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1. Introduction 
JENGA Community Development Outreach is a Christian, not-for-profit organisation 
based in Uganda, East Africa. For more than 20 years, JENGA has been supporting 
some of the most vulnerable communities in Eastern Uganda by providing essential 
resources through a range of diverse and sustainable projects. Guided by strong 
Christian values, the organisation is committed to creating lasting and meaningful 
change. Through trusted partnerships, JENGA empowers local people to become 
part of the solution to the challenges they face.  

The work that we do brings us into contact with children, young people and 
vulnerable adults. Safeguarding those that we are serving is central to our mission 
and values. This policy provides guidance to ensure that all staff, international 
volunteers, partners and representatives of JENGA prevent and respond to abuse, 
exploitation and harm.  

2. Policy Statement 
JENGA Community Development Outreach is committed to protecting all individuals 
who interact with our programs from harm, abuse, exploitation, and neglect. We 
maintain a zero-tolerance policy toward: 

• Sexual Exploitation and Abuse 
• Harassment 
• Child Abuse 
• Abuse of Power 
• Discrimination or Harmful Conduct 

All members of the JENGA community share responsibility for safeguarding. It is 
essential that we report any concerns we have, as well as any concerns that are 
brought to our attention, in line with this policy. While it is not our role to determine 
whether abuse has occurred, it is our responsibility to qualify, speak up and report 
any concerns or suspicions of abuse, following the procedures outlined in 
the ‘Reporting’ section below. 

The Boards of Trustees (UK and Uganda) are responsible for approving the 
organisation’s safeguarding policy and providing oversight. The senior leadership of 
the organisation is responsible for ensuring that the policy is implemented. Everyone 
who works or volunteers with JENGA must have a clear understanding of their 
responsibilities and know the appropriate steps to take if they have any safeguarding 
concerns. 

JENGA’s Safeguarding Policy has been developed using the ‘Ten Safeguarding 
Standards,’ framework from ‘thirtyone:eight,’ as well as other key international 
documents. These include: The United Nations Convention on the Rights of the Child 
(1989), The African Union African Charter on the Rights and Welfare of the child, 
and the legal policy frameworks of Uganda.  It was prepared in consultation with the 
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leadership of both JENGA UK and JENGA Uganda. It is an organisation-wide policy 
and should be adapted as required to the local context of where it is being used. 

3. Policy Scope 
This policy applies to: 

• Employees 
• International Volunteers 
• Boards of Trustees  
• Interns  
• Partner Organisations 
• Local & Overseas Visitors  

It applies in all settings including: 
• JENGA Offices  
• Field Programs  
• Satellite Projects   
• Community Activities 
• Travel 
• Online Communications 

4. Definitions 
4.1 Safeguarding refers to the actions and measures taken to protect the health, 
well-being, and human rights of individuals—particularly children and adults at risk—
so that they can live free from abuse, harm, and neglect. 

4.2 Child - A child is any person under the age of 18, regardless of the age of 
majority in the country in which they live. 

4.3 Adult at Risk / Vulnerable Adult - An adult at risk is a person aged 18 or 
over who may be unable to protect themselves from harm or exploitation due to 
factors such as disability, illness, age, mental health conditions, or circumstances 
that increase their vulnerability. 

4.4 Abuse is any action that harms, exploits, or mistreats a person. It can occur 
once or repeatedly and may be intentional or due to neglect. Abuse can happen in 
any setting, including within families, communities, organisations, or institutions. 

Common types include: 

• Physical abuse – causing physical harm or injury. 
• Emotional/psychological abuse – behaviour that harms a person’s 

emotional well-being or sense of self-worth, such as degrading punishments, 
threats, constant criticism, repeated teasing or harassment.  



 

 5 

• Sexual abuse – any sexual activity without consent, including the exchange 
of benefits (such as goods, food and money) for sexual favours. 

