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1. Policy Statement
This policy outlines [Organisation Name]’s commitment to [Insert specific safeguarding area e.g., promoting ethical behaviour, protecting whistle-blowers, preventing harassment, etc.] and fostering a culture of professionalism, respect, and accountability under this specific policy
	Prompt: Customize this statement to reflect the purpose of this specific policy.

 Examples:
We are committed to fostering a culture of professionalism, respect, and accountability under this specific policy: [Insert Policy Title].
For a Code of Conduct, we define and uphold behaviour that reflects our core values of respect, honesty, and fairness in all internal and external relationships.
For a Whistle-blower Policy, we commit to protecting individuals who report misconduct, ensuring they are heard and safeguarded from retaliation.
For a Child Protection Policy, we recognize our duty to shield children and vulnerable adults from any form of abuse, neglect, or exploitation.
For a Data Protection Policy, we affirm our responsibility to safeguard personal and sensitive information, ensuring its ethical and legal handling.
For an Anti-Harassment Policy, we actively promote a work environment that is free from bullying, harassment, and any behavior that undermines dignity and inclusion.
🚫 Zero Tolerance Statement (Include where applicable)
We adopt a zero-tolerance approach to abuse, harassment, exploitation, and discrimination. This means we will take all concerns and allegations seriously and will respond promptly and appropriately according to this policy's procedures.
[Insert Organization Name] acknowledges that abuse can take place in any setting, by any person, and can be perpetrated by those in positions of trust. We commit to working in partnership with employees, clients, children, vulnerable adults, their parents, carers, and relevant authorities to promote welfare and prevent harm.
Recommended for: Child Protection, PSEA, Anti-Harassment, Whistle-blower, Code of Conduct



2. Purpose of the Policy
· Provide clear procedures to prevent, report, and address misconduct.
· Ensure compliance with local and international laws.
· Protect the dignity, rights, and safety of all stakeholders.
	Prompt: Adjust these points to suit the specific topic.

 Examples:
To prevent harassment and create a respectful work environment (Anti-Harassment Policy)
To ensure employees understand and comply with data handling laws (Data Protection Policy)
To protect whistle-blowers and encourage ethical reporting (Whistle-blower Policy)
To guarantee equal treatment and eliminate bias (Equal Opportunity Policy)
To safeguard children and vulnerable adults from harm (Child Protection Policy)



3. Scope
This policy applies to:
· All employees, board members, interns, and volunteers
· Contractors, suppliers, and consultants
· Partners and third-party service providers
	Prompt: State specific groups if the policy has a narrower scope.

 Examples:
Applies only to employees under permanent or fixed-term contracts (Leave Policy)
Applies to all individuals accessing sensitive data (Data Protection Policy)
Applies to field staff and those working directly with clients (Child Protection Policy)
Applies to all staff traveling for business purposes (Travel Policy)
Applies to all internal and external reporting parties (Whistleblower Policy)



4. Legal and Regulatory Framework
This policy aligns with applicable laws and frameworks including:
· [Insert national laws relevant to the policy]
· [Insert international conventions or standards, e.g., ILO, GDPR, UNCRC]
	Prompt: Customize legal references to reflect the policy domain.

 Examples:

Kenya’s Employment Act, 2007 (for Labor and Leave Policies)
The Children Act (for Child Protection)
GDPR and local data protection regulations (for Data Privacy)
UN Guiding Principles on Business and Human Rights (for Modern Slavery)
Occupational Safety and Health Act (for OHS)


5. Definitions
Provide relevant definitions to ensure clarity.
	Prompt: Include key terms specific to your policy.

 Examples:
“Harassment” – Any unwelcome conduct that creates an intimidating, hostile, or offensive environment.
“Whistle-blower” – Any person who reports suspected wrongdoing in good faith.
“Vulnerable Adult” – An individual aged 18+ who may be unable to protect themselves from harm or exploitation.
“Personal Data” – Any information relating to an identified or identifiable individual.
“Conflict of Interest” – A situation where personal interest interferes with professional duties.




6. Policy Guidelines and Key Provisions
Detail the core rules and behavioural expectations. Structure according to policy needs.
	 Examples:
Code of Conduct: Maintain professionalism, avoid conflicts of interest, report misconduct, uphold confidentiality, respect diversity.
Whistle-blower: Use designated channels to report misconduct, protection from retaliation, process transparency, follow-up protocols, anonymity rights.
PSEA: No sexual relationships with beneficiaries, mandatory reporting, safe recruitment practices, survivor-centered response, disciplinary consequences.
Data Protection: Obtain consent for data use, limit data access, report breaches, securely dispose of data, provide staff training.
OHS: Identify workplace hazards, conduct regular audits, provide safety training, ensure access to emergency exits, offer PPE.
Prompt: Create additional sub-sections for each key rule relevant to the policy.



7. Roles and Responsibilities
Highlight the role, responsibility, name and contact details of the designated safeguarding lead, deputy designated safeguarding lead, staff and volunteers and board of trustees where applicable. 
	Prompts and Examples of roles and responsibilities:

Designated Safeguarding Lead (DSL)
The DSL has primary responsibility for safeguarding within the organization and will:
Act as the first point of contact for all safeguarding concerns
Make decisions about referring cases to relevant authorities
Maintain secure records of all safeguarding concerns
Provide advice and support to staff on safeguarding matters
Ensure the safeguarding policy is implemented effectively
Coordinate safeguarding training for all staff and volunteers
Review and update safeguarding policies and procedures
Deputy Designated Safeguarding Lead
The Deputy DSL supports the DSL and assumes responsibilities in their absence:
Act in the DSL's absence with equal authority on safeguarding matters
Support the DSL in managing complex cases
Assist with training delivery and record-keeping
Contribute to policy development and review
All Staff and Volunteers
Every person working or volunteering with the organization must:
Familiarize themselves with this safeguarding policy and procedures
Complete all required safeguarding training
Be alert to signs of abuse and report concerns immediately
Follow the organization's code of conduct
Maintain appropriate professional boundaries at all times
Challenge poor practice when observed
Contribute to creating a culture of safety and openness
Board of Trustees/Directors
The governing body has ultimate responsibility for safeguarding and will:
Ensure the organization has effective safeguarding policies and procedures
Appoint a trustee with specific responsibility for safeguarding
Review safeguarding data and reports at least quarterly
Ensure adequate resources are allocated to safeguarding
Conduct an annual review of safeguarding arrangements
Manage allegations against the DSL if they arise


 Examples:
Finance Manager (for Expense Policy)
Safeguarding Focal Point (for Child Protection or PSEA)
IT Administrator (for IT and Data Policy)
Travel Officer (for Travel & Reimbursement Policy)
Health & Safety Officer (for OHS)



8. Reporting, Complaints, and Grievance Procedures
Clearly describe how incidents or violations should be reported.
· Report violations to [Insert Email or Hotline]
· Submit an anonymous complaint through a suggestion box or online form
· Escalate to the Safeguarding Lead for sensitive matters
· External reporting to authorities when criminal activity is suspected
· Maintain written logs of all complaints and resolutions
	Prompt and best practices when setting up your reporting, complaints and grievances procedures :

All concerns should be reported immediately to:
The Designated Safeguarding Lead (DSL): [Insert name and contact details]
If unavailable, the Deputy DSL: [Insert name and contact details]
If neither are available, inform your line manager who will contact the most senior person available
Do's and Don'ts When Responding
DO	DON'T
Listen attentively and patiently	Rush or interrupt the person
Remain calm and non-judgmental	Show shock, disgust, or disbelief
Use open questions (Tell me, Explain, Describe)	Ask leading or closed questions
Reassure they've done the right thing	Make promises you cannot keep
Tell them what will happen next	Promise confidentiality
Only ask questions to clarify	Ask for unnecessary details
Let them speak freely	Fill in silences
Record information accurately	Delay reporting the concern
Seek support for yourself if needed	Contact the alleged abuser

Adapt procedures to the policy domain and include timelines.
When recording observations, be specific about exactly what you saw or heard. Use the person's exact words where possible. Note date, time, location, and who was present. Distinguish between fact and opinion. Do not photograph injuries; instead, use body maps to record location and appearance.



Download a detailed step by step reporting or whistleblowing protocal here.

9. Investigation and Disciplinary Action
Describe what happens after a complaint is made.
	 Examples:
Acknowledge receipt of report within 48 hours
Assign an internal review committee
Interview all involved parties and witnesses confidentially
Take corrective actions (e.g., warning, suspension, dismissal)
Provide appeal mechanisms to challenge decisions
Prompt: Identify who conducts investigations and how neutrality is ensured.




10. Confidentiality and Data Handling
Explain how information related to the policy will be managed.
	 Examples:
Store all reports in encrypted digital folders with restricted access
Ensure case files are only accessible to authorized personnel
Delete sensitive data after statutory retention period
Do not disclose identities without consent unless legally mandated
Provide annual data audits for compliance
Prompt: Reference your Data Protection or Privacy Policy where applicable.




11. Training and Awareness
List required training related to this policy.
	 Examples:
Annual staff workshop on identifying harassment and reporting procedures
Cybersecurity and data privacy e-learning module
Child safeguarding induction for field workers
Ethics and code of conduct onboarding training
Safety drill participation for all office and field personnel
Prompt: Specify frequency and who delivers the training.



12. Monitoring, Review, and Continuous Improvement
Outline how the policy will be evaluated.
	 Examples:
Annual review led by the HR or Compliance Department
Incorporate feedback from staff surveys and incident reports
Benchmark against international best practices
Review and update training content annually
Log and address lessons learned from past incidents
Prompt: State frequency and responsible department.



13. Annexes (Optional Based on Policy Type)
Include tools, templates, or references as needed.
	 Examples:
Annex A: Incident Reporting Form (Whistle-blower, PSEA, Harassment)
Annex B: Incident Reporting Guideline
Annex E: Sample Communication Protocol (Remote Work Policy)
Prompt: Attach relevant annexes or reference external documents based on the specific policy.






NOTE: 
This template is intended to guide the creation of each safeguarding-related policy individually. Each section must be tailored to reflect the unique risks, legal duties, and cultural context of the policy in focus.



