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ROMA OVC CARE

Child abuse is criminal stop it now! 
CHILD SAFEGUARDING POLICY 
DATE: 25th May 2017

FOREWORD

This policy shall serve as the official document of safeguarding the rights of children at Roma ovc care and protecting them from all forms of abuse. 
Roma ovc cares shall strive to protect children from abuse, neglect, and exploitation and will not tolerate child abuse in any form as children have equal rights to protection within the organization and at national level.

This document outlines the child safeguarding statement and guidelines on how staff, volunteers, interns, associates, consultants, representatives and partners should behave in working with children.
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ACRONYMS
CRC             
Convention on the Rights of the Child

DATF             District Aids Task Force

CSFP              Child Safeguarding Focal Point person

CV                 Community Volunteers

MCDSW        Ministry of Community Development and Social Welfare

MYSCD         Ministry of Youth, Sport and Child Development

OVC               Orphans and Vulnerable Children

HIV
           Human Immunodeficiency Virus 

AIDS
           Acquired Immune Deficiency Syndrome 

SCI                 Save the Children International

FGD
          Focus Group Discussion

MoH
          Ministry of Health

MoE
          Ministry of Education

M & E
          Monitoring and Evaluation
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WORKING DEFINTION

Child: according to this policy, a child is defined as any person aged 18 years and below.
Child safe guarding: according to this policy, every organization that deals with children has the responsibility to protect children from all forms of abuse.
Child labor: This is work performed by children considered harmful to children’s physical and mental development thereby depriving them of their childhood, potential and dignity.
Child Protection is a unified approach to ensuring the protection of children from any maltreatment. This means that anyone who works for an organization that deals with issues of children or comes into contact with children have a duty to keep them safe and uphold their well being.
Child rights: these refer to the basic human rights enshrined in UNCRC and African Charter on the Rights of Children that children need to enjoy for their well being and development. Such rights include the right to a good education, quality health care, and protection from all forms of abuse, neglect and equitable treatment without discrimination in such matters as participation in decision making that affect the child.
Child safeguarding Policy: this is the set of guidelines put together for the purpose of improving and promoting the quality welfare of life of the child.
Convention: this is an international agreement which must be obeyed by all nations which have accepted and signed the protocol.

Community: a specific group of people usually living in a particular geographical location such a town, neighborhood, or village sharing a common cultural identity and arranged in a social structure or group of people who have shared interests transcending geographical locations.
Caregiver: any person providing primary care for a non and biological child at household level.
Community Volunteer: Any person other than staff providing service to would be and beneficiaries of the project with specific mandate to carry out such duties and responsibilities. 

Disclosure: is defined as a specific allegation of abuse made against a named individual and or organization.
Focal point person: these are individuals given a particular responsibility for child safeguarding in the organization.
Household: refers to a group of people who normally live and eat together, and share domestic functions and activities.
Orphan: a child that has lost one or both parents, generally referred to as the single orphan and double orphan respectively of ages below 18years.
Staff: any person working in the organization other than volunteers, interns and consultants.
Suspicion: is when concern is expressed about abuse that may have taken place or concern that abuse may take place.
Values: this refers to a set of ideas or principles that are normative shared by the members of a community / Roma Ovc Care staff, interns, volunteers and all its partners in the discharge duty to children. 
Vulnerable Child: any person below the age of 18 who has been in or is likely to be at a risky situation where she/he is likely to suffer significant physical, emotional or mental stress that may result in the child’s rights not being fulfilled.

PART 1: INTRODUCTION 
Roma Ovc Care is a non – profit making Organization which was established in 2015 in Ndola District of Copperbelt Province of the Republic Of Zambia. The project focuses on providing holistic care and support to vulnerable populations especially children and elimination of all forms of Child abuse by providing awareness programs, income generating activities and private necessarily required protection assistance to children living with HIV and AIDS and or other disabilities in all forms of abuse and poverty without looking on the basis of their race, religion, nationality, color, ethnicity or any other difference. This provides the necessary standards and means of meeting as an organization working with and for children. It also provides a good basis for the development of effective measures to prevent and respond to all sorts of abuse and violence, by raising awareness strategies children' safeguarding measures. It offers an opportunity not only for the improvement of the quality and professionalism of those working with children, but most importantly, it will help to achieve a greater impact for all the children and their families.
Vision:

 To offer care and support to achieve healthy community free from poverty and HIV and AIDS

Mission Statement:          

ROMA OVC CARE is a community based organization that is committed to empowering the youths,women and children,combating the spread of HIV,mitigating impact of HIV/AIDS and promoting human rights and democracy for social-economic development.  

	Roma Ovc Care shall take all appropriate legislative, administrative, social and educational measures to protect the child from all forms of physical, social 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 according to the they are the not perpetrators according to Article 19 - Of United Nations Convention on the Rights of the Child of 1989 (UNCRC)
Article 19 - Of United Nations Convention on the Rights of the Child of 1989 (UNCRC)
The UNCRC states that every person under the age of eighteen [18] is a child with rights and therefore any Children with physical and mental difficulties have the right to live a full and decent life in dignity and all  children  have basic human rights and must not be discriminated against in any way. Children should be helped to live quality life and take party in Community activities and the organizations have a duty of care support to beneficiaries and a responsibility to ensure that beneficiaries are protected, treated with dignity, integrity and respect and that certain minimum standard of behavior are observed by all. 

All forms of abuse must be prevented by the staff working for Roma Ovc Care and other partner/s dealing with children’s issues.

PART 2: POLICY STATEMENT 


The primary goal of Child safe guarding Policy is to serve the needs and protect the well-being of all children. Acting on behalf of and in the best interests of the children, and in agreement Roma Ovc Care shall strive to protect children from all forms of abuse. Roma Ovc Care does not and will not tolerate abuse in any form as all children have equal rights for protection.
This policy shall build linkages between policy elements focused specifically on the abuse and exploitation of children and policy elements focused on staff relations and behavior. Its implicitly assumes that if an employer permits sexual harassment or discrimination among its staff, the staff will be more likely to engage in these forms of abuse in their relations with children or will be less likely to take appropriate steps to halt and prevent these forms of misconduct. Although the policy prescribes high standards of conduct and accountability, it also aims to stimulate an on-going dialogue and reflection about what is most appropriate and effective in creating a safe and protective environment for children. It invites Roma Ovc Care staff, volunteers, interns and partners who work with children to take a self-reflective stance, asking how one’s own behavior creates an environment supportive of children’s well-being or creates risks to children, even unintentionally.

PRINCIPLES AND VALUES
Roma Ovc Care Staff, Members and Associate communities shall ensure;

Confidentiality: Child safeguarding policy shall clearly indicate that all cases and files that are handled shall at all-time be kept confidential.    

Respect for Human Life

Value for human life will always be at the center of our service provision. Roma Ovc Care will promote programs that aim at dignifying humanity regardless of nationality, race, tribal, color or religious grouping.

Accountability

Accountability will always be the engine of our organization. All staff and other auxiliary staff shall remain tied to this value. Accountable to the beneficiaries and the communities we serve.

Team Work

Team-work shall be encouraged to maximize on program efficiency.

Hard Work

Working hard is the key in driving the organization forward. Roma Ovc Care will remain committed to working hard in the quest to improving the lives of the vulnerable populations.

Collaboration

Roma Ovc Care will collaborate with various stakeholders at community, district, province and indeed national levels.

Roma Ovc Care acknowledges that its representatives will:
Maintain a safe environment where children living with various elements such as HIV and AIDS come to participate in Roma Ovc Care activities.

Organize a good working environment to minimize risks among children.

Hire/trained representatives of the highest integrity who shall be accountable, responsible and create an environment of openness for all.

Hire/train representatives who shall treat all involved with the highest standards of respect.

Establish a culture that empowers children living with various elements especially HIV / AIDS to be knowledgeable of their rights, to know what is acceptable and unacceptable, to know what to do when there are child abuse problems.

Ensure that all confidential information is handled appropriately.

Encourage that breaches of the Code of Conduct are immediately reported to management, where prompt actions are expected.  Anyone found in violation of the Code of Conduct will be subject to appropriate disciplinary action up to and including dismissal from employment if the person in question a member of staff and in case of an intern, volunteer and consultants, their contracts shall be terminated with immediate effect.

In addition, representatives:
Will not discriminate in its program, or services on the grounds of religion, gender, race, ethnicity, national origin, language, sexual orientation, disability or age.

Will not discriminate against or show favor of particular children.
Will promote gender equity in all its programs.

Will not harass any employee, program participant, children, partner, vendor, or member of communities in which Roma Ovc Care conducts programs.

Will treat each other and those whom they serve with respect and dignity.

Will hire and train representatives who treat all involved with the highest standards of respect.

Will hire/train representatives of the highest integrity who are accountable, responsible, and create an environment of openness for all involved. 

Will maintain a safe environment where children come to participate in Roma Ovc Care activities.

Will not sexually harass any children, individuals, employees or program participant/s, regardless of their work relationship.

Will not exploit any individuals, whether staff, children, or participants in affiliated sponsorship programs. 

Will uphold the child labor laws of the country and ensure these laws protect children by reporting any witnessed or suspected exploitation.

Will not abuse children through either action or neglect.

Will work in a proactive manner to protect children’s safety from harm.

Will avoid children being placed in compromising or vulnerable positions.

Will realize that they are always the responsible parties, even if a child initiates an inappropriate relationship or behaves in an unacceptable manner.

Will not condone or participate in behavior of children, which is illegal, unsafe or abusive.

Will not put them in position where their actions (physical, verbal or otherwise) are offensive, inappropriate, abusive, neglectful or exploitative. 

Will ensure all confidential information is handled appropriately.
Finally, Roma Ovc Care representatives shall understand the following:
Sexual activity with children (persons aged 18 and below) is prohibited regardless of the age majority or age of consent locally.  Mistaken belief in the age of a child is not a defense.

Exchange of money, employment, goods, or services for sex, including sexual favors or other forms of humiliating, degrading or exploitative behavior is prohibited.  This includes exchange of assistance that is due to beneficiaries.

Sexual relationships between Roma Ovc Care workers and children are strongly discouraged since they are based on inherently unequal power dynamics.  Such relationships undermine the credibility and integrity of humanitarian aid work.
Where a Roma Ovc Care worker develops concerns or suspicions regarding sexual abuse or exploitation by a child, whether in the same agency or not, s/he must report such concerns via established agency reporting mechanisms.

Roma Ovc Care workers are obliged to create and maintain an environment, which prevents sexual exploitation and abuse and promotes the implementation of their code of conduct. 

 Managers at all levels have particular responsibilities to support and develop systems that maintain this environment.
Awareness 

Roma Ovc Care shall endeavor to raise public awareness on the need to provide a therapeutic environment for all children on and out of the program by:

Training community whistle blowers to mind sites.

Training / educating key community and stakeholders in child safe guarding issues.

Conducting community Focused Group Discussions (FGD’s) on child safe guarding matters.

Engaging key stakeholders at both community and district level in the creation of best practices for child care facility.

Lobbying for public support in implementing child friendly activities and programs at all levels of service provision. 

PART 3: DEFINITION OF CHILD ABUSE AND TYPES OF ABUSE
Child abuse and exploitation: Sexual abuse or other physical, mental, or emotional harm caused to a child or children, or gross negligence.  
Child abuse consists of children’s exposure to situations that cause children harm, usually as the result of the failure of the parent or caregiver to insure a reasonable standard of care and protection.  Abuse may be physical, sexual, or emotional harm resulting from the actions of the parent or caregiver.  Abuse also includes neglect, the failure to meet a child’s basic needs or to protect the child from hazards such as extreme cold or playing in dangerous places.  

 Sexual harassment consists of unwelcome sexual advances, comments, jokes, or conduct of a sexual nature.
Sexual abuse having canal knowledge with a child with or without their consent. Exchanging gifts and services with sex with minors.
Exploitation is the abuse of power by coercing or leading Children into activities that violates their individual's rights. 
PART 4: PREVENTION OF ABUSE
Roma Ovc Care will ensure measures are put in place to protect children from abuse. The organization has focused on some critical areas for preventing abuse.
PEOPLE

Recruitment
Roma Ovc Care will use stringent recruitment procedures to prevent known or suspected child abusers from getting involved with the organization. To ensure that the best possible staffs are hired, all recruitment of staff, having direct or indirect contact with children will undergo thorough and standardized recruitment processes which will contain the following elements.

An advertising process that makes clear our commitment to child safeguarding in job descriptions and application forms.

A thorough recruitment process which uses careful interviewing, referencing and qualification checking and induction.

In posts where there is direct contact or unsupervised contact with children candidates must have specific qualification in childcare, psychology and social work.

Successful candidates will be required to sign the Child Safeguarding acknowledgment form and also obtain a police report indicating that she/he has no criminal conviction.

Consultants, associates and partners will be required to sign the Child Safeguarding acknowledgment form and also obtain a police report indicating that she/he has no criminal conviction.

PROGRAMME

Services
Roma Ovc Care programmers and activities will be formulated in consideration of child rights,

Support children living with HIV and AIDS and other conditions  to participate in decisions that may impact them.

To operate according to and line with Roma Ovc Care ethos and values

Activities involving children must thoroughly be planned taking care of all relevant details and or concerns. It will encourage that such activities should be done in open spaces and should involve at least more than one adult and consideration of sex of the children.

Talk to children / youths about their contacts with staff and other and encourage them to raise any concerns.

Children that come into contact with the organization will be made aware of the policy. 
Roma Ovc Care will not discriminate in its program, or services on the grounds of religion, gender, race, ethnicity, national origin, language, sexual orientation, color and disability
Roma Ovc Care will not discriminate against or show favor of particular children
Roma Ovc Care will not exploit any individuals, whether staff, children, or participants in affiliated sponsorship programs. 
Roma Ovc Care will uphold the child labor laws of the country and ensure these laws protect children by reporting any witnessed or suspected exploitation.
Roma Ovc Care will work in a proactive manner to protect and maintain children’s safety from harm.
Roma Ovc Care will not harass any employee, program participant, children, partner, vendor, or member of communities in which Roma Ovc Care conducts programs.
OPERATIONS

Communication

Roma Ovc Care will not allow children watch pornographic materials.

An allegation of child abuse is a serious issue. In following Roma Ovc Care Policy on Child safeguarding and local procedures, it is essential that all parties maintain confidentiality in handling children’s information and such information shall not be shared with other parties without informed consent of a child and his/her guardians/ caregivers and the children safeguarding focal person.
Written material and images used by Roma Ovc Care and all its associates are checked as being appropriate and children are portrayed with dignity. Photographs, films and websites must show respect for children and be in their best interest and can only be used if the children, guardians/caregivers of the give consent. Without which such activities shall be deemed illegal.

Information generated from interview should be treated with confidentiality and only shared with written consent.

All members of staff will adhere to child safeguarding policy and shall be required to sign a clause acknowledging the have read, understood and agree to abide by the policy.

The use of ICT materials (phones, T.Vs, laptops) during procuring and installing will be monitored by the end user for the safety of the child.

The ICT materials will be in place to educate and train staffs in order for them to have knowledge of child safeguarding  policies and abuses and how best they can respond to them 
MEASURES ON CHILD SAFEGUARDING

AWARENESS
The Roma Ovc Care shall create awareness on the contents of the Child safeguarding Policy to all members of Staff, partners, volunteers, interns, associates, consultants and representatives through: 

Training
Media

Community meetings

Seasonal updates
PART 5: INFORMATION MANAGEMENT

Roma Ovc Care shall and will endeavor to practice the best methods of information management of its beneficiaries under lock and key in a safe environment. The organization maintains all children’s document in filling cabinets  that are only handled by designated staff. Contents of the individual child’s file remain confidential to other staff unless with consent of the department staff. No member of staff other than the one assigned to manage such has access to the documents.

Hard copies of all client files and folders

Soft copies on both CD’s, memory cards and flash disks

Registers

Reports 

PART 6: RECOGNISING ABUSE
 Recognizing abuse

Physical signs of abuse or neglect for which improbable excuses are given.

A child or children becoming unduly distressed or agitated in the presence of a particular person.

If any child appears to be receiving exceptional treatment, either being highly favorite or treated unduly harshly.

When a child withdraws from participating in activities.

A child or children fear medical help or examination.

A child or children fear physical contact e.g. shrinking back if touched.

A child or children fear of suspected abuser being contacted
PART 7: REPORTING AND RESPONDING

It the guiding principle in all cases of abuse is in the best interest of the Child. It is critical that confidentiality is observed at all times.

Dealing with a disclosure or suspicion:
Once there is a disclosure or suspicion, the case should be thoroughly investigated to determine actual abuse or potential abuse depending on the case. The appropriate action must then follow:

During the investigation staff must remain sensitive to the needs of the child and must maintain confidentiality.

The child must at all times be helped to feel secure.

The Child safeguarding focal point person (CSFP) must take charge of the situation and where needed must refer the child to necessary experts for counseling
Suspension of perpetrator while investigations are going on
Any Roma Ovc Care staff and associate who knows or suspects that child abuse has occurred, or is intended to occur must report the matter to the Programs  officer without delay. 

Send a full written report at the same time using the fastest possible means. 

If the child safeguarding officer is unavailable then the matter must instead be referred at once to the Programs manager or Human resource officer. The attending officer in question must properly document the alleged intention or occurrences of the said abuse, follow up the matter to the latter and provide a written report to the supervising staff for onward reporting to the police for cases of defilement and other criminal cases. 
Child Safeguarding  compliance committee Line

If an Employee or child in the workplace should ever feel that he or she cannot follow traditional protocols to report some concern, he or she can always make an anonymous report to the Child Safeguarding Policy compliance committee Line on 0979656205 or 0963626877 to report any workplace abuse issue that concerns children. Any type of issue may be reported in this fashion, including but not limited to: physical abuse, sexual abuse, sexual exploitation, discrimination. Please note: The child safeguarding compliance committee has no way of determining the identity of the person making the report unless that person chooses to identify themselves.

PART 8: RISK ASSESSMENT 

Managers at all levels have particular responsibilities to support and develop systems that maintain this environment.
People

Roma Ovc Care will always place children at the center and as such it shall monitor all persons working and or coming into contact with children at both organization level and indeed out side the project realms.
PART 9: CONFIDENTIALITY AND DATA PROTECTION

The organization has a strong mechanism of data management and quality control and safety. All data of  the organization is strictly put under lock to minimize of data filtering to unauthorized persons and or group or clusters who may use the said data for purposes other than the ones it is collected intended. 

Staff and all its associates are thus obliged to abide by the rules and regulations as enshrined in the organization values and principals. All are encouraged to promote the founding ethos of the organization and indeed the Laws of the Republic of Zambia and other pieces of legislation as may be deemed fit in matters child privacy.

PART 10: IMPLEMENTATION ACTION PLANNING TOOL

The implementation plan is in appendix 5

CODE OF CONDUCT 
The following Code of Conduct is part of Roma Ovc Care Child safe guarding Policy, provides a summary that is useful in helping local staff and Roma Ovc Care affiliated entities understand the key points of the policy and to relate it to the behaviour expected of them. Roma Ovc Care representatives (Roma Ovc Care staff, board members, partners, volunteers, interns, contractors and affiliated entity staff) shall conduct themselves in a manner where the needs of the children are always the primary consideration.  Representatives’ interactions with children living with HIV/AIDS, vulnerable populations, their families and community members must always meet the highest levels of integrity. The following give some guidelines on how to do this:

Roma Ovc Care staff, board members, partners, volunteers, interns, contractors and affiliated entity staff never condone or participate in behaviour that is illegal or unsafe.
Roma Ovc Care staff, board members, partners, volunteers, interns, contractors and affiliated entity staff should avoid being alone with a single child, including in the following situation: 

In a car if a child has to be driven somewhere, a third party should be present and other people in the organization must be aware.

Overnight, in your home, or home of a child. If a child needs overnight shelter contact Social Welfare Office and they will place the child in legally designated place.
Roma Ovc Care staff, board members, partners, volunteers, interns, contractors and affiliated entity staff must avoid placing themselves in a compromising or vulnerable position, for example being with a child in an awkward place like bar or bedroom. 

Roma Ovc Care acknowledges that its representatives will:
Maintain a safe environment where children living with various elements such as HIV and AIDS come to participate in Roma Ovc Care activities.

Organize a good working environment to minimize risks among children.

Hire/trained representatives of the highest integrity who shall be accountable, responsible and create an environment of openness for all.

Hire/train representatives who shall treat all involved with the highest standards of respect.

Establish a culture that empowers children living with various elements especially HIV / AIDS to be knowledgeable of their rights, to know what is acceptable and unacceptable, to know what to do when there are child abuse problems.

Ensure that all confidential information is handled appropriately.

Encourage that breaches of the Code of Conduct are immediately reported to management, where prompt actions are expected.  Anyone found in violation of the Code of Conduct will be subject to appropriate disciplinary action up to and including dismissal from employment if the person in question a member of staff and in case of an intern, volunteer and consultants, their contracts shall be terminated with immediate effect.

In addition, representatives:
Will not discriminate in its program, or services on the grounds of religion, gender, race, ethnicity, national origin, language, sexual orientation, disability or age.

Will not discriminate against or show favor of particular children.
Will promote gender equity in all its programs.

Will not harass any employee, program participant, children, partner, vendor, or member of communities in which Roma Ovc Care conducts programs.

Will treat each other and those whom they serve with respect and dignity.

Will hire and train representatives who treat all involved with the highest standards of respect.

Will hire/train representatives of the highest integrity who are accountable, responsible, and create an environment of openness for all involved. 

Will maintain a safe environment where children come to participate in Roma Ovc Care activities.

Will not sexually harass any children, individuals, employees or program participant/s, regardless of their work relationship.

Will not exploit any individuals, whether staff, children, or participants in affiliated sponsorship programs. 

Will uphold the child labor laws of the country and ensure these laws protect children by reporting any witnessed or suspected exploitation.

Will not abuse children through either action or neglect.

Will work in a proactive manner to protect children’s safety from harm.

Will avoid children being placed in compromising or vulnerable positions.

Will realize that they are always the responsible parties, even if a child initiates an inappropriate relationship or behaves in an unacceptable manner.

Will not condone or participate in behaviour of children, which is illegal, unsafe or abusive.

Will not put them in position where their actions (physical, verbal or otherwise) are offensive, inappropriate, abusive, neglectful or exploitative. 

Will ensure all confidential information is handled appropriately.
Finally, Roma Ovc Care representatives shall understand the following:
Sexual activity with children (persons aged 18 and below) is prohibited regardless of the age majority or age of consent locally.  Mistaken belief in the age of a child is not a defense.

Exchange of money, employment, goods, or services for sex, including sexual favors or other forms of humiliating, degrading or exploitative behavior is prohibited.  This includes exchange of assistance that is due to beneficiaries.

Sexual relationships between Roma Ovc Care workers and children are strongly discouraged since they are based on inherently unequal power dynamics.  Such relationships undermine the credibility and integrity of humanitarian aid work.
Where a Roma Ovc Care worker develops concerns or suspicions regarding sexual abuse or exploitation by a child, whether in the same agency or not, s/he must report such concerns via established agency reporting mechanisms.

Roma Ovc Care workers are obliged to create and maintain an environment, which prevents sexual exploitation and abuse and promotes the implementation of their code of conduct. 

Must do the following:

Be accompanied by a second adult whenever possible.

Meet with a child in a central, public location whenever possible.

Immediately document the circumstances of any situations which occurs which may be subject to misinterpretation by a third party.

Must have informed consent from the child if the child is old enough and also signed consent from guardian or parents of the child before taking photographs and personal stories of child/children except under exceptional circumstances bases on a child’s best interest.

Photographs of minors who are victims of abuse must not exposed to the public under whatever circumstances even when it calls for public support.

Disciplinary Procedure:

Depending on the seriousness of the offense or situation, Roma Ovc Care may take any of the following kinds of disciplinary action, if in accordance with the provisions of the Employment Act 

Verbal warning

Written warning

Final written warning

Suspension without pay is imposed as an alternate to dismissal, with the written agreement of the employee

Demotion as an alternate to dismissal with the written agreement of the employee

Dismissal with notice

Note: No employee may be dismissed without a full disciplinary inquiry having been conducted. 

Abuse Reporting Structure
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PART 11: REVISION OF POLICY

Roma Ovc Care Child Safe Guarding Policy shall be reviewed every 2 years unless otherwise when the Government of the Republic of Zambia changes some clauses before the elapse of 2 years period. Roma Ovc Care buys into the bigger framework of  the Zambian Child Policy.

Roma ovc care Board and Directors shall 

PART 12: APPENDICES

E.g.

Appendix 1: Code of Conduct

Appendix 2: Referral Form

Appendix 3: Template for full in- house investigation

Appendix 4: Flowchart Referral Pathway

Appendix 5: Implementation Action Planning Tool 

Appendix 6: Photo release Form

Appendix 7: Policy acknowledgment Form

A referral pathway on how to respond to a disclosure and or allegations

Policy Acknowledgment Form 

Child Safeguarding policy – Roma Ovc Care

Employee / Contractor Name:_______________________________________

Sex:____________________________________________________________

Nationality_______________________________________________________

Tribe:___________________________________________________________

Religion:________________________________________________________

Denomination____________________________________________________

NRC #:_________________________________________________________

Phone #_________________________________________________________

Email:__________________________________________________________

District:_________________________________________________________

Province:________________________________________________________

Country_________________________________________________________ 

I_________________________________________ of_______________________

do hereby declare that I have read and understood the Child Safe Guarding Policy of Roma Ovc Care and shall abide by all protocols, rules, regulations and guidelines stated in the policy. I am committed to promoting  the child safe guarding policy through my engagement with the organization and all its clients – children, staff, interns, volunteers and caregivers.  

This agreement made this day____________________________ the _______________ of

____________________________ 20_________

Date:_______________________  Sign:____________________________

Org Rep:___________________________________ Sign:______________________ 

Designation:________________________________ Date:______________________              

	Official Stamp


ROMA OVC CARE
INTAKE FORM

CHILD’S NAME: ………………………………………………………………

AGE: …………………………………………………..........................................

SEX: ………………………………………………………...................................

GUARDIAN’S NAME: …………………………………………………………

DATE: ……………………………………………………………………………

COMMUNITY: ………………………………………………………………….

DISTRICT: ………………………………………………………………………

TYPE OF ABUSE: ………………………………………………………………

OBSERVATIONS BY THE OFFICER

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………..............................................................................................................................

NAME OF OFFICER: ………………………………………

SIGNATURE: ……………………………………………….
DATE:........................................................................................

IMPLEMENTATION ACTION PLANNING TOOL
	Area of action
	Who is responsible
	When will this be done
	What we will do to monitor the action (means of verification)
	How will we know it is successful (indicators)
	When will we monitor the action

	Publication of Child Safe Guarding Policy and guidelines


	Executive Director 
	10th June, 2017
	Existence of Policy Document/s
	Number of cases dealt using the document
	30th June, 2017

	
	
	
	
	Number of times the documents is used when sensitizing staff
	30th July, 2017

	Processes and systems


	Admin Officer
	15th June, 2017
	Existence of a smooth  referral system
	Number of cases that flow smoothly through the system
	30th June, 2017

	Roles and responsibilities


	Project Coordinator
	15th June, 2017
	Existence of Organizational Structures
	Number of cases that follow the channels of structure
	30th July, 2017

	Capacity building


	Admin Officer
	
	Capacity building training conducted
	Number of staff trained
	30th July, 2017

	
	
	
	
	Number of staff able to explain Child Safeguarding Policy
	30th July, 2017


ORGANISATION STRUCTURE

	Board

	Executive Director

	Admin Officer

	Project Accountant

	Project Coordinator

	M & E Officer

	OVC Field Coordinator

	HIV/AIDS Coordinator

	Economic Strengthening Officer

	Zone Coordinators

	Community Volunteers

	Beneficiaries


Disciplinary policy and code
	Nature of offense
	First Offense
	Second Offense
	

	Swearing and/or abusive language to children
	Verbal & written warning
	Dismissal
	

	Sexual abuse /Displaying any sexual act, pornographic material etc.
	dismissal
	
	

	Dishonesty ie (False reporting)
	Verbal & written warning
	
	

	Severe physical punishment of children
	Dismissal
	
	

	Harsh emotional treatment of children
	Verbal & written warning
	Dismissal
	

	Degrading jokes based on sexual orientation
	Final written warning
	Dismissal
	

	
	
	
	


PHOTOGRAPHIC AND VIDEO RELEASE FORM

I --------------------------------------------------------------------------------------- (full name), do hereby grant and convey unto Roma ovc care all right, title, and interest in any and all photographic images and video or audio recordings made of myself and the following family members (minors/children)

______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________  (names, ages) by Roma ovc care, but not limited to royalties, proceeds, or other benefits derived from such  photographs or recordings.

___________________________

Signature 

____________________________

Date 
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