
Financial compliance, safety and security

Module objectives

Understand and comply with relevant legal, tax, and 
financial regulations.

Identify key regulatory bodies and their role in business 
oversight.

Establish and formalise their business structure for 
compliance.

Implement effective internal controls and safeguarding 
policies.

Meet payroll and tax obligations accurately and on time. Mitigate risks through transparent financial practices.

Communicate compliance status clearly to stakeholders. Build organisational trust through ethical and 
accountable operations.

Key features

Video tutorials Actionable checklists

Customisable templates Quiz at the end of the module
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Why financial compliance matters

Avoid cos tly fines  and penalties

Miss a tax deadline? That's a fine. Misclassify an employee? 

Another fine. Skip a licence renewal? You guessed it, more fines. 

Proper compliance keeps your hard-earned money where it 

belongs in your business, not in government penalties.

Build trust with cus tomers  and inves tors

Customers want to buy from ethical businesses. Investors back 

companies with clean records. Proper bookkeeping means no 

shady surprises, while transparent reporting builds trust, leading 

to more sales and funding opportunities.

Sleep better at night

Non-compliance leads to stressful audits, legal threats, and last-

minute scrambles. With organised records, you'll avoid panic 

during tax time. Clear processes mean fewer mistakes and less 

drama overall.

Unlock growth opportunities

Banks lend to compliant businesses. Big clients require proof of 

compliance. Government contracts favour rule-followers. Good 

records make loans easier to secure, while tax compliance makes 

you eligible for grants and new business opportunities.



Cons equences  of non-compliance

F inancial penalties

Five per cent monthly tax penalties, loss of tax benefits, disqualification from grants

Legal cons equences

Business licence suspension, forced closure, lawsuits, audits

Reputational damage

Loss of trust, negative publicity, market access restrictions

Non-compliance can quickly spiral from minor penalties to major business disruptions. Even a single compliance failure can trigger 

investigations that stall operations and damage relationships with partners and customers.

The most damaging aspect is often the reputational harm, once trust is broken with stakeholders, it can take years to rebuild, if recovery is 

possible at all.



Key s takeholders  in financial compliance

Regulatory bodies

National revenue authorities, financial 

sector regulators, and labour 

institutions that define, enforce, and 

audit financial regulations.

Internal s takeholders

Business owners, finance teams, HR 

departments, and all employees who 

implement and follow compliance 

policies.

External s takeholders

Banks, investors, donors, suppliers, 

and customers who rely on your 

compliance for their own risk 

management.

Understanding who is involved in your financial compliance journey and what they expect is key to running a legally sound and

trustworthy business. These stakeholders play different roles: some help you stay on track, others check your records, and some 

rely on your reports to make decisions.



Regulatory bodies around the world

Region Tax authority Business registration Financial regulation

Nigeria Federal Inland Revenue Service (FIRS) Corporate Affairs Commission (CAC) Central Bank of Nigeria

Ghana Ghana Revenue Authority (GRA) Registrar General's Department (RGD) Bank of Ghana (BOG)

Kenya Kenya Revenue Authority (KRA) Business Registration Service (BRS) Central Bank of Kenya (CBK)

Uganda Uganda Revenue Authority (URA) Uganda Registration Services Bureau (URSB) Bank of Uganda (BOU)

South Africa South African Revenue Service (SARS) Companies and Intellectual Property Commission (CIPC) South African Reserve Bank (SARB)

India Income Tax Department Ministry of Corporate Affairs (MCA) Reserve Bank of India (RBI)

Pakistan Federal Board of Revenue (FBR) Securities and Exchange Commission of Pakistan (SECP) State Bank of Pakistan (SBP)

Bangladesh National Board of Revenue (NBR) Registrar of Joint Stock Companies and Firms (RJSC) Bangladesh Bank (BB)

Multinational Financial Action Task Force (FATF) - guides anti-money laundering standards

Regulatory bodies oversee financial compliance by enforcing tax laws, managing business licensing, and ensuring labor law adherence. They also conduct audits and 

levy penalties to uphold legal standards, making it crucial to understand their specific roles for proper business operation.



