Legal and Administrative Framework 

• Overview of the legal, policy and institutional framework 

• Overview of relevant international agreements 

3. Description of the Activity 

• Details of the main elements of the Activity and its phases (Construction and Operation) supported 

by drawings and maps 

• Overview of any other relevant proposals and the potential interrelationships with these 

• Details of the required materials, resources (e.g. water, energy) and equipment and where these 

will be sourced 

• Details of operational processes and products 

• Details of the technical, economic, social and environmental features of the Activity 

4. Description of the Environment 

• Spatial and temporal boundaries 

• Baseline conditions - biophysical, land use, socio-economic 

• Key trends and anticipated conditions 

5. Results of Public Consultations 

• Identification of affected and interested stakeholders 

• Methods used to inform and involve them 

• Analysis of views and concerns expressed 

• Issues remaining to be resolved 

6. Impacts and Mitigation Measures 

• Prediction of each major impact and vulnerability 

• Measures proposed to mitigate impacts and build climate and disaster resilience 

• Significance of the residual impacts and vulnerabilities 

• Limitations, uncertainty and gaps in knowledge 

7. Analysis of Alternatives 

• Details of any feasible alternatives to the Activity - including the no-Activity alternative - their main 

elements and phases (construction and operation) supported by drawings and maps where 

useful 

• Comparison of alternatives against the Activity in terms of risks and benefits 

• States basis for selecting a particular Activity 

8. Impact Management Plan 

• Measures to mitigate impacts and build climate and disaster resilience 

• Monitoring program 

• Reporting, audit and review procedure 

• Institutional capacity building requirements 

• Schedule and budget for implementation 
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The report structure for category B Activities follows the same format for Category A but focuses on the 

specific adverse impacts expected from the Activity and measures to mitigate these. It is a less 

comprehensive and more targeted assessment compared to Category A, and only considers alternatives to 

Activity elements causing adverse impacts. 

Category B Activities 

1. Summary 

2. Policy, Legal and Administrative Framework 

3. Description of Activity elements with adverse Environmental and/or Social Impacts and any 

 Alternatives 

4. Description of Impacts and Mitigation Measures 

5. Results of Public Consultations (where relevant) 

6. Impact Management Plan
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Appendix E: Terms of Reference for an Environmental 
and Social Assessment 

The following technical information can be used to generate terms of reference for an  Environmental 

and Social Safeguard Assessment. 

1. Personnel and Experience 

Environment specialist and/or social specialist (national /international, [X] person-months). The specialist(s)  

will have at least [X] years' experience in Environmental and/or Social Impact Assessments preferably in the 

[X] sector. The specialist will spend approximately 75% of the time in-country (delete if not required). 

2. Scope of Work 

The work of the specialist will consist of the following: 

(i) Prepare the Environmental and/or Social Impact Assessment for the Activity in accordance with

 relevant regulatory requirements.  

(ii) Specific assessment tasks include: 

• Environmental baseline conditions including: ecology; geology; air and water quality; 

noise; rare, threatened, or endangered species; protected areas, and other ecologically- 

sensitive habitats that may be affected by the Activity; 

• Socio-cultural and economic information, including identification of possible cultural 

heritage and archaeological sites; 

• Potential direct, indirect, induced and cumulative impacts from the Activity's 

preconstruction, construction, and operations phases and presentation of detailed 

measures to mitigate impacts to acceptable levels; 

• Potential impacts of climate variability, climate change, and natural hazards on the 

Activity, and recommendations for any design measures to build resilience; 

• Disclosure of draft documents and consultation with affected people and stakeholders; and 

• Assessment of the institutional capacity of the Activity proponent and relevant regulatory 

agencies to implement the Activity's Impact Management Plan. If capacity deficiencies 

exist, prepare TOR for capacity building that helps strengthen country capacity to conduct 

their impact management responsibilities. 

(iii) Assist Cook Islands Government to seek clearance of the Impact Assessment with the relevant 

regulatory agencies (National Environment Service, Infrastructure Committee, National 

Sustainable Development Commission, and Island Council Authority). 

3. Outputs 

The Assessment's written outputs will include: 

(i) Environmental and/or Social Impact Assessment to include Impact Management Plan 

(ii) Summaries of key findings as requested for inclusion in official TTV documents 
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Appendix F: Stakeholder Analysis Tool 

Stakeholder analysis is the process of identifying and exploring stakeholders’ interests. Consider the following 

when carrying out a stakeholder analysis: 

 Work closely with partners: Ensure Activity staff and partners commit to a participatory 

approach.  