• Neglect – basic needs such as food, warmth and medical care are not met, 
or when there is a failure to protect a person from exposure to any kind of 
danger, resulting in serious impairment of a person’s health or development. 

• Financial or economic abuse – misuse or theft of a person’s money or 
resources. 

• Exploitation – taking advantage of someone for personal gain. 
• Child Labour/Forced Labour – the exploitation of children or vulnerable 

adults through work that robs children of their childhood, disrupts their 
education, and is harmful to their mental, physical, social, or moral wellbeing 
(or that of adults at risk). 

• Grooming – Children and vulnerable adults can be groomed either online, in 
person, or through a combination of both, by strangers or people they already 
know. Grooming involves someone deliberately building a relationship, 
gaining trust, and forming an emotional connection in order to manipulate, 
exploit, or abuse them. Those who are groomed may experience various 
forms of harm, including sexual, financial, or emotional abuse, as well as 
exploitation or trafficking. 

• Spiritual Abuse - is a form of emotional or psychological abuse where a 
person uses religion, faith, or spiritual beliefs to control, manipulate, 
intimidate, or harm someone else. Spiritual abuse can often involve a misuse 
of authority to justify harmful behaviour. For example, a pastor or cleric may 
claim a special access to truth or God to justify harmful behaviour. 

• Bullying - Bullying is behaviour that causes harm to another person, such as 
name-calling, hitting, pushing, spreading rumours, making threats, or putting 
someone down. It can take place in different settings, including school, home, 
or online. Bullying is often repeated over time and can have both physical and 
emotional impacts on a child or vulnerable adult. 

• Female Genital Mutilation (FGM) refers to all procedures that involve 
the partial or total removal of external female genitalia, or other injury to the 
female genital organs, for non-medical reasons. It is recognized 
internationally as a human rights violation and a form of gender-based 
violence. 

4.5 JENGA Staff Member – All African employees of JENGA CDO based in Uganda.  

4.6 International Volunteer – Self Supported international members who live in 
Mbale, Eastern Uganda and support the locally based work of the organisation.  

4.7 Safeguarding Officers – One appointed JENGA Staff member in Uganda and 
one appointed Trustee from JENGA UK board. 

4.8 Boards of Trustees – All members of the JENGA Uganda, UK and USA boards, 
who volunteer their time. 
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5. Safeguarding Principles 
JENGA CDO will act in response to any safeguarding concerns by using the following 
principles:  

• Prioritise the best interests of every child and adult at risk.  
• Act quickly when concerns arise.  
• Promote dignity and respect at all times.  
• Encourage safe reporting – ensure that whatever action taken will not put the 

child or adult at risk in further danger.  
• Maintain confidentiality – information will only be shared on a ‘need to know,’ 

basis.  
• Protect whistle blowers.  

6. Roles and Responsibilities 

Boards of Trustees (Uganda & UK) 
Responsible for: 

• Approving safeguarding policies. 
• Providing oversight when required.  
• Ensuring accountability. 

Executive and Country Directors 
Responsible for: 

• Ensuring policy implementation. 
• Providing resources for safeguarding when needed.  
• Ensuring investigations occur if needed. 

Safeguarding Officers 
Responsible for: 

• Receiving safeguarding reports. 
• Maintaining incident records. 
• Coordinating internal investigations. 
• Contact local authorities if external investigation is deemed necessary.  
• Providing staff guidance. 
• Oversee review of Safeguarding Policy annually.  
• Ensure that any new personnel receive safeguarding training during 

onboarding, including code of conduct, identifying abuse and reporting 
procedures.  

• Organising refresher training across the organisation annually.  
• Report to the boards (in UK & Uganda) during their regular meetings of any 

safeguarding matters.  

Staff and Volunteers 
Must: 

• Be aware of and follow safeguarding policies. 
• Maintain professional boundaries at all times.  
• Report concerns immediately. 