Internal and external stakeholders

Internal stakeholders

• Business owners/directors: Make strategic decisions, 

responsible for compliance.

• Finance and accounting: Handle bookkeeping, taxes, 

payroll, and regulatory reporting.

• HR and admin: Ensure employment practices align with 

labour laws.

• All employees: Follow financial policies and report 

suspicious activity.

External stakeholders

• Banks: Require compliant financial records for loans and 

credit.

• Investors: Expect transparent books and sound 

governance.

• Donors and NGOs: Require strict financial reporting and 

safeguarding.

• Suppliers/partners: Avoid businesses with legal or 

compliance issues.

• Customers: Value ethical and compliant operations.

Compliance requires everyone in your business to foster accountability and transparency. External stakeholders monitor your 

compliance for risk management, financial integrity, and governance.



Formalising your business

Why formalise?

Formalising your business gives it legal 

recognition, unlocks access to funding, 

builds customer trust, and ensures 

long-term sustainability. The right 

structure affects taxes, liability, control, 

and ease of scaling.

Business structure options

Choose the best structure for your 

organisation from the options in this 

business selector matrix below:

Click here

Registration process

Follow a step-by-step registration 

process including business name 

reservation, tax registration, obtaining 

necessary permits and licences, and to 

ensure you don't miss anything use the 

checklist in the link below:

business registration checklist

https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Business-Structure-Selector-Matrix.docx
https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Business-Registration-Checklist.xlsx


Understanding your tax and payroll obligations

This sub-topic will equip you with essential knowledge and practical strategies to confidently navigate the complexities of tax 

compliance and payroll management.

Tax obligations & planning

Explore key tax types, filing 

deadlines, common pitfalls, and 

proactive tax planning strategies 

essential for your business's financial 

health.

Working with professionals

Learn how to effectively partner with 

tax advisers and financial experts to 

optimise your operations and ensure 

seamless regulatory compliance.

Payroll management

Dive into effective payroll systems, 

labour law compliance, mandatory 

deductions, and audit best practices 

to streamline your employee 

compensation processes.



Unders tanding your tax obligations

Income tax

Tax on profit from your 

business, typically paid 

quarterly (estimates) and 

annually. Rates vary by 

country and business 

structure.

Value added tax (VAT)

Tax on sales of goods/services 

(if registered), usually filed 

monthly or quarterly 

depending on your jurisdiction.

Payroll taxes

Taxes on employee salaries 

including PAYE, health 

insurance, and pension 

deductions, typically remitted 

monthly.

Withholding tax

Tax withheld on payments to 

suppliers or freelancers, 

reported per transaction or 

through monthly returns.

Tax compliance is more than paying dues; it's about understanding your responsibilities, planning ahead, and avoiding penalties.

Different business activities trigger different tax obligations, and staying on top of filing deadlines is crucial to avoid costly penalties 

and interest. Use the checklist below to help you be tax ready.

https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Tax-Prep-Documents-Checklist.xlsx
https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Tax-Prep-Documents-Checklist.xlsx


Working with tax professionals

When to hire

Consider engaging a tax professional 

when registering your business, when 

unsure which taxes apply to you, after 

receiving a letter from tax authorities, 

when amending previous returns, or 

when applying for grants or loans 

requiring compliant records.

What to look for

Assess credentials and licensing, 

experience with organisations, up-to-

date knowledge of tax laws, 

communication approach, technology 

use, fee transparency, and audit 

representation capabilities.

Benefits

A good tax adviser helps reduce your 

tax burden legally, ensures timely filing 

to avoid penalties, offers strategic tax 

planning, provides support during 

audits, and interprets changing tax 

laws on your behalf.

For many organisation owners, tax matters are time-consuming, confusing, and high-stakes. Businesses with mixed income 

streams, donor funding, or international suppliers benefit the most from expert guidance. While you may not need a tax professional 

full-time, having access to their expertise at critical junctures can save you money and stress.



Common tax pitfalls  and how to avoid them

Misclas s ifying employees  as contractors

This can lead to non-compliance with statutory deductions like 

PAYE or benefits. Use clear employment contracts and 

remember: if your business controls work hours, tools, or 

location, the individual is likely an employee, not a contractor.

Ignoring allowable expenses

You may overpay taxes by not subtracting allowable business 

costs. Keep digital receipts, label all expenses, and use 

tracking software to ensure you are claiming all legitimate 

deductions.

Failing to regis ter for VAT on time

This can result in collecting VAT illegally or missing required 

filings. Monitor your monthly turnover against VAT thresholds 

and register proactively once the threshold is in sight.

Miss ing filing or payment deadlines

This leads to penalties, interest, and potential legal action. Use 

a tax calendar or reminder app and assign one staff member to 

track deadlines if not outsourced.

Even well-intentioned organisations can slip up when it comes to taxes. These mistakes can lead to hefty fines, business disruptions, or loss of 

credibility. Maintaining good records and staying informed about your obligations are key to avoiding these common pitfalls. Here are:

https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Top-10-Tax-Mistakes-–-FAQ.docx
https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Top-10-Tax-Mistakes-–-FAQ.docx


Tax planning strategies

1

Compliance-based tax 

deductions

Lower your taxable income through 

legitimate business expenses, 

depreciation, charitable contributions, 

employee-related costs, bad debt write-

offs, and repairs and maintenance. 

Maintain proper documentation to 

substantiate all deductions.

2

Tax credits

Directly reduce your tax liability through 

credits like Research and Development 

(R&D) for innovation investments and 

energy efficiency credits for renewable 

energy or energy-saving improvements.

3

Income deferrals and expense 

acceleration

Manage the timing of income and 

expenses by delaying income recognition 

if you anticipate being in a lower tax 

bracket next year, or pre-paying 

expenses like rent or insurance 

(deductible in current year if less than 12 

months).

Effective tax planning enables organisations to retain more earnings, which can be re-invested into the business for growth and development. 

These strategies help minimise tax liabilities while ensuring compliance with tax laws.

Disclaimer: Before applying any of these strategies, it is highly recommended to consult with a tax expert to verify their correctness and 

applicability to your specific situation.



Tax planning strategies implementation roadmap

Implement these strategies in the Fourth Quarter. This gives you the best opportunity to optimise your tax position before the year closes, 

allowing you to retain more capital for business growth and investment.

01

Identify Deferrable Income

Review contracts with flexible delivery dates that could be shifted to the next tax year if beneficial.

02

Prioritise Expenses

Analyse prepayments with the highest Return on Investment, such as bulk supplies purchases that can be made before year-end.

03

Document Everything

Ensure organisation of all contracts, invoices, and board minutes for tax substantiation.



Understanding payroll management

Pre-payroll

Collect employee data including hours worked, leave, and 

overtime. Verify attendance and timesheets. Update payroll 

records for new hires, terminations, and raises.
Payroll calculation

Compute gross pay (basic salary + allowances + overtime). 

Apply statutory deductions (tax, social security). Subtract 

voluntary deductions (retirement, health insurance). 

Calculate net pay.

Post-payroll

Disburse salaries via bank transfer, cheques, or mobile 

money. File tax and social security payments. Generate 

payslips and reports for record-keeping and compliance.

Managing payroll isn't just about paying employees on time, it's about ensuring compliance with tax and labour laws, maintaining trust, and 

avoiding costly penalties. Below is a payroll terms glossary to start you off:

https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Payroll-Terms-–-Glossary.docx
https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Payroll-Terms-–-Glossary.docx


Essentials of an effective payroll system

Employee information 

structure

• Full name, ID/passport, contact 

information

• Employment type: permanent, 

contract, temporary

• Statutory details (tax PIN, insurance 

details/SSN numbers)

Salary structure and 

components

• Basic pay and allowances (housing, 

transport)

• Bonuses, commissions, and overtime

• Deductions (statutory and voluntary)

System features

• Automated calculations and payment 

processing

• Employee communication and 

transparency

• Leave and absence tracking

• Compliance monitoring and reporting

When selecting or evaluating payroll systems, look for these must-have components to ensure accuracy, compliance, and efficiency. A good 

system should handle the complexity of payroll calculations while providing clear documentation for both employees and regulatory authorities.

Employee benefits coverage should include health insurance, life insurance, disability insurance, and pension schemes. For employees who 

travel, the system should also account for travel insurance policies covering accidents, medical expenses, or lost baggage during business trips. 

Use the checklist below to understand what exactly you should look for in a payroll software:

https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Payroll-Software-Checklist.xlsx
https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Payroll-Software-Checklist.xlsx


Compliance with labour laws

1 00%
Minimum wage

Ensure you're paying the legally mandated minimum wage, which 

varies by country, sector, and region.

1 .5x
Overtime pay

Track hours worked to avoid unpaid overtime claims. Typically, 1.5x 

regular rate for extra hours.

30
Leave entitlements

Adhere to annual leave, sick leave, and maternity/paternity leave 

provisions as required by law.

60
Notice periods

Follow termination rules including severance pay and required notice 

periods to avoid legal disputes.

Be alert to potential issues that might result in fines, lawsuits, or business closure. Labour law compliance is not optional it's a fundamental 

requirement for operating a legitimate business in any jurisdiction. Regular audits of your employment practices can help identify and address 

compliance gaps before they become legal problems.



Mandatory deduction guide

Every government requires businesses to withhold and remit deductions from employee pay. These deductions fund taxes, pensions, insurance, and loans. Organisations must 

regularly check with their national revenue authority or engage licenced tax professionals to stay compliant.

Country Tax Pension/social security Health insurance Other

Kenya PAYE (graduated scale) NSSF (KES 200–

1,080/month)

NHIF (KES 150–1,700/month) HELB (for graduates with 

loans)

Nigeria PAYE (7–24%) Pension (10% employer, 8% 

employee)

NHIS (voluntary/private) ITF, NSITF (for larger firms)

South Africa PAYE (progressive) UIF (1% employer + 1% 

employee)

Public health care (via tax) Skills development levy (SDL)

UK PAYE National insurance (class 1) NHS (funded via taxes) Pension auto-enrolment

USA Federal income tax Social security (6.2%) Medicare (1.45%) State tax, unemployment tax

Best practices include automating deduction calculations with payroll software, remitting deductions before or by the legal deadline each month, and retaining remittance 

confirmations for at least five years. Below is how to structure a pay slip:

https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Sample-Payslip-Template-1.docx
https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Sample-Payslip-Template-1.docx


Payroll audit bes t practices

Quarterly audit

• Verify all employees have signed contracts

• Reconcile payroll register with bank statements

• Confirm tax submissions match employee records

• Check for any missing statutory deductions

• Review overtime calculations for accuracy

Annual deep dive

• Review classification (employee vs. contractor)

• Test 10% of payroll calculations manually

• Check compliance with minimum wage changes

• Verify all tax rates are current

• Ensure all benefits are properly documented

• Audit leave balances and accruals

Regular audits prevent fraud and ensure compliance. They help identify discrepancies before they become significant issues and 

demonstrate due diligence to regulatory authorities. Maintaining comprehensive payroll records is essential for both compliance and 

business management.

Essential payroll records to maintain include employee contracts and onboarding forms, monthly payslips, statutory deduction 

reports, payroll summaries (gross to net), bank/payment confirmations, and leave and overtime logs.



Safeguarding polic ies : protecting your bus ines s  
and people
Safeguarding isn't just about physical safety; it protects your business from internal and external threats while ensuring a 

culture of transparency and accountability.

Safeguarding policies are essential for protecting individuals, especially children and vulnerable adults, from harm, abuse, and 

exploitation. They enable organisations to proactively prevent risks through clear policies, trained personnel, and responsible 

practices.

Beyond compliance with legal and ethical standards, effective safeguarding fosters a culture of respect, accountability, and 

inclusivity. This not only improves staff morale and stakeholder confidence but also protects an organisation’s reputation 

and integrity.

Let's delve into the essential safeguarding policies, why they matter, and how to implement them effectively in your organisation.

Whether you're looking to strengthen existing policies or build a comprehensive safeguarding framework from scratch, these 

guidelines will help ensure your business meets best practices and compliance requirements.



Foundations  of s afeguarding: Unders tanding 
harm, abus e, and vulnerability
A robust safeguarding framework begins with a clear, shared understanding of its core principles. Defining harm, abuse, and 
vulnerability is the first step toward creating a safe environment, identifying risks, and responding appropriately.

Harm

Harm is any adverse effect on a 

person's physical or psychological 
well-being. It can be caused 

intentionally or unintentionally, 
through action (e.g., physical assault) 
or failure to act (neglect).

Abuse

Violation of an individual's human and 

civil rights by the misuse of power or 
trust. It can manifest as: Physical 

abuse, psychological or emotional 
abuse, sexual abuse, financial or 

material abuse, neglect and acts of 
omission and discriminatory abuse

Exploitation

Exploitation occurs when an 

individual takes unfair advantage of 
another for their own benefit or gain. 

This includes: sexual exploitation, 
financial exploitation and criminal 
exploitation (e.g., modern slavery)

The Concept of Vulnerability

Vulnerability is a state in which a person is less able to protect themselves from harm. It can be temporary, situational, or

long-term, stemming from:

• Personal Factors: Age, disabilities, mental/physical illness, communication barriers.

• Situational Factors: Social isolation, dependency, trauma.

• Systemic Factors: Poverty, lack of access to services, discrimination.



Why safeguarding matters

Protecting individuals

Safeguards children, vulnerable 

adults, and all individuals from 

physical, emotional, and financial 

abuse, creating a foundation of 

safety for everyone.

Preventing exploitation

Establishes clear policies to 

proactively identify, mitigate, and 

intervene early against risks of 

abuse and exploitation.

Building trust

Demonstrates commitment to 

protecting individuals, building trust 

with clients and partners, and 

safeguarding your organisation's 

reputation.

Promoting positive culture

Nurtures a workplace culture of respect, accountability, 

and inclusivity, boosting morale, strengthening client 

relationships, and reducing turnover.

Ensuring legal compliance

Ensures compliance with regulations, minimising legal 

penalties, upholding ethical standards, and reinforcing 

integrity.

Effective safeguarding isn't just the right thing to do, it delivers tangible business benefits including improved employee 

satisfaction, reduced risks, and enhanced organisational reputation.



Key elements  that safeguarding polic ies  mus t have

Clear scope & purpose

Clearly define who is protected, what constitutes harm, and 
the policy's objectives.

Designated leads  & respons ibilities

Outline responsible leads, their authority, and necessary 
resources for policy implementation.

Reporting procedures

Establish clear, confidential reporting protocols with 
multiple channels and escalation timelines.

Response framework

Detail how allegations will be investigated, escalated, and 
supported with immediate risk assessment.

Confidentiality guidelines

Define confidentiality guidelines, balancing information 
sharing with privacy protection.

Review mechanisms

Mandate regular policy reviews, including criteria for 
evaluation and incorporating lessons learnt.



Essential safeguarding policies: Part 1
Policy Description Key elements

Code of conduct / 

Company handbook

Outlines expected behaviours, ethical 

standards, and company values

- Clear guidelines on acceptable and unacceptable 

behaviours

- Procedures for reporting violations

- Disciplinary actions for breaches

Whistleblower policy Protects individuals reporting unethical 

or illegal activities

- Confidential reporting channels

- Protection against retaliation

- Clear investigation procedures

Modern slavery policy Ensures freedom from slavery and 

human trafficking

- Anti-slavery stance

- Supply chain due diligence

- Reporting and grievance mechanisms for affected 

individuals

Data protection & 

privacy policy

Ensures confidentiality of personal and 

sensitive data

- Compliance with data protection laws (e.g., GDPR, 

CCPA)

- Data handling and storage protocols

- Employee training on data privacy

These foundational policies establish the ethical framework that supports all other safeguarding efforts. Each should be tailored 

to your organisation's specific needs and regulatory environment.



Es s ential s afeguarding polic ies : Part 2

Policy Description Key elements

Child protection & 

vulnerable adult policy

Protects vulnerable 

individuals from abuse and 

neglect

- Clear definitions of abuse and neglect

- Mandatory reporting protocols

- Training for staff working with vulnerable groups

Prevention of sexual 

exploitation and abuse 

(PSEA)

Prevents sexual misconduct 

within the organisation

- Zero-tolerance stance on sexual exploitation

- Reporting mechanisms for victims and witnesses

- Regular training sessions for staff

Anti-harassment and 

bullying policy

Addresses workplace 

harassment and bullying

- Definitions of harassment and bullying

- Reporting and complaint procedures

- Disciplinary measures for offenders

Equal opportunity & 

non-discrimination 

policy

Promotes diversity and 

inclusion

- Commitment to equal treatment regardless of race, gender, 

age, etc.

- Procedures for handling discrimination complaints 

- Regular diversity and inclusion training

These policies specifically address interpersonal safety and dignity in the workplace. They require particularly sensitive 

implementation and monitoring.



Essential safeguarding policies: Part 3

Policy Description Key elements

Occupational health & 
safety (OHS)

Ensures safe working environment - Identification of workplace hazards
- Emergency response procedures

- Regular safety audits and training

Conflict of interest policy Prevents personal interests 
interfering with duties

- Disclosure requirements for potential conflicts

- Procedures for managing conflicts

- Guidelines on accepting gifts or favours

IT & record retention policy Regulates IT resource use and 
document management

- Guidelines on internet and email usage

- Restrictions on installing unauthorised software
- Monitoring and enforcement procedures

- Retention periods for different document types
- Secure storage methods

- Procedures for safe disposal

Environmental & social 
impact policy

Outlines commitment to social

responsibility

- Measures to reduce environmental impact

- Community engagement strategies

These operational policies support broader safeguarding efforts by ensuring proper management of resources, information, and 
external relationships. They help create the infrastructure that makes other safeguarding policies effective.



Ess ential safeguarding polic ies : Part 4

Policy Description Key elements

Remote work policy Establishes guidelines for employees 

working outside the traditional office 

setting.

- Expectations for work hours and availability

- Data security measures for remote access

- Communication protocols

Leave and time-off policy Details the types of leave available 

and the procedures for requesting 

time off.

- Types of leave (e.g., annual, sick, parental)

- Accrual and carryover rules

- Notice periods and approval processes

Disciplinary action policy Outlines the process for addressing 

employee misconduct or performance 

issues.

- Steps of the disciplinary process

- Rights of the employee during proceedings

- Appeal mechanisms

Travel and expense 

reimbursement policy

Outlines procedures for business 

travel and expense claims.

- Approval processes for travel

- Allowable expenses and limits

- Documentation required for reimbursements

These policies cover essential operational and human resource aspects, ensuring a structured, fair, and safe working environment

for all employees.

https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Safeguarding-policies-Checklist.xlsx
https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Safeguarding-policies-Checklist.xlsx


Guidance on policy prioritis ation and implementation

1

Implement these immediately to 

ensure legal compliance and 

establish core ethical standards. 

These policies protect your business 

and its most vulnerable stakeholders 

from day one.

• Code of conduct

• Data protection and privacy policy

• Occupational health and safety

(OHS)

• Child protection and vulnerable 

adult policy / PSEA (if applicable)

• Modern slavery policy

2

Implement these as your team grows 

to manage internal risks and foster a 

healthy, productive work 

environment.

• Whistleblower policy

• Anti-harassment and bullying policy

• Equal opportunity and non-

discrimination policy

• Conflict of interest policy

3

Implement these when your 

organisation is more established to 

formalise day-to-day operations and 

solidify your company culture.

• IT and record retention policy

• Remote work policy

• Leave and time-off policy

• Disciplinary action policy

• Travel and expense 

reimbursement policy

• Environmental and social impact 

policy



Step-by-step guide to creating safeguarding polic ies

1

Identify policy focus  and purpos e

Select a specific policy, like child 

protection or online safety, and state its 

importance.

2

Research legal requirements

Gather relevant laws, standards, and 

regulatory guidance specific to your region 

and sector, and ensure your policy is in 

alignment.

3

Define scope and audience

Clarify who the policy protects, who must 

follow it, and where it applies.

4

Draft and develop

Create the policy with supporting tools, 

such as reporting forms.

5

Review and implement

Consult stakeholders, obtain approval, 

train staff, and monitor effectiveness 

through regular reviews.

Best practices

• Use clear, accessible language free of jargon

• Involve frontline staff in development

• Establish version control and review cycles

https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Sample-Code-of-Conduct-Policy.pdf
https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Sample-Code-of-Conduct-Policy.pdf
https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Sample-Safeguarding-policy.pdf
https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Sample-Safeguarding-policy.pdf
https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Sample-Data-Protection-Policy.pdf
https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Sample-Data-Protection-Policy.pdf
https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Safeguarding-Policys-Detailed-Guide.docx
https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Safeguarding-Policys-Detailed-Guide.docx


Staff training and reporting mechanis ms

Staff training guidelines

1. Design comprehensive training programmes that equip 

staff with knowledge and skills to uphold safeguarding 

standards.
2. Implement regular training sessions during onboarding 

and schedule periodic refresher courses.

3. Evaluate training effectiveness through participant 

feedback and monitoring incident reporting trends.

4. Customise content to reflect the organisation's specific 

context and challenges.

Confidential reporting mechanisms

1. Develop multiple reporting channels, including dedicated 

email addresses, phone lines, and physical suggestion 

boxes.
2. Ensure anonymity and confidentiality by limiting access to 

reports and establishing clear handling protocols.

3. Promote awareness and trust by communicating the 

availability of reporting mechanisms.

4. Provide regular updates on actions taken while 

maintaining confidentiality.

Training should utilise interactive methods like role-playing and case studies to enhance engagement. For reporting mechanisms 

to be effective, they must be accessible, secure, and trusted by all stakeholders. The organisation should reassure individuals 

that reports will be taken seriously and handled appropriately.



Stakeholder communication and public trust

Why communication matters

Transparent communication builds trust with customers, 

investors, regulators, and the community, providing a 

competitive advantage and protecting your reputation. It 

fosters confidence in financial integrity and can lead to 

fewer audits.

Annual reports

Include a "Compliance and Ethics" section in annual 

reports, using simple language. Detail tax transparency, 

audit accounts, labour law adherence, safety training, and 

environmental/social policies.

Public statements

Issue brief updates on compliance milestones (e.g., "100% payroll tax compliance achieved") via your website, social media, 

and industry forums to enhance credibility and transparency.

Regular reports detailing compliance achievements and financial summaries demonstrate transparency and build stakeholder 

confidence in your operations.



Cris is  communication s trategies

Acknowledge

Publicly accept the issue, responding quickly and honestly.

Inves tigate

Avoid speculation, stick to facts and conduct transparent reviews.

Resolve

Take corrective measures and implement safeguards.

Communicate

Issue a public statement detailing actions and future prevention.

Be prepared before disaster strikes by having a crisis communication plan in place. Designate a spokesperson (typically the 

CEO or compliance officer) and draft holding statements for potential issues such as tax disputes or supply chain delays. It would 
be good practice to have these statements reviewed by legal counsel prior to being released.

After resolving a crisis, focus on rebuilding trust by publishing corrective actions taken, offering restitution if needed (e.g., refunds 
or community initiatives), and demonstrating your commitment to preventing similar issues in the future.



Social responsibility to enhance your organisation's 
image

Environmental efforts

Go paperless, save energy, and sponsor 

local clean-up initiatives.

Community engagement

Partner with schools/NGOs for 

internships or workshops; highlight 

employee volunteer work.

Ethical sourcing

Support local suppliers; disclose fair 

labour practices in your supply chain.

Share your corporate social responsibility efforts via newsletters, social media, and reports to build reputation and inspire others.

To get started:

Audit your current communications to 

ensure compliance efforts are visible.

Train your team to understand 

messaging priorities.

Schedule regular updates including 

quarterly compliance highlights and 

annual transparency reports.



Why safeguarding matters

Protecting individuals

Safeguards children, vulnerable adults, 

and all individuals from physical, 

emotional, and financial abuse, creating a 

foundation of safety for everyone.

Preventing exploitation

Establishes clear policies to proactively 

identify, mitigate, and intervene early 

against risks of abuse and exploitation.

Building trust

Demonstrates commitment to protecting 

individuals, building trust with clients and 

partners, and safeguarding your 

organisation's reputation.

Promoting positive culture

Nurtures a workplace culture of respect, accountability, and 

inclusivity, boosting morale, strengthening client relationships, and 

reducing turnover.

Ensuring legal compliance

Ensures compliance with regulations, minimising legal penalties, 

upholding ethical standards, and reinforcing integrity.

Effective safeguarding isn't just the right thing to do, it also delivers tangible business benefits including improved employee satisfaction, reduced 

risks, and enhanced organisational reputation.



Ass es s  your unders tanding

We strongly encourage you to take the time to complete the assessment quiz at the end of this module. This quiz is specifically 

designed to help you gauge your understanding of the key concepts and identify any areas that may require further review.

https://gsmasso.sharepoint.com/:x:/r/sites/GSMAIFFinancialComplianceToolkitProject/Shared Documents/Team Coordination/GSMAIF Resources & Project Pre-reads/Review of the Financial compliance toolkit modules/Financial Compliance Toolkit Quizzes.xlsx?d=wf5f7457e08a84dec9d552f6aeb0c8463&csf=1&web=1&e=XNaGni
https://gsmasso.sharepoint.com/:x:/r/sites/GSMAIFFinancialComplianceToolkitProject/Shared Documents/Team Coordination/GSMAIF Resources & Project Pre-reads/Review of the Financial compliance toolkit modules/Financial Compliance Toolkit Quizzes.xlsx?d=wf5f7457e08a84dec9d552f6aeb0c8463&csf=1&web=1&e=XNaGni


Templates

Click here to download payroll terms -Organisation Glossary Click here to download sample pay slip template

Click here to download business structure selector matrix

https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Payroll-Terms-–-Glossary.docx
https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Sample-Payslip-Template-1.docx
https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Business-Structure-Selector-Matrix.docx


Checklis ts

https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Business-Registration-Checklist.xlsx
https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Business-Registration-Checklist.xlsx
https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Tax-Prep-Documents-Checklist.xlsx
https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Tax-Prep-Documents-Checklist.xlsx
https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Safeguarding-policies-Checklist.xlsx
https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Safeguarding-policies-Checklist.xlsx
https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Payroll-Software-Checklist.xlsx
https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Payroll-Software-Checklist.xlsx


FAQs

https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Top-10-Tax-Mistakes-–-FAQ.docx
https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Top-10-Tax-Mistakes-–-FAQ.docx
https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Financial-Compliance-Safety-Security-FAQs.docx
https://www.gsma.com/solutions-and-impact/connectivity-for-good/mobile-for-development/wp-content/uploads/2026/03/Financial-Compliance-Safety-Security-FAQs.docx