 Develop a thorough Stakeholder Analysis: This will identify and highlight key stakeholder 

interests and help structure the consultation process. Ensure stakeholders’ diversity and 

representativeness (use checklist below). Outreach to marginalized and neglected groups 

and include supporters and potential opposition to avoid problems later in implementation.  

 Set clear objectives for consultation: In designing the consultation confer with internal and 

external groups with special knowledge of the policy/strategy or Activity area. To avoid 

unrealistic expectations be clear from the start what is and is not under consideration and 

what only the Activity team or the recipient can influence.  

 Plan carefully: Think through opportunities for consultation in the key steps of the design or 

review process. Based on this and the stakeholder analysis, design a consultation plan. 

Arrange adequate time and resources (including for translation). Use local resources 

wherever possible and identify opportunities for harmonizing with other donors.  

 Tailor approach to consultation: Choose methods to reach different key groups by 

considering language, literacy, and exposure to the issues and location. Ensure the 

atmosphere enables stakeholders to participate openly and with their views taken seriously.  

 Take a gendered approach: Men and women both require consultation and in certain 

contexts this should occur separately, with family and work commitments determining timing. 

National Council of Women (NCW) can enable consultation with women in the community. 

 Start consultation early: Start before the first draft is written for policies, in the preparatory 

stage of sector roadmaps and diagnostics for country programming, and during the Activity 

concept stage. Build on existing processes.  

 Maximize transparency: Use appropriate channels to reach those without web access or 

English (e.g., information sessions in local language) to disseminate the plan detailing the 

consultation process, objectives, and draft content.  

 Follow-up and keep the process dynamic: To maintain credibility and integrity provide 

feedback on how inputs have or have not been adopted and explain why. Share a summary 

of the consultation with participants shortly afterward and invite corrections. Translate into 

the local language and make the final documentation accessible. Institutionalise the process 

of consultation in the life of the policy, country program or Activity to capture the 

stakeholders’ changing circumstances and interests  
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Stakeholder Plan Example: Bus transport conversion to clean fuel Activity 

Stakeholder 

Group 

Stakeholder 

Interest 
Perception of Problem Resources Mandate 

Government 

Ministry of Finance and 

Economic Management 

Recipient of ADB loan, 

responsible for repayment 

Expensive dependency on imported liquid 

fuel. Poor air quality due to 2-stroke 

engines affecting health 

ADB loan (80mUSD) 
Manage and oversee government 

budget 

Ministry of Energy and 

Mineral Resources 

Owns and supervises 

national oil company  

Expensive dependency on imported liquid 

fuel; Domestic natural gas needs 

promoting 

Energy Ministry budget 

and staff 

Manage and oversee government 

Activities in the energy sector  

Gas Company  

Executing agency, 

recipient of re-lent ADB 

loan  

Infrastructure for domestic gas is under 

developed including use of 4-stroke 

engines 

80m USD and company 

staff 

Company deals with compressed 

natural gas (CNG) and is owned by the 

national oil company  

Civil Society 

Bus Driver Association 

Activity plans to ban 

buses with 2-stroke 

engines  

Ban on 2-stroke engines will destroy bus 

drivers livelihoods, if it goes ahead drivers 

need support to convert vehicles to 4- 

stroke 

Membership fees, 

drivers 
Represent the interests of bus drivers 

Bus Users 
Activity plans to ban vital 

transport service  

Ban on 2-stroke engines will disrupt 

transport service in the city 
Public pressure Represent own needs 

Community Life 

National NGO 

Share Activity goal to 

reduce pollution; avoid 

other negative impacts on 

quality of life  

2-stroke engines highly polluting and 

causing health problems for city residents, 

but cheap and convenient 

Finance from 

donations/grants, staff, 

volunteers  

Carry out advocacy and community 

development Activities to support 

residents  

Private Sector 

Bus manufacturers 

Activity ban on 2-stroke 

buses will damage 

business 

Ban on 2-stroke engines unnecessary, 

buses are popular  
Business profits, staff 

Run a profitable business 

manufacturing buses 

Filling Station Owners 

 Activity ban on 2-stroke 

buses will damage 

business 

Ban on 2-stroke engines unnecessary, 

buses are popular 
Business profits, staff  

Run a profitable business selling liquid 

fuel and other commodities and 

services 

International Donors 
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Activity supports goals of 

their own work 

Ban on 2-stroke engines will help their 

work on environmental health 

Member government 

contributions 

Support development in developing 

member countries 
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Appendix G: Stakeholder Communication Strategy 