 

 7 

7. Code of Conduct 
Acceptable Behaviour 
JENGA representatives must: 

• Treat all individuals with dignity and respect.  
• Maintain appropriate professional boundaries. 
• Obtain consent before photographing any child who is a beneficiary of 

JENGA’s programs.  
• Report safeguarding concerns. 
• Be aware of situations that may present as risks and manage these. 
• Plan and organise any events so that risks are minimised. 
• If a residential event is being planned, ensure that adults and children have 

separate sleeping accommodation. Also ensure that if a group of young 
people are at a residential event that both genders are in separate 
dormitories. 
 

Prohibited Behaviour 
JENGA representatives must not: 

• Hit or otherwise physically assault or abuse children or adults at-risk. 
• Develop physical/sexual relationships with children or adults at-risk. 
• Develop relationships with children or adults at-risk, which could in any way 

be deemed exploitative or abusive.  
• Spend time alone with children or adults at-risk. (Plan activities so that more 

than one person is present or, at least, other people are within sight and 
hearing. Wherever possible ensure that another adult is present to supervise 
the activity.) 

• Use language, make suggestions or offer advice which is inappropriate, 
offensive or abusive. 

• Offer benefits such as food, favours, clothes, jobs, money in exchange for 
sexual favours. 

• Give personal money, gifts, or favours to beneficiaries except through 
approved organisational channels. 

• Show favouritism to any individual for sexual favours in return. 
• Act in ways intended to shame, humiliate, belittle or degrade children or 

adults at-risk, or otherwise perpetrate any form of emotional abuse. 
• JENGA personnel must not be in personal / private communication with 

beneficiaries from JENGA programmes.  
• JENGA staff should not have employed house-help in their homes (girls or 

boys) that are of school age.  
 

8. Safer Recruitment 
It is our policy that no-one shall work within JENGA who: 
• Has been convicted of or has received a formal police caution concerning an 
offence against children; or 
• Has been convicted of or has received a formal police caution concerning offences 
against adults-at-risk; or 
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• Is notified to us as having a red flag in relation to safeguarding.  
JENGA follows a recruitment procedure specifically designed to align with 
safeguarding standards. 

The Executive and Country Directors of JENGA Uganda will ensure that all staff 
members and international volunteers (short & long term) are appropriately 
recruited, trained and supported to ensure that they uphold the principles of 
safeguarding. This includes the procedures below.  

Procedures: 
1. All members will adhere to a clear application process – completed application 

form, in-person interview (or online if necessary), references submitted & 
criminal checks obtained where possible.  
(In Uganda credible background checks may not be available and so a signed 
letter from the applicant’s Local Council Leader (LC1) will be required in its 
place). 

2. Safeguarding responsibilities included in job descriptions & safeguarding 
questions asked in interviews. 

3. Successful applicants will sign a code of conduct which outlines the standards 
of behaviour expected of themselves or others.  

4. All successful applicants will receive safeguarding training during the induction 
programme.  

5. Successful applicants will complete a probationary period of six months.  
6. Successful applicants will receive a copy of the organisation’s safeguarding 

policy and will sign the associated compliance form. (Appendix 1) 

9. Safeguarding Risk Assessment 
Due to the nature of JENGA’s work, we are in regular contact with children and 
adults who are deemed ‘at-risk.’ In recognising these risks, JENGA staff, as well as 
all others representing JENGA, should proactively assess and manage risks to 
children and vulnerable adults to reduce any potential for harm. 
Staff should ensure that any activities they undertake will undergo a thorough and 
systematised safeguarding risk assessment. This assessment should always be 
conducted during project design, and periodically reviewed during the life cycle of 
the project.  
 
Example Risk Assessment: 
Activity Risk Mitigation 

Community Training Staff alone with children Ensure two adults present or conduct 
in a public place 

Home Visits Abuse of authority Supervisory oversight  
Transporting 
beneficiaries 

Staff alone with children 
in vehicle 

Ensure two adults / students travel in 
vehicle 
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10. Photography Guidelