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CHILD AND VULNERABLE ADULT PROTECTION POLICY  

 

U&I has a commitment to the prevention of child abuse and the protection of children and vulnerable adults. 

The abuse and exploitation of children and vulnerable adults happens in all countries and societies across the 

world. Thus as a community development organisation, U&I is committed to promoting the rights of 

children and vulnerable adults including their right to be protected from harmful influences, abuse and 

exploitation. The policy sets out common values, principles, and beliefs and describes the steps that will be 

taken in meeting our commitment to protect children and vulnerable adults.  

The mission of U&I is as follows: 

MISSION:  

INTRODUCTION: 

At U&I, our mission is to bring education and healthcare to disadvantaged communities across India. We 

work sincerely towards providing holistic care to the children and vulnerable adults who deserve a 

community that cares enough to make a difference. 

This Child and vulnerable adult protection policy  sets a minimum standard for U&I staff, volunteers, 

partners , visitors and representatives  in order to best safeguard children and vulnerable adults with whom 

U&I has direct or indirect contact. It provides minimum standards for safe recruitment, behaviour of those 

associated with U&I, communication and use of traditional and social media, involvement of children and 

vulnerable adults in activities. It also sets out roles and responsibilities for monitoring the implementation of 

the policy, the procedure for reporting concerns and timelines for review of the policy.  

Volunteers, visitors, donors and others who may come into contact with children and vulnerable adults 

through their involvement with U&I must act in accordance with this policy whilst visiting programs or 

engaging in U&I activities. Actions taken out of working hours by U&I staff, volunteers, partners and donors 

that are seen to contradict this policy will be considered a violation of this policy.  

Definitions under Child and vulnerable adult protection policy  

Child 

A child is anyone under the age of 18, in line with the UN Convention on the Rights of the Child and the 

Children and vulnerable adults Act 2001.  
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Child abuse  

Child abuse or cruelty to children is „behaviour that causes significant harm to a child. It also includes when 

someone knowingly fails to prevent serious harm to a child. All forms of cruelty are damaging – it can be 

harder to recover from the emotional impact than from the physical effects.‟ 

Vulnerable Adult 

A person who is 18 years of age or over, and who is or may be in need of community care services by 

reason of mental or other disability, age or illness and who is or may be unable to take care of him/herself, or 

unable to protect him/herself against significant harm or serious exploitation. 

According to the World Health Organisation, child abuse or maltreatment includes „all forms of physical 

and emotional ill-treatment, sexual abuse, neglect and exploitation that results in actual or potential harm to 

the child‟s health, development or dignity‟. 

The W.H.O. highlights five types of cruelty: 

 Physical abuse: including hurting or injuring a child, inflicting pain, poisoning, drowning, or 

smothering. 

 Sexual abuse: including direct or indirect sexual exploitation or corruption of children and 

vulnerable adults by involving them (or threatening to involve them) in sexual activities. 

 Emotional abuse: repeatedly rejecting children and vulnerable adults, humiliating them or denying 

their worth and rights as human beings. 

 Neglect and negligent treatment: the persistent lack of appropriate care of children and vulnerable 

adults, including love, stimulation, safety, nourishment, warmth, education, and medical attention.  

 Exploitation: this can occur in many forms, including sexual exploitation, economic exploitation 

(using children and vulnerable adults for labour e.g. working in the fields or selling drugs) or using 

children and vulnerable adults to fight (child soldiers). 

 

A child or vulnerable adult who is being abused may experience more than one type of cruelty.  

Discrimination, harassment and bullying are also abusive and can harm a child or vulnerable adult, both 

physically and emotionally. 

 

Child and vulnerable adult protection 

A broad term to describe philosophies, policies, standards, guidelines and procedures to protect children and 

vulnerable adults from both intentional and unintentional harm.  
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Direct contact with children and vulnerable adults 

Being in the physical presence of children and/or vulnerable adults in the context of U&I‟s work, whether 

contact is occasional or regular, short or long term.  

Indirect contact with children and vulnerable adults  

A broad concept may include: 

1. Having access to information on children and vulnerable adults in the context of U&I‟s work, such as 

children and vulnerable adults‟s names, location, background or medical information, photographs and 

case studies.  

2. Providing resources for organisations/individuals that work „directly‟ with children and vulnerable 

adults. This nonetheless has an impact on children and vulnerable adults, and therefore confers upon the 

donor organisation responsibility for child and vulnerable adult protection issues.  

 

Child and vulnerable adult protection policy : 

Framework of principles, guidelines and standards to safeguard children and vulnerable adults from all forms 

of physical, sexual, economical, emotional, spiritual, mental and social abuse and exploitation. 

 

THE NEED FOR A CHILD AND VULNERABLE ADULT PROTECTION POLICY : 

 

A child and vulnerable adult protection policy  represents a commitment on behalf of the organisation to 

support children and vulnerable adults rights in all aspects of their work and thus any NGO working with 

children and vulnerable adults should have a child and vulnerable adult protection policy . 

 

U&I needs a child and vulnerable adult protection policy because:  

 

 Children and vulnerable adults have a right to freedom from all forms of violence, exploitation, 

abuse and thus the responsibility of U&I to ensure that all its activities, policies, projects and 

programmes are „child safe‟. This means that staff should not represent a risk to children and 

vulnerable adults and that programmes, policies and practices can be designed and developed in 

ways that promote the protection of children and vulnerable adults. 

 Some children and vulnerable adults are in particular vulnerable to abuse, exploitation, and ill-

treatment at the hands of carers, project workers, and those with access to their personal information. 

Many children and vulnerable adults growing up in vulnerable circumstances have already 

experienced ruptured relationships of trust or abuse of an adult-child relationship in the form of 

physical, psychological or sexual abuse. 
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 Organisations working with children and vulnerable adults have been, are and will 

continue to be vulnerable to abuse until the issues are brought into the open.  

 Organisations without protection policies, guidelines and systems are more vulnerable to false or 

malicious accusations of abuse. 

 Without a proper child and vulnerable adult protection policy and protection standards in place, 

allegations of abuse, whether founded or unfounded, can destroy an organisation‟s reputation. This 

will have serious implications for fundraising as well as damaging the reputation of the children and 

vulnerable adults‟ rights NGO sector as a whole. 

 

U&I’s core child and vulnerable adult protection principles and values  

 The welfare of a child or young person will always be paramount. In instances where the rights, 

wishes and feelings of a child may contradict those of their families or those of U&I‟s staff and in 

which the child‟s safety is at risk, the rights of the child will always be prioritized. Those people in 

positions of responsibility within the organisation will work in accordance with the interests of 

children and vulnerable adults and young people and follow the policy outlined below. 

 The legal basis: U&I’s Child and vulnerable adult protection policy is firmly based on the 

principles of the UN Convention on the Rights of the Child (‘CRC’). The CRC provides a 

comprehensive framework for the protection, provision and participation of all children and 

vulnerable adults without discrimination to ensure their survival and development to the maximum 

extent possible. The CRC must be read as a whole but some of the key articles which form the 

specific basis of child and vulnerable adult protection are attached at Appendix 5. 

 The moral basis – a non-negotiable duty: U&I believes that NGOs working for the rights of 

children and vulnerable adults who are separated from their families have an absolute duty to protect 

this already vulnerable group from abuse, mistreatment and exploitation from within organisations 

intended for their benefit. This duty is imperative and non-negotiable. Without adequate standards 

and mechanisms of protection in place, an organisation is not only failing in its primary duty of care, 

but may also be negligently or recklessly fostering an environment of abuse. 

 An end to silence: Silence breeds abuse and exploitation of children and vulnerable adults. 

Paedophiles (a person who is sexually interested in children and vulnerable adults) will seek out 

organisations with weak communication structures and thrive where secrecy and shame prevail. U&I 

therefore believes in:  

-creating an environment where issues of child and vulnerable adult protection are discussed openly 

and are understood between children and vulnerable adults and adults;  
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-promoting open lines of communication both internally and externally within and 

between organisations to improve awareness and implementation of child and vulnerable adult 

protection policies and practices; 

-creating a framework to deal openly, consistently and fairly with allegations concerning abuse. 

 Taking it further: Child and vulnerable adult protection policy sets out guidelines and standards 

that must be put into practice. „Above all, it must be remembered that it is the children and 

vulnerable adults, not the standards, that are sacrosanct; and although abuse must never be tolerated, 

the standards are no more than a tool in the service of promoting the welfare of children and 

vulnerable adults.‟ 

 Capacity building: U&I understand the need for capacity building on issues of child and vulnerable 

adult protection and appreciate the constraints and conditions under which organisations operate. 

U&I is committed to undertake such capacity building in partnership with Government as well as 

Non-Government Organisations, as appropriate. 

 Challenging complacency: Resistance to addressing child and vulnerable adult protection issues 

may come from lack of understanding of the nature of child abuse, lack of commitment to the 

organisation / programme, and a sense that child abuse happens elsewhere. U&I should ask itself: “If 

safety and well-being of children and vulnerable adults are not at the centre of our programmes / 

activities, then why not?” U&I will challenge complacency as a matter of course. 

1. Scope of the Child and vulnerable adult protection policy  

Each individual and organisation associated with U&I in any way is held accountable for good practice while 

working either „directly‟ or „indirectly‟ with children and vulnerable adults (see „definitions‟, Section 1.1). 

Each will be informed of the policy and asked to sign an „Agreement‟ to the principles contained herein.  

It encompasses the whole of U&I and includes without limitation: 

1. Staff at all levels  

2. Partners and Associates – these include board members, volunteers, sponsors, consultants and 

contractors. Also the staff and/or representatives of partner organisations who have been brought into 

contact with children and vulnerable adults 

3. Visitors – (e.g. donors, journalists, media, researchers, celebrities etc) who may come into contact with 

children and vulnerable adults through U&I.  

Volunteers, interns, contractors and visitors shall receive a specific briefing - in relation to the exact 

circumstances of the visit/contract work - from the organisation‟s designated Child and vulnerable adult 

protection team; this briefing should include training on U&I‟s Code of Behaviour and guidelines on 

communications about children and vulnerable adults (including use of images).  
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U&I will initiate action to any Non-compliance of Child and vulnerable adult protection policy 

that will lead to U&I terminating the agreement with the individual and/or organisation concerned.  

There is a mandatory requirement of all U&I Staff, Partners and Associates and visitors to report any 

witnessed, suspected or alleged incident of child abuse or violation of the child and vulnerable adult 

protection policy. Failure to report may result in disciplinary action being taken and/or other action 

being taken which may be appropriate to the circumstances. 

Partner organisations  

 All formal/contractual relationships between U&I and partners, individuals, groups or organisations 

bringing the latter into contact with children and vulnerable adults must include agreement on the 

rules contained within the Child and vulnerable adult protection policy.  

 U&I grantees and other formal/contractual partners must adopt this policy or have developed their 

own contextualised policy of a similar standard. Partnership agreements must clearly outline agreed 

procedures for reporting and investigating concerns involving breaches of the policy. These 

agreements must be in place prior to the commencement of any work with children and vulnerable 

adults.  

 

2. Roles and Responsibilities for all staff and associates:  

Roles and responsibilities of U&I Staff, Partners, Associates and Visitors towards ensuring a safe and 

protective environment are based on the following but not limited to:  

 All staff, associates and volunteers of U&I will undergo relevant mandatory training in Child and 

vulnerable adult protection principles, procedures and reporting mechanisms.  

 Never abuse and/or exploit a child or act/behave in any way that places a child at risk of harm. 

 Report any child abuse and protection concerns they have in accordance with official procedures. 

This is a mandatory requirement for Staff. Failure to do so will result in disciplinary action.  

 Respond to a child who may have been abused or exploited in accordance with the applicable 

procedures.  

 Cooperate fully and confidentially, in any investigation of concerns and allegations. 

 Contribute to an environment where children and vulnerable adults are respected and encouraged to 

discuss their concerns and rights.  

 Only those team members with expressed permission (staff, Volunteer fellow) to take photos of 

Children or in the centre for marketing and reporting purposes will be allowed to do so. 

 Ensure that any images taken of children and vulnerable adults are in accordance with the U&I social 

media guidelines (not more than one identifying factor; face, name, location, date event)  
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 Any stories and images of children and vulnerable adults uploaded to the internet should 

be positive, fairly represented and respectful based on the child/adults best interest and should be 

focused on building capacity in the individual.  

 Be aware that where concerns exist about the conduct of Staff or Partners and Associates in relation 

to child and vulnerable adult protection and/or where there has been a breach of the Child and 

vulnerable adult protection policy, this will be investigated under this policy. This may result in 

disciplinary sanctions and/or dismissal for Staff.  

 Be aware that, if a legitimate concern about suspected child abuse is raised, which proves to be 

unfounded on investigation, no action will be taken against the reporter. However, any employee 

who makes false and malicious accusations will face disciplinary action. 

 U&I staff must not disclose information that identifies children and vulnerable adults or make it 

available to the general public unless that disclosure is in accordance with standard U&I policies and 

procedures. This includes not disclosing personal background or medical information about 

identifiable children and vulnerable adults.  

 U&I partners, visitors, donors, consultants, volunteers and others must not disclose information that 

identifies children and vulnerable adults or make it available to the general public without explicit 

consent in writing from U&I. This includes not disclosing personal background or medical 

information about identifiable children and vulnerable adults.  

 

2.1 Personnel Recruitment Procedure: 

There will be a thorough and standardised process within U&I that applies to the recruitment of all 

employees, contractors, trustees, interns and volunteers (hereafter, “employee”), whether paid or unpaid, full 

time or part time, temporary or long-term, having direct or indirect contact with children and vulnerable 

adults. The process shall include: 

 All advertisements for positions at U&I will include details of U&I‟s commitment to it‟s child 

protection. For example, “U&I is committed to safeguarding children and vulnerable adults and does 

not employ anyone whose background is not suitable for working with children and vulnerable 

adults.”  

 All roles will be assessed for their level of contact with children and vulnerable adults and details 

included in the job description  

 Attentiveness to anything suspicious in employment history (including gaps), and the use of 

references to clarify any areas of concern.  

 All members of the recruiting panel will be fully trained in U&I‟s Child and vulnerable adult 

protection policy. 

 Interviews will include child and vulnerable adult protection questions relevant to the role and 

discussion of any gaps in employment 

 The requirement for the potential employee to read (or be read), understand and agree to comply 

with U&I‟s Child and vulnerable adult protection policy , Code of Conduct and Social Media 
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guidelines as part of the terms and conditions of employment. The employee shall be 

required to watch the CPP training video, sign the Code of Conduct and complete a test on the policy 

training.  

 The requirement for the potential employee to sign a personal declaration stating any criminal 

convictions, that relate to child and vulnerable adult protection issues, as part of the volunteer/staff 

agreement form.  

 For full time employees, a minimum of two character references shall be required (excluding family 

members and those who have known the applicant personally for less than 2 years). The existence of 

the referees shall be confirmed and the references taken up. 

 Where possible, criminal record checks will be undertaken according to the procedure in the country 

of origin of the candidate prior to the candidate starting work with U&I. Criminal record checks will 

be undertaken for consultants and vendors as relevant. 

 

2.2 Education and Training 

 

There will be opportunities within U&I to develop and maintain the necessary skills and understanding to 

safeguard children and vulnerable adults. The opportunities shall include: 

 An induction process for all employees, contractors, trustees, interns and volunteers which includes: 

familiarisation with the Child and vulnerable adult protection policy and procedures and a test to 

confirm understanding; opportunities to learn about the nature of abuse, the effects of abuse and how 

to recognise, respond and report concerns about child abuse. 

 Employees, contractors, trustees, interns and volunteers who will have direct contact with children 

and vulnerable adults must be fully trained on U&I‟s behaviour protocols and guidelines and must be 

clear on who to contact in the event of any concerns. 

 Employees, volunteers, trustees, interns and contractors who have access to information about 

children and vulnerable adults such as personal contact information, background or medical 

information, specific cases or incidents, or any other details of a child‟s personal life must be trained 

to fully understand what constitutes acceptable and unacceptable sharing of information regarding 

children and vulnerable adults.  

 The organisational atmosphere should encourage opportunities to question and learn about child and 

vulnerable adult protection issues. 

 New employees, volunteers, trustees, interns and contractors who will have direct contact with 

children and vulnerable adults, should receive child and vulnerable adult protection training as soon 

as possible (and at least within 1 month) of taking up their position.  
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 Existing employees, volunteers, trustees, interns and contractors should receive child and 

vulnerable adult protection training within a designated time period (and at least within 1 months) of 

the Child and vulnerable adult protection policy coming into force. 

 A constant re-evaluation of circumstances regarding training and policy procedures will be 

administered, assuring a constant, up-to-date awareness of child and vulnerable adult protection 

issues within U&I. 

 Existing employees, volunteers, trustees, interns and contractors should receive child and vulnerable 

adult protection top up training as a refresher or to reflect any policy changes, this should be given in 

intervals of at least 6 months.  

 

2.3 Management Structure 

There will be a specific management process adopted in order to facilitate implementation of the child and 

vulnerable adult protection policy and procedures. The structure shall include: 

 A designated person/team of Child and vulnerable adult protection Officers who are responsible for 

the implementation of the child and vulnerable adult protection policy. This role should reflect the 

nature and structure of the organisation and the person should have sufficient seniority and support 

to carry out the role.  

 Ongoing supervision, monitoring and support of individuals working directly with children and 

vulnerable adults, or with direct access to information on children and vulnerable adults which is 

integrated into the regular schedule of the supervisor / line manager.  

 Regular, formal staff evaluations.  

 The disclosure of personal information about children and vulnerable adults, including legal cases, 

Red Light District background and HIV status, should be limited to those employees, contractors, 

trustees, interns and volunteers who „need to know‟. In the best case this information will sit only 

with Managers and senior team members.  

 Trustees must take responsibility to assure themselves that U&I‟s Child and vulnerable adult 

protection policy is being implemented.  

 Open lines of communication where understanding abuse, listening and responding to concerns are 

the main priorities and a positive environment is promoted for giving and receiving feedback. 

 The management should reflect the organisation‟s core principles and values, upholding a 

professional approach toward child and vulnerable adult protection issues and demonstrating 

awareness of matters of abuse.  

 Regular internal and external project inspections are recommended to ensure objectivity and 

transparency. External monitoring and feedback is not only beneficial as a child and vulnerable adult 
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protection measure, but also as a way to constantly re-evaluate the structures and 

efficiency of an organisation‟s programmes and projects as a whole.  

 The responsibilities of the designated Child and vulnerable adult protection Officer/team in an 

organisation may include: 

a) The development of a Child and vulnerable adult protection Training Seminar and other training 

resources as required. 

b) Promoting awareness and implementation of the policy throughout U&I. 

c) Monitoring implementation of the policy and report annually to the U&I‟s trustees and 

Directors. 

d) Maintaining knowledge of best practice and legislative requirements. 

 

Responsibilities, implementation and review  

 The Chief Executive Officers of U&I have overall responsibility for U&I child and vulnerable 

adult protection policy and must ensure that it is reviewed and updated at least every 2 years. 

 U&I senior members are responsible for determining policy and practice related to their 

functional area and ensuring adherence to the policy by staff within their department. 

 Line managers are responsible for the day-to-day operation of the child and vulnerable adult 

protection procedures in accordance with the policy. 

 All line managers must ensure that U&I staff and volunteers that have reported child and 

vulnerable adult protection concerns or are accused of child abuse are given appropriate care, 

support and protection in dealing with all aspects of the case including any safety concerns and 

potential reprisals, which may arise. 

 All U&I staff, representatives, volunteers and partners should be aware, through this policy 

document, of their responsibilities and duty of care to ensure child abuse is prevented.  

Breaches of this policy and failure to comply with these responsibilities may incur the following sanctions:  

 For U&I staff and representatives – disciplinary action leading to possible dismissal. 

 For U&I partners, including volunteers – up to and including termination of all relations, including 

contractual and partnership agreements with U&I. 

 Where relevant – appropriate legal action.  

3. Behaviour Protocols  

 Codes of Conduct setting out the behaviour protocols to protect any child from abuse relating to 

staff, volunteers and visitors are set out in Appendix 1. 
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 The central principle of the Codes of Conduct will be to always act in the best interests of 

the child. 

 Under no circumstance can an employee, volunteer, intern or trustee misuse or exploit their position 

of power in relation to any project beneficiary (child or adult). 

 The Codes of Conduct shall be prominently displayed / easily accessible for all organisation 

representatives. 

 The Codes of Conduct should be interpreted in a spirit of transparency and common sense, with the 

best interests of the child as the primary consideration. 

 The Code of Conduct should be present on the learning centre partner (LCP) Memorandum of 

Understanding (MOU) and questions or discussions about the policy from the LCP‟s should be 

answered openly without delay.  

 Children and vulnerable adults must be heard and taken seriously at all times. 

 Representatives of the organisation shall disseminate and promote copies of the Codes of Conduct in 

all situations where the organisation is responsible for bringing children and vulnerable adults into 

contact with adults.  

 

Everyone who works with U&I, including partners, volunteers, donors, journalists, supporters and others 

visiting programs supported by U&I, has a responsibility to ensure that children and vulnerable adults are 

protected. Immediate action may be necessary at any stage in involvement with children and vulnerable 

adults and families. If a child is at risk of imminent danger, call for medical or police assistance as soon as 

possible.  

3.1 Communications, Images and Social Media about Children and vulnerable adults 

There will be a set of „Social Media Guidelines‟ in place to control confidential information regarding 

children and vulnerable adults and to prevent the presentation of degrading images of children and 

vulnerable adults through the organisation‟s publications and website. All U&I communications, including 

through traditional and social media, are based on the principle of respect for the dignity of people 

concerned. U&I actively supports the empowerment of children and vulnerable adults, parents and 

supporters to understand how to safely and appropriately utilise traditional and social media and digital 

technology, while avoiding risks and appropriately responding to threats.  

The „Social Media Guidelines‟ shall include: 

 Every child has a right to be accurately represented through both words and images. The 

organisation‟s portrayal of each child must not be manipulated or sensationalized in any way. 

Children and vulnerable adults must be presented as human beings with their own identity and 

dignity preserved. 
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 Avoid:  

a. Language and images that could possibly degrade, victimise or shame children and vulnerable 

adults.  

b. Making generalisations which no not accurately reflect the nature of the situation; 

c. Discrimination of any kind. 

d. Taking pictures out of context (e.g. pictures should be accompanied by an explanatory caption 

where possible). 

e. Sharing any photos with more than one identifying factor of the child or vulnerable adult. 

 

 It is expressly forbidden by the Juvenile Justice Act 2015 to publish images of children and 

vulnerable adults in adoption centers. 

 In images, children and vulnerable adults should be appropriately clothed and not depicted in any 

poses that could be interpreted as sexually provocative.  

 Personal and physical information that could cause the children and vulnerable adults to be put at 

risk should not be used on the organisation‟s website or in any other form of communication for 

general or public purposes. 

 The manager or assigned person who has permission to take photographs should always ask 

permission from the child / children and vulnerable adults themselves before taking photographs 

except under exceptional circumstances, based on the child/children and vulnerable adults best 

interests, where this might not be possible or desirable.  

 It is important that text and images included in any print, broadcast or electronic materials such as 

brochures, publications, reports, videos or websites depict an accurate and balanced depiction of 

children and vulnerable adults and their circumstances. Sufficient information should be provided 

where possible as to their social, cultural and economic environment.  

 Where children and vulnerable adults are indeed victims, the preservation of the child‟s dignity must 

nevertheless be preserved at all times. Aim to highlight the positives and impact the organisation‟s 

work has had rather than dwell on the negatives. 

 At all costs, permission to take photographs of the children or in the centre must be expressly taken 

from the LCP.  

 As far as possible, people (including children and vulnerable adults) should be able to give their own 

accounts rather than have people speak on their behalf, and people‟s (including children and 

vulnerable adults) ability to take responsibility and action for themselves should be highlighted. 

 Individuals or organisations requesting the use of U&I‟s resources such as photographs should be 

required to sign an agreement with U&I as to the proper use of such materials. The agreement could 

include a statement that any use of such materials for purposes other than what is agreed upon could 

subject the borrowing individual or organisation to legal action. Furthermore, failure to adhere to the 
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agreed use of the material will result in the immediate termination of U&I‟s permission 

to use the subject materials and/or require immediate return of all materials (including any copies 

made) provided by U&I. 

 Never disclose, or support disclosure of, information that identifies the full name and exact location 

of children and vulnerable adults supported through U&I‟s outside projects.  

 Anyone from outside U&I who wishes to reuse photos and other materials related to the work with 

children and vulnerable adults must do so with written permission and only after signing to agree to 

the „Social Media Guidelines‟. 

 Ensure anyone coming to collect/produce stories, images, videos or other representations of their 

own for future public purposes are supervised by staff or partners (aware of U&I child and 

vulnerable adult protection policy ) during visits to U&I programs.  

 Take measures, wherever possible, to prevent electronic copying of photographs without U&I 

permission.  

 Explain what the images, messages and case studies will be used for to the subject and ensure that 

they are used in the context understood and agreed upon by the subject.  

 

4. Involvement of children and vulnerable adults in U&I activities  

U&I works to empower children and vulnerable adults and young people and to minimise any risk of 

harm or negative consequence resulting from participation in activities promoted by U&I, such as a 

campaign event, internet social networking activity or involvement in political fora. Engagement in U&I 

activities by children and vulnerable adults is voluntary and inclusive and based on a consideration of 

best interests of the child.  

 U&I and/or partners will give sufficient thought to the risks associated with any U&I activities 

before proceeding with the activity.  

 Both children and vulnerable adults and parents/caregivers will be provided with sufficient 

information and time to make informed decisions regarding participation, including due 

consideration of risks that could be associated with the activity.  

 Any individuals/organisations that are going to provide services to children and vulnerable 

adults during their participation or be involved in activities or events with the children and 

vulnerable adults will be asked to abide by the behavioural protocols and to comply with the 

Child and vulnerable adult protection policy.  

 Children and vulnerable adults should never be left unsupervised.  

 Children and vulnerable adults will never be released to anyone other than the authorised 

parent(s), guardian(s), or an individual given at least 24 hours prior approval authorised by that 
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legal guardian and the appropriate U&I staff member.  

 

5. Reporting and reaction protocol 

There will be a process for reporting and reacting to witnessed, suspected or alleged child abuse and/or 

violation of the Child and vulnerable adult protection policy which is made available to, and understood 

by, all employees, volunteers, interns, contractors and trustees. The process will include: 

 The guiding principle that the best interest of the child and the desire to secure the best outcomes for 

the child should always govern decisions regarding what action should be taken in response to 

concerns. 

 A standardised system for reporting incidents, concerns and referrals and storing these securely. 

Records of such reports should be signed and dated. They must be kept securely in a locked place to 

which access is restricted. Managers have a particular responsibility in maintaining the 

confidentiality of these records and must ensure that the records, or any information they contain, are 

made available only to relevant parties. The transfer of information, either verbally, through the 

mail, electronically, or by any other means, should be done in such a way that confidentiality is 

maintained. 

 The obligation on all employees, contractors, trustees, interns and volunteers to act immediately and 

report suspicions, however uncertain, to the designated person (or alternate designated person) in 

accordance with U&I‟s reporting procedure (Appendix 3 contains guidelines and procedure of 

reporting suspected abuse, and Appendix 4 has the report form). The designated person may in turn 

seek guidance on further action. 

 Relevant contact details for child and vulnerable adult protection services, the police, emergency 

medical help and help lines shall be readily available and easily accessible to U&I‟s employees, 

interns, volunteers. 

 The obligation on the organisation to take appropriate steps within its power to protect the child / 

children and vulnerable adults in question from further harm. 

 Guidance on confidentiality and information sharing which clarifies that the protection of the child is 

the most important consideration. 

 Guidance on dealing with allegations from a child that ensure that the child is treated with respect 

(see the reporting flowchart at Appendix 3). 

 Arrangements for providing supervision and support to employees, interns and/or volunteers during 

and following an incident or allegation. 
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5.1 Reporting concerns  

The staff member/representative must report any concerns within a maximum of 2 days. This should be done 

in line with the procedures detailed here. Where it is not possible to report concerns within 2 hours, the 

report should be made as soon as possible. U&I staff or volunteers should report concerns directly to the 

concerned manager. If this is not possible they should report directly to U&I‟s Child and vulnerable adult 

protection Officer/team. All concerns/incidents should be documented on paper as soon as possible and 

within a maximum of 48 hours. These reports must be kept confidential. Appropriate action must be 

instigated by the person to whom the concern is reported, including investigation, seeking further 

information, disciplinary action and reporting to the relevant national authorities. 

U&I will ensure the interests of anyone reporting such concerns are properly protected and all reports made 

in good faith will be viewed as evidence of the individual‟s concern for the best interest of the child and the 

organisation.  

5.2 Principles of safe reporting:  

The following principles will be necessarily followed while reporting abuse: 

 Staff will report immediately.  

 Management will act swiftly 

 Report even suspected cases of abuse. 

 Maintain confidentiality at all stages when the issue is being addressed and resolved. 

 Remove the suspected abuser (if within U&I premises) from any contact with children and 

vulnerable adults till he/she has been proved to be innocent. 

 Maintain proper and clear documentation of proceedings of both in-house and local investigation 

clearly. If this documentation needs to be shared beyond the investigating team, do so without 

revealing the name of the child who has been abused. 

 Ensure that local law enforcement agencies are informed as soon as possible. 

 Where possible U&I should build partnerships with external child protection services who can better 

support the handling of any cases of abuse or suspected abuse.   

It is extremely important that child and vulnerable adult protection issues are reported immediately in order 

to protect the child victim from further abuse, secure evidence and so that action can be taken in relation to 

the alleged perpetrator as appropriate. Reporting a child and vulnerable adult protection concern is 

mandatory and a legal obligation and we must ensure all the correct records are kept should further 

investigations be required.  
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The exception to this is where the child victim has urgent medical and/or safety needs which have 

to be attended to before a formal report is made.  

 

5.3 Consequences of Misconduct (direct abuse of a child) 

 If an allegation of a violation of the policies, guidelines, principles or practice of child and 

vulnerable adult protection is made concerning a named individual from a verifiable source against 

any employee, intern, volunteer, corporate, trustee they will be suspended from all 

activity/association with U&I pending the outcome of an independent investigation, on the authority 

of the Director based either on the advice of the Child and vulnerable adult protection Officer or 

reported to him/her. Employees will continue to receive full pay during this time. 

 

 Depending on the outcome of the independent investigation, if it comes to light that anyone 

associated with U&I commits acts in relation to children and vulnerable adults – whether within or 

outside the context of U&I‟s work – which are criminal, grossly infringe children and vulnerable 

adults‟s rights, or contravene the principles and standards contained in this policy, U&I will take 

immediate disciplinary action and any other action which may be appropriate to the 

circumstances. This may mean, for example, for: 

- Employees – disciplinary action/dismissal 

- Volunteers, trustees, officers and interns – ending the relationship with the 

individual/organisation 

- Corporates – Termination of agreement/ending the relationship 

- Contractors – termination of contract 

 Depending on the nature, circumstances and location of the case, U&I will also consider involving 

authorities such as the police to ensure the protection of children and vulnerable adults and criminal 

prosecution where this is appropriate. 

 The decision to suspend is not subject to challenge. When investigating and determining the 

concerns or complaints, the process should always be fair and any adverse determination should be 

open to challenge through an appeals process.  
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Child Protection Guidelines during Remote or Online Learning Classes 

 

As a result of the 2020 COVID 19 crisis globally and in India, U&I has had to rethink the ways in which we 

are able to deliver educational teaching sessions. To tackle this, U&I have devised 5 Remote learning 

models, which are; 

1. Online teaching classes using Zoom call (or another online video calling platform) 

2. Whatsapp Video sharing + Worksheets  

3. Streaming Online Zoom Classes  

4. Alternative Teaching Calendar (home workbook for students)  

5. Activity Kits for various ages  

 

Throughout the delivery of each of these programmes Child Protection and Safeguarding will remain of 

paramount importance. As such U&I have developed additional guidelines to be adhered by any staff, 

volunteer, leader or otherwise. Details of these guidelines are listed below and are subject to rectification or 

addition in response to need or change in programme at any time;  

 

No 1:1 teaching sessions 

U&I will not allow volunteers, leaders or staff members to conduct private 1:1 online or over the phone 

teaching sessions with any student of U&I. In the case that an online teaching session is taking place there 

must always be another adult (volunteer, leader, parent or Learning centre staff member) present on the call. 

U&I recognises that 1:1 sessions over the internet as equivalent to a student being alone in a room with a 

volunteer, with the door closed. Leaders and U&I staff members must take all necessary precautions to 

ensure that 1:1 teaching does not occur.  

 

Dress Code: 

Teaching volunteers must ensure that they wear appropriate clothes like a shirt or kurta and full pants at all 

times during an online class. Volunteers, leaders or staff members may not be permitted to wear t-shirts with 

offensive or inappropriate text, print or imagery and necessary action will be taken where and if any breach 

of this does occur. 

 

Teaching backgrounds 

Volunteers, Leaders or Staff Members facilitating any online teaching session with a U&I Student must 

ensure that the teaching background is clear and neutral. All visuals on display must be child friendly. This 

includes but is not limited to; posters with offensive or inappropriate quotes, slogans or imagery in the 

background that is of an adult theme, Music posters of adult bands, Personal photographs of the volunteer or 

leader in adult situations or out of the U&I dress code.   
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No personal contact with students outside of Teaching Classes  

At no point should a U&I Volunteer or Leader pursue personal contact with a U&I student outside of the 

regular class teaching time. Exceptions can be made in view of the creation of teaching whatsapp groups, in 

the case that the Learning Centre Manager and/or parents of the student are also members of the whatsapp 

group. All communication within a group of this nature must be work/class related ONLY and must adhere 

to all other Child Protection Guidelines.  

 

Screen teaching Content: 

It is mandatory for volunteers to screen all teaching content that will be shared with students when preparing 

remote learning/online teaching documents. Teachers/volunteers who are directly/indirectly working with the 

kids are prohibited from download 3
rd

 party content from the internet and use it for online classes/remote 

learning content without reviewing it thoroughly.  

 

Personal Profile Online: 

Teaching volunteers, leaders, staff and other U&I associates must ensure that all personal online accounts 

(zoom, whatsapp etc.) that a student may gain access to via the Remote Learning models, must maintain a 

professional standard. This includes, but is not limited to; Bio details, profile pictures, statuses, tag lines etc.   

 

Centre Zoom Account  

All U&I online classes must be conducted through a central U&I Zoom (or other online video conferencing 

platform) account. At no point can a Volunteer, Leader or Staff member share a zoom link to a student from 

a personal account. This is to maintain data protection standards for students, volunteers and leaders 

associated with U&I. 

 
Child Protection Pre-Class checklist for U&I Staff and Leaders  

 

Before you start any online class (or remote teaching) you MUST go through this checklist thoroughly. Just 

like a real in person class, once the children have joined the call (or entered the classroom) it‟ll be too late!  
 

 Screen all of the content that your volunteers are planning to teach that day, this shouldn‟t take a 

long time - you need to read anything that the student would read and see and images/hear 

audio/watch the videos that the children would be watching. If anything is in breach of CPP - the 

volunteer will need time to change it!  

 Create a „Centre‟ Zoom account that you share the log in details of - do not use personal accounts. 

Set the account the U&I centre name and make sure the Profile Picture is the U&I logo.  

 Ensure that the waiting room setting is set up on your zoom account so that children, volunteers and 

guests require admission before joining  

 Remind the volunteers of the CPP guidelines before the join the call or come for the session - so they 

can also prepare 

 Remind the volunteers about the no photo/no screenshot rule during the call!  
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 Ask your volunteers to join the call 5-10 minutes before the students are scheduled to 

join so that you can screen their dress code and background before the students join - this will give 

you a window of opportunity to fix and issues before they arise! 

 Give any CPP related feedback to your volunteers after the class if required - don‟t wait for them to 

make the same mistake again!  

 

 

6. U&I’s approach to dismissal on the grounds of a CPP violation  

 

While U&I recognises the need for serious and non-biased action in the case of Child Protection violations 

by staff, volunteers and all other partners or associates, the organisation also wishes to focus on learning, 

education and capacity building. Many cases of child protection violations come from a lack of knowledge, 

awareness or capacity of care givers or those who work with children or vulnerable adults.  

Because of this U&I has laid out a „Fair Dismissal Protocol‟ to ensure that learning and capacity building can 

remain at the centre of our Child Protection Policy. This is detailed below:  

- The individual should receive a phone call from an unbiased 3rd person and have the 

opportunity to discuss the incident and ask questions.   

- During the phone call the facilitator should clearly detail what the behaviour was and why the 

behaviour was unacceptable and potentially damaging.  

- The individual should be given guidelines for improvement regarding any future interaction with 

children either personally or through an organisation  

- It must be clear that U&I aim‟s to set standards across the industry and that we hold ourselves 

highly accountable to our children. 
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POLICY SIGNATURE PAGE  

All employees and consultants must comply with U&I’s policies  

I hereby declare that I have read, understand and will abide by U&I’s Child and vulnerable adult 

protection policy and have never been subject to prosecution for acts in contravention of this Policy.  

         Name Title Date Signed 
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         Name Title Date Signed 
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SECTION 3: APPENDICES 

Appendix 1: Code of Conduct: Behaviour Protocols 

Appendix 2: Recognising Signs of Abuse  

Appendix 3: Child Abuse: Reporting and Reaction Protocol  

Appendix 4: Report Form for Suspected Abuse 

 

Appendix 1 

Code of Conduct: Behaviour Protocols for Staff & Leaders, Volunteers and Visitors  

These „one page‟ code of conducts are designed to be a quick, accessible reminder about U&I‟s crucial Child 

Protection guidelines. They must be followed at all times by all staff, leaders, volunteers, partners and 

visitors at all times. The code of conduct is designed to keep both children and vulnerable adults and adults 

safe and protected. Following the code of conduct ensures that staff, partners and associates will also protect 

themselves from any false accusation of abuse that might be made against them. 
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CHILD PROTECTION POLICY – Code of Conduct  
U&I Staff and Leaders  

 

Good Practice: 

  

 Treat children equally with fairness and respect, no favourites! 

 Always act as a professional role model, including dress code, language etc. 

 Be patient, encouraging and positive. 

 Always ensure that work spaces are smoke and alcohol free  

 Do respect the confidentiality of our beneficiaries at all time in your communication with others. 

 It is the responsibility of the volunteer fellow to take pictures of the classes/activities at the center in 

a way that adheres to the U&I social media guidelines. In the absence of volunteer fellow, another 

leader will be nominated which will be communicated by the respective manager. 

 U&I recognise the benefit of good peer sharing, the volunteer fellow/nominated fellow can share 

relevant content regarding classes or featuring children on the U&I Leadership Group 2018-19/ U&I 

National Team WhatsApp groups. If sharing images of a child‟s face, do not name them or use a 

pseudonym.  

 Maintain appropriate physical contact with a child or vulnerable adult, (at most a handshake, high 

five or pat on the back) 

 Not initiating hugs and if a child or vulnerable adult goes to hug you, make it a brief and appropriate 

„side hug‟ 

 Allow children and vulnerable adults to do things they are capable of for themselves e.g if a child is 

able to walk, don‟t carry them! 

 Reporting any concerns immediately as per the reporting processes 

 Training volunteers sufficiently on our Child Protection Policy  

 

Inappropriate Practice: 

 Spending any time outside specified programme hours with a child or vulnerable adult we work with 

will not be allowed.  

 Kindly refrain from using language that could be abusive, offensive or inappropriate (including to 

other volunteers in front of children) 

 Do not eat or drink (other than water) in front of the children and vulnerable adults what they are not 

having 

 Do not show discrimination of origin, language, race, tribe, culture, age, gender, disability, HIV 

status, religion, sexuality, or political persuasion. 

 Do not allow or engaging in any form of inappropriate touching 
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 Do not make comments to a child that a belittling, undermining or demeaning – or that 

seek to compare or upset a child eg. “She is much better than you because she always does her 

homework” 

 Do not enter the dorms or bedroom of the children and vulnerable adults we work with 

 Do not make sexually suggestive comments to a child or vulnerable adult, even in fun. 

 Never give your personal Social Media accounts or contact details to anyone under 18, even if they 

are no longer our student - if a child asks – just lie! 

 Do not enter the children‟s bathroom until and unless absolutely necessary. In case, there is no one 

from the Learning Centre Partner to assist the child, then a leader of the same sex can accompany the 

child to the bathroom.  
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CHILD PROTECTION POLICY – Code of Conduct 

Volunteers 

Good Practice:  

 

 Treat children equally with fairness and respect, no favourites! 

 Always act as a professional role model, including dress code, language etc. 

 Be patient, encouraging and positive 

 Always ensure that work spaces are smoke and alcohol free 

 Maintain appropriate physical contact with a child or vulnerable adult, (at most a handshake, high 

five or pat on the back) 

 Not initiating hugs and if a child or vulnerable adult goes to hug you, make it a brief and appropriate 

„side hug‟ 

 Allow children and vulnerable adults to do things they are capable of for themselves e.g if a child is 

able to walk, don‟t carry them! 

 Do respect the confidentiality of our beneficiaries at all time in your communication with others. 

 Reporting any concerns immediately as per the reporting processes. 

 

Inappropriate Practice: 

 

 DO NOT take pictures of the children or the center at any time.  

 Spending any time outside specified programme hours with a child or vulnerable adult we work with 

will not be allowed.  

 Do not eat or drink (other than water) in front of the children and vulnerable adults what they are not 

having 

 Do not enter the dorms or bedroom of the children and vulnerable adults we work with 

 Do not show discrimination of origin, language, race, tribe, culture, age, gender, disability, HIV 

status, religion, sexuality, or political persuasion. 

 Do not make comments to a child that a belittling, undermining or demeaning – or that seek to 

compare or upset a child eg. “She is much better than you because she always does her homework” 

 Kindly refrain from using language that could be abusive, offensive or inappropriate (including to 

other volunteers in front of children) 

 Do not allow or engage in any form of inappropriate touching.  

 Do not make sexually suggestive comments to a child or vulnerable adult, even in fun. 

 Do not give gifts (stationery, chocolates, clothes, books etc). If at any point you do wish to donate or 

buy, please contact your manager and seek permission for the same. Kindly note, give them out gifts 

only if you have something for everyone present.  
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CHILD PROTECTION POLICY 

VISITORS 

 

Good Practice  

 

 Please stay with the member of staff assigned to give you a tour of our projects. 

 Treat children equally with fairness and respect, no favourites! 

 Do dress modestly: Boys: Avoid shirt/T-shirt with inappropriate messages/images on them, and 

shorts + ¾‟s.Girls: Salwar kameez or Kurtha and Jeans is the required dress code!  

 Before and during your time with children keep away from, drugs, alcohol and tobacco of any form 

and always ensure that work spaces are smoke and alcohol free. 

 Be patient, encouraging and positive. 

 Maintain appropriate physical contact with a child or vulnerable adult, (at most a handshake, high 

five or pat on the back) 

 Do respect the confidentiality of our beneficiaries at all time in your communication with others. 

 Not initiating hugs and if a child or vulnerable adult goes to hug you, make it a brief and appropriate 

„side hug‟. 

 Allow children and vulnerable adults to do things they are capable of for themselves e.g if a child is 

able to walk, don‟t carry them! 

 In case of any concern related to child safety, report to a U&I staff immediately.  

 

Inappropriate Practice: 

 

 DO NOT take pictures of the children or the center. The assigned U&I staff with permission will 

take pictures on your behalf and once verified and approved will be sent back to you, post which you 

will be allowed to post the pictures on your website only for official purposes.  

 Spending any time outside specified programme hours with a child or vulnerable adult we work with 

is not allowed.  

 Kindly refrain from using language that could be abusive, offensive or inappropriate (including to 

other volunteers in front of children) 

 Do not eat or drink (other than water) in front of the children and vulnerable adults what they are not 

having 

 Do not enter the dorms or bedroom of the children and vulnerable adults we work with 

 Do not show discrimination of origin, language, race, tribe, culture, age, gender, disability, HIV 

status, religion, sexuality, or political persuasion. 

 Do not allow or engage in any form of inappropriate touching.  

 If you share a meal with the children and vulnerable adults in their dining hall, or hand out food 

there, remember you are there to enjoy their meal with them, not as a spectator. 

 Do not make sexually suggestive comments to a child or vulnerable adult, even in fun. 

 Do not give gifts (stationery, chocolates, clothes, books etc.) to our students or centres. If at any 

point you do wish to donate or buy, please contact the U&I staff member assigned to you and seek 
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permission for the same. (In general, gift giving is counter-productive to our objectives 

in our centres and will not be encouraged)  

 Respect the surroundings – do not indulge in littering, spitting, defacing plants and the physical 

environment in any way. 
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Appendix 2 

Recognizing Signs of Abuse 

● This checklist is indicative only – indications of potential abuse are complex. 

● Do not automatically assume that abuse is occurring; there may be an innocent explanation. 

However, do listen to the child and do not dismiss significant changes in behaviour, fears, worries, 

and physical indicators a child is exhibiting.  

● Report any concerns to the appropriate person (see the reporting flowchart in Appendix 3); it is not 

your responsibility to try and resolve the situation. 

 

Possible signs of physical abuse:  

 Bruises, burns, sprains, dislocations, bites, cuts 

 Improbable excuses given to explain injuries 

 Refusal to discuss injuries 

 Withdrawal from physical contact  

 Arms and legs kept covered in hot weather 

 Fear of returning home or of parents being 

contacted 

 Showing wariness or distrust of adults 

 Self-destructive tendencies 

 Being aggressive towards others 

 Being very passive and compliant 

 Chronic running away 

Possible signs of neglect:  

 Frequent hunger  

 Poor personal hygiene 

 Constant tiredness 

 Inappropriate clothing, e.g. summer 

clothes in winter 

 Frequent lateness or non-attendance at 

school 

 Untreated medical problems 

 Low self-esteem 

 Poor social relationships 

 Compulsive stealing 

 Drug or alcohol abuse 

Possible signs of emotional abuse:  

 Physical, mental and emotional development is 

delayed 

 Highly anxious 

 Showing delayed speech or sudden speech disorder 

 Fear of new situations 

 Low self-esteem  

 Inappropriate emotional responses to painful situations 

 Extremes of passivity or aggression  

 Drug or alcohol abuse  

 Chronic running away 

 Compulsive stealing 

Possible signs of sexual abuse: 

 Age inappropriate sexualised behaviour  

 Physical indicators (general and in genital 

and anal areas) 

 Behavioural indicators (general and 

sexual) which must be interpreted with 

regard to the individual child‟s level of 

functioning and development stage 
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Possible signs of concern regarding adult behaviour: 

 A child or children and vulnerable adults become unusually distressed or agitated in the presence of a 

particular person. 

 A child is asked to lie about anything (especially if it is about meeting that child) by an employee, 

contractor, trustee, volunteer, intern, or parent. 

 You are asked to lie about a situation involving a child – particularly if that child looks distressed – by 

any an employee, contractor, trustee, volunteer, intern, or parent. 

 Any person who persistently fails to follow U&I‟s Code of Conduct is a cause for concern, particularly if 

reasons are evasive. 

 Private (i.e. outside of work) meetings between a child and an employee, contractor, trustee, volunteer or 

intern are a cause for concern. 

 

U&I Staff, leaders and volunteers are not trained to deal with situations of abuse or to decide 

if abuse has occurred.  

If abuse is witnessed, suspected or reported to you by a child please follow these clear guidelines:  

1) Allow the child to talk freely, do not ask leading questions 

2) Do not promise to keep the information a secret, you will have to tell someone else about 

this  

3) Record details of your conversation/what you witness with times dates 

4) Praise and reassure the child for doing the right thing  

5) Tell your leader or manager; immediately, privately and directly! 

6) Do not discuss the issue with anyone else, this will most certainly have an effect on the 

reporting process and could damage the case if it goes to court.  
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APPENDIX 3 

Child Abuse: Reporting Protocol  

Guiding principle: Always act in the best interests of the child 

 

What should you report? 

 If you accidentally hurt a child or vulnerable adult 

 If a child or vulnerable adult appears to be sexually aroused by your actions 

 If a child or vulnerable adult reports an instance of abuse to you  

 If you witness or suspect an instance of abuse against a child, vulnerable adult or anyone else at your 

centre 

Who should you report to? (In order of preference)  

1. Your centre manager  

2. A trusted leader  

3. If the incident involves your centre manager or leader – report directly to the U&I Child Protection 

Officers 

Why should you report?  

- To avoid misinterpretation of your behaviour or actions  

- It‟s your legal obligation to report abuse  

- It could reduce further harm to more than one child or vulnerable adult! 

 

Four Step internal reporting plan 

 

1) SEE/HEAR: Directly Witness abuse, see signs of abuse or hear reports of abuse  

2) REPORT: Directly report to Manager or trusted leader immediately (within 2 days) using 

the Child Protection Reporting Form with specific details 

3) DISCUSS: Manager will discuss the issue with the Child Protection officers 

4) ESCALATE: CPO’s will escalate the situation through the appropriate channels 
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APPENDIX 4 

 

Reporting Form for Suspected Abuse within a U&I Centre 

 

If a child, vulnerable adult or anyone else connected to U&I has reported abuse to you it is your legal 

obligation to report this. Please complete this form and attach any additional information that you feel is 

necessary in a separate sheet. 

You should report this directly to your centre manager or one trusted leader, please complete this form 

before contacting the designated person. This report is to be used as a tool to develop the most un-biased 

information-based report possible. For confidentiality reasons, the report should be written and signed solely 

by you. It should only be sent only to the designated contact person. It will be held in a safe and secure place 

and treated in the strictest confidence.  

1. About You 

Your name: _________________________________________________________________________ 

Your designation within U&I: __________________________________________________ 

Learning Centre you are assigned to: ___________________________________________ 

Your relationship to the child:   _________________________________________________ 

Your Contact details:  

Phone No:________________________________________________________________ 

Email: ___________________________________________________________________ 

2. About the Child/ren (If regarding more than one child please give details of all children)  

Child‟s name: ________________________________________________________________________ 

Child‟s Gender: (M/F)  

Child‟s age: _______________________________________________________________ 

Child‟s Learning Centre: _____________________________________________________ 

Child‟s guardians (if known):__________________________________________________ 
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3 About your Concern 

Was the abuse directly observed, reported to you, or suspected? 

________________________________________________________________________ 

If the information was reported to you, by who was it reported? 

_________________________________________________________________________ 

Did the child disclose abuse to you? ____________________________________________ 

If yes, when did the child disclose abuse to you? __________________________________ 

Date of the alleged incident: __________________________________________________ 

Time of the alleged incident___________________________________________________ 

Location of the alleged incident: _______________________________________________ 

Name of the person who allegedly abused the child: _______________________________ 

Job title of the person who allegedly abused the child: ______________________________ 

Relationship of that person to the child__________________________________________ 

Nature of the allegation: 

_________________________________________________________________________ 

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

____________________________________________________________________________ 

Exactly what the child or other source said to you. How did you respond to him or her: [Record actual 

details not just your observation or opinion, give specific details and quotes] 

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

____________________________________________________________________________ 
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Your personal observations (visible injuries, child’s emotional state, etc.) [N.B. Only record what 

is fact, not opinion or rumour] 

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

______________________________________________________________ 

Any other information not previously covered: 

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_________________ 

Were there any other children/vulnerable adults/people involved in the alleged incident? If so, who and in 

what capacity? 

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_________________ 

What action have you taken so far?: 

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_______________________________________________________________________________________

_________________ 

 

Signed: __________________________________________ 

Date:____________________________________________ 
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Appendix 5 - Selected Articles from the UN Convention on the Rights of the Child 

 

Taken holistically, the CRC provides a comprehensive framework for the protection, provision, and 

participation of all children and vulnerable adults without discrimination to ensure their survival and 

development to the maximum extent possible. On the understanding that CRC must be read as a whole, the 

following articles nevertheless form the specific basis of child and vulnerable adult protection issues. 

Article 1 

For the purposes of the present Convention, a child means every human being below the age of eighteen 

years unless under the law applicable to the child, majority is attained earlier.  

Article 2 

1. States Parties shall respect and ensure the rights set forth in the present Convention to each child within 

their jurisdiction without discrimination of any kind, irrespective of the child's or his or her parent's or 

legal guardian's race, colour, sex, language, religion, political or other opinion, national, ethnic or social 

origin, property, disability, birth or other status.  

2. States Parties shall take all appropriate measures to ensure that the child is protected against all forms 

of discrimination or punishment on the basis of the status, activities, expressed opinions, or beliefs of the 

child's parents, legal guardians, or family members.  

Article 3 

1. In all actions concerning children and vulnerable adults, whether undertaken by public or private social 

welfare institutions, courts of law, administrative authorities or legislative bodies, the best interests of the 

child shall be a primary consideration.  

2. States Parties undertake to ensure the child such protection and care as is necessary for his or her well-

being, taking into account the rights and duties of his or her parents, legal guardians, or other individuals 

legally responsible for him or her, and, to this end, shall take all appropriate legislative and administrative 

measures.  

3. States Parties shall ensure that the institutions, services and facilities responsible for the care or 

protection of children and vulnerable adults shall conform with the standards established by competent 

authorities, particularly in the areas of safety, health, in the number and suitability of their staff, as well as 

competent supervision.  

Article 6 

1. States Parties recognize that every child has the inherent right to life.  

2. States Parties shall ensure to the maximum extent possible the survival and development of the child.  
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Article 12 

1. States Parties shall assure to the child who is capable of forming his or her own views the right to 

express those views freely in all matters affecting the child, the views of the child being given due weight 

in accordance with the age and maturity of the child.  

2. For this purpose, the child shall in particular be provided the opportunity to be heard in any judicial and 

administrative proceedings affecting the child, either directly, or through a representative or an 

appropriate body, in a manner consistent with the procedural rules of national law.  

Article 13 

1. The child shall have the right to freedom of expression; this right shall include freedom to seek, receive 

and impart information and ideas of all kinds, regardless of frontiers, either orally, in writing or in print, 

in the form of art, or through any other media of the child's choice.  

Article 19 

1. States Parties shall take all appropriate legislative, administrative, social and educational measures to 

protect the child from all forms of physical or mental violence, injury or abuse, neglect or negligent 

treatment, maltreatment or exploitation, including sexual abuse, while in the care of parent(s), legal 

guardian(s) or any other person who has the care of the child.  

2. Such protective measures should, as appropriate, include effective procedures for the establishment of 

social programmes to provide necessary support for the child and for those who have the care of the child, 

as well as for other forms of prevention and for identification, reporting, referral, investigation, treatment 

and follow-up of instances of child maltreatment described heretofore, and, as appropriate, for judicial 

involvement.  

Article 25 

States Parties recognize the right of a child who has been placed by the competent authorities for the 

purposes of care, protection or treatment of his or her physical or mental health, to a periodic review of 

the treatment provided to the child and all other circumstances relevant to his or her placement. 

Article 32 

States Parties recognize the right of the child to be protected from economic exploitation and from 

performing any work that is likely to be hazardous 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. 

Article 33 

States Parties shall take all appropriate measures, including legislative, administrative, social and 

educational measures, to protect children and vulnerable adults from the illicit use of narcotic drugs and 
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psychotropic substances as defined in the relevant international treaties, and to prevent the use 

of children and vulnerable adults in the illicit production and trafficking of such substances.  

Article 34 

States Parties undertake to protect the child from all forms of sexual exploitation and sexual abuse. For 

these purposes, States Parties shall in particular take all appropriate national, bilateral and multilateral 

measures to prevent:  

(a) The inducement or coercion of a child to engage in any unlawful sexual activity;  

(b) The exploitative use of children and vulnerable adults in prostitution or other unlawful sexual 

practices;  

(c) The exploitative use of children and vulnerable adults in pornographic performances and materials.  

Article 36 

States Parties shall protect the child against all other forms of exploitation prejudicial to any aspects of the 

child's welfare. 

Article 37 

States Parties shall ensure that: (a) No child shall be subjected to torture or other cruel, inhuman or 

degrading treatment or punishment. Neither capital punishment nor life imprisonment without possibility 

of release shall be imposed for offences committed by persons below eighteen years of age.  

Article 39 

States Parties shall take all appropriate measures to promote physical and psychological recovery and 

social reintegration of a child victim of: any form of neglect, exploitation, or abuse; torture or any other 

form of cruel, inhuman or degrading treatment or punishment; or armed conflicts. Such recovery and 

reintegration shall take place in an environment which fosters the health, self-respect and dignity of the 

child. 
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Appendix 6 

  

STATEMENT OF COMMITMENT 

 

To U&I’s Child and vulnerable adult protection policy  

 

 

“I, __________________________________, have read and understood the standards and guidelines 

outlined in this Child and vulnerable adult protection policy. I agree with the principles contained therein and 

accept the importance of implementing child and vulnerable adult protection policies and practice while 

working with U&I and at all times.”  

 

      

_____________________________ 

(Name) 

 

_____________________________ 

(Job title / role) 

 

 _____________________________ 

(Signature) 

 

 _____________________________ 

(Date) 
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