Stakeholder communication involves integrating strategic communication into development activities. It 

includes information dissemination, education and awareness-raising; and goes further to encourage dialogue, 

foster behaviour change, and mitigate risks. The communication planning process includes the following steps: 

Step 1: Objectives 

Identify two to three key communication objectives. What perspectives/actions/changes should be promoted for 

Activity success? Improve stakeholder feedback on implementation? Extend stakeholder support for the Activity? 

Change stakeholder behaviour (e.g., increased hand washing through a better understanding of transmission 

and prevention of water-borne infections). 

Step 2: Key Risks/Challenges 

Identify the key obstacles to achieving the objectives. Risks can arise from stakeholder perceptions, the country 

environment (social, economic, cultural risks), Activity implementation (implementation capacity, weak 

governance), and other Activity-specific concerns (e.g., design, safeguards). What are the communities’ main 

concerns? What expectations need managing?  

Step 3: Main Stakeholders 

Who are the essential stakeholders to engage to achieve key objectives and lessen risks? These are typically 

non-governmental stakeholders that ADB or the government must reach. 

Step 4: Messages 

Phone messages for each stakeholder group. Messages should be accurate, consistent, clear, relevant, and 

culturally-sensitive. Pre-test the messages. 

Step 5: Means of Communication (Channels/Languages/Activities) 

What communication channels are best for reaching key stakeholders (different channels may be needed to 

reach different stakeholders)? Which languages are needed to communicate with identified stakeholders? What 

Activities will best provide key stakeholders – especially Activity-affected persons – with easily understandable 

and accessible information? What Activities will best ensure that key stakeholders can provide meaningful 

feedback about Activity planning and implementation?  

Step 6: Timeline 

When will each activity be implemented, over what time, and how often? 

Step 7: Responsibility 

Who will be responsible for leading and implementing each activity? Does the party identified have the capacity 

to effectively implement the communication strategy? 

Step 8: Resources required 

Identify what human and financial resources are required for implementation and invite corrections. Translate 

into the local language and make the final documentation accessible. Institutionalise the process of consultation 

in the life of the policy, country program, or Activity to capture the stakeholders’ changing circumstances and 

interests.  
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Sample Stakeholder Communication Strategy 

Objective(s) 
Key Risks / 

Challenges 

Main 

Stakeholders 
Messages 

Means of Communication 

(Channels/Languages/Act

ivities) 

Timeline Responsibility 
Resources 

(Human, $) 

 

Ensure a 

regular flow of 

reliable Activity 

information 

(one-way) 

 

 Trust of 

information 

source 

 Language/ 

Culture 

 Literacy 

 Managing 

expectations 

 

 Activity- affected 

persons 

 Community 

members 

 CSOs, e.g., 

NGOs, women’s 

groups, etc. 

 Local private 

sector 

 Local 

government 

 Local media 

 

 

 Key Activity 

benefits 

 Main impacts 

(good and bad) 

 Activity 

implementation 

process 

 Entitlements 

 Means of sharing 

concerns/ 

problems 

 

Adapt for different 

stakeholders 

 

 Small groups 

 Community forums 

 Media outreach (radio, 

newspaper, web, etc.) 

 Local leaders 

 Religious networks 

 Print material (brochures, 

etc.) 

 Information/ sensitization 

workshops 

 Cultural/religious events 

 

Focus certain channels 

/activities on reaching 

particular stakeholders 

 

 From outset of 

Activity 

 Regularly 

scheduled 

events to 

update on 

developments 

(every 2 

months) 

 

 Activity 

implementation 

team 

 

 

 Content 

development and 

publication/ 

dissemination 

costs($) 

 Cost of 

community 

liaison officers 

and sub-Activity 

communications 

manager ($) 

 Logistical costs 

($) 

 Event costs ($) 

 

Establish two-

way 

information 

sharing / 

dialogue 

mechanisms 

 

 Identifying 

valid 

community 

reps 

 Timing 

 Language/ 

Culture 

 Mechanisms 

ready to 

respond to 

concerns 

 

 Activity- affected 

persons 

 Community 

members 

 Civil society 

organizations 

(CSOs) e.g., 

NGOs, women’s 

groups, etc. 

 Local private 

sector 

 Local 

government 

 Local media 

 

 Importance of 

dialogue; 

incorporation of 

stakeholder views 

into Activity 

 Explain feedback 

process and how 

feedback used 

 Identification of 

key issues to 

discuss 

 

Adapt for different 

stakeholders 

 

 

 Existing CSOs (NGOs, 

women’s groups, water user 

groups, etc.) 

 Local government 

mechanisms 

 Local media 

 Multi-stakeholder advisory 

groups/committees 

 Local stakeholder workshops 

 Local outreach workers 

 

Focus certain channels 

/activities on for reaching 

particular stakeholders 

 

 From outset 

of Activity 

 Regularly 

scheduled 

meetings/ 

workshops 

(every 2 

months) 

 

 Activity 

implementation 

team 

 Sub-Activity 

Managers 

 Community level 

organizations 

 

 Content 

development and 

publication/ 

dissemination 

costs ($) 

 Cost of 

community 

liaison officers 

and sub-Activity 

communications 

manager ($) 

 Logistical costs 

($) 

 Event costs($) 
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Appendix H: Participation Planning 

Checklist for Developing a Participation Plan  

 Participation plans build on stakeholder analyses which guide the choice of groups to engage. 

 Which stakeholder groups are engaging in participatory processes based on the initial stakeholder 

analysis? 

 What decisions are being made through participation? And how? 

 What is the anticipated breadth and depth of stakeholder engagement at each stage of the Activity cycle? 

 How will participation be linked to safeguards requirements? 

 How will participation be used during implementation? 

 What participation methods will be used? 

 What is the time line for participatory activities? 

 How will participation methods be sequenced? 

 How have roles and responsibilities for conducting participation been distributed among implementing 

and executing agencies, consultants, private sector and non-government organisations, and others? 

 Are participation facilitators required? 

 What will the participation plan cost to implement and under what budget? 

 

An example Participation Plan follows: 
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Stakeholder Group 

 

Objective of their 

Intervention 

Approach to 

Participation 

and Depth 

 

Participation Methods Timeline Cost 

Estimate 

Why Included Method 
Who 

Responsible 

Start 

Date 

End 

Date 

 

Local Government Officials, 
Community Leaders, 
Representatives 
 

Representatives of 
government agency 
responsible for Activity 
implementation; and 
local decision makers 
representing the 
communities interests 

Partnership 
(high) 

 Selection of stakeholders: Officials, leaders, and 

disadvantaged group representatives assist to select 
stakeholders to include in Activity 

 Monitoring: Activity Management Unit submits three 

monthly progress reports (Activity surveys and 
participatory assessments conducted) 

 Annual review/plan: Review and planning meeting with 

vakas 

Govt Officials 
 
Community 
leaders 
 

   

Pa Enua Development 
Committees 

Members of Committee 
with responsibility for 
government-public 
interaction on local 
development 

Partnership 
(high) 

 Selection of Sub-Activities: Members of the Committee  

hold public meetings at community or island level; explain 
the Activity, its participatory approach, and sub-Activity 
selection criteria; 

 Monitoring: Committee contributes to progress reports 

 Annual review meeting: Review meeting with Committee 

stakeholders 

 Annual district review/plan: See above 

Pa enua Island  
leaders 
 
Island 
Councils 

   

Beneficiary/ Poor and 
Vulnerable Groups 

Beneficiaries and 
ultimately owners of the 
Activity 

Partnership 
(high) 

 Decisions on participation: Communities determines 

participation with support from disadvantaged group 
representatives; ensure they are inclusive and include 

representatives of disadvantaged and vulnerable 
subgroups 

 Decisions on system design, operation and mode of 
construction: develop sub-Activity proposals assisted by 

stakeholders 

 Capacity Building: provide training in construction 

monitoring and supervision;  

 Monitoring: establish a Monitoring Committee 

 Training: Communities receive training on …… 

 Annual review meeting: See above 

Community 
leaders 
 
Activity 
Management 
Unit 
 
NCW 
 
Disabilities 

   

Civil Society Organisations 
 

Representatives of civil 
society 

Collaboration
(high) 

 CSO representative(s) on Committee 
CSOs    

Expertise in community 
development 

Collaboration 
(medium) 

 Activity management and implementation: NGOs 

contracted to support committee; services include 
identifying and screening potential Sub Activities, 
strengthening stakeholder engagement, and undertaking 
participatory feasibility assessments of Sub Activities 

NGO    
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Appendix I: Grievance Redress Mechanism (Renewable Energy Example) 

Grievance Redress Mechanism  

In order to receive and facilitate the resolution of Affected Parties, any concerns or complaints about the 

Activity’s Social and Environmental Safeguards performance, a Grievance Redress Mechanism (GRM) is 

developed for the Activity to be established at each sub-Activity site. When and where the need arises, this 

mechanism will be used to address any concerns or complaints that may arise during implementation and 

operation of the Activity.  

 

The GRM will address Affected Parties (AP) concerns and complaints promptly and transparently through 

the process outlined below. The GRM will be gender responsive and readily accessible to all APs at no cost. 

The GRM will not impede APs access to the Cook Islands’ judicial or administrative remedies. Implementing 

Agency (IA) in coordination with CIIC and Islands Councils will further inform APs about GRM.  

 

The key functions of the GRM are to: (i) record, categorise and prioritise the grievances; (ii) settle the 

grievances in consultation with complainant(s) and other stakeholders; (iii) inform the aggrieved parties about 

the solutions; and (iv)forward unresolved cases to higher authorities for resolution.  

 

The Activity Management Unit (PMU), supported by PMU staff and consultants, will be the focal point to 

receive, review, and address Activity related concerns in coordination with government authorities. APs have 

been, and will be, made fully aware of their rights during consultations about land requirements.  

 

Any complaint will be recorded and investigated by the PMU working with relevant staff of the individual sub-

Activity. The PMU will inform or update the relevant IA immediately of any complaints. A complaints register 

will be maintained that will record the details and nature of each complaint, who makes the complaint, and 

the date and actions taken as a result of the resulting investigation. The register will also cross reference any 

non-compliance report and/or corrective action report or other relevant documentation.  

 

When sub-Activity implementation starts, a sign will be erected at all sites providing the public with updated 

Activity information and summarizing the grievance redress mechanism process including contact details of 

relevant person at the PMU. All corrective actions and complaints responses carried out on site will be 

reported back to the PMU. The PMU will include the Complaints Register and Corrective Actions/Responses 

in its progress reports to the ADB.  

 

In the whole process, relevant Cook Islands national agencies will be available to review public complaints 

and advise on the PMU’s performance for grievance redress.  

 

Any APs or village leader/chief can take a grievance to the PMU or the site office. On receipt of a complaint 

in any form (in person, telephone, written), the PMU focal officer for respective site/sub-Activity will log the 

details in a Complaints Register. PMU will review and find a solution to the problem within two weeks in 

consultation with village or traditional chief and relevant local agencies. Then PMU will report back the 

outcome of the review to the village/traditional chief and affected persons within a week’s time. If the 

complainant is dissatisfied with the outcome at the PMU level, or have received no advice in the allotted time 

period, he or she can take grievance through Island Council to relevant national agencies (CICC, REDD, 

OPM, MFEM etc.). The relevant national agency reviews and reports back to the Island Council/AP/village or 

traditional chief about the outcome. If unresolved, or at any time the complainant (s) is/are not satisfied, he or 

she can take the matter to the appropriate court. Both successfully addressed complaints and non-

responsive issues will be reported to the ADB by the PMU.  
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The following table sets out the process to record and resolve any Activity-related grievances:  

 

Redress Process Stage Process Duration 

1. 
Affected Person (AP), island elected or traditional chief, or 

other concerned party takes grievance to PMU 
Any time 

2. 

PMU reviews and finds solution to the problem in 

consultation with island elected or traditional chief and 

relevant agencies 

2 weeks 

3. 
PMU reports back an outcome to people who submitted the 

grievance 
1 week 

If unresolved or not satisfied with the outcome at PMU level 

4. 

PMU reviews and finds solution to the problem in 

consultation with island elected or traditional chief and 

relevant agencies 

Within 2 weeks of 

receipt of decision in 

step 3 

5. 
Concerned party takes grievance through Island Council to 

relevant national agency (CIIC, REDD, OPM, MFEM etc.). 
4 weeks 

6. National agency reviews and finds a solution 1 week 

7. 
National agency reports back to the people who made the 

complaint. 
1 week 

If unresolved or at any stage if AP is not satisfied 

8. Concerned party can take the matter to appropriate court. 
As per judicial 

system 
 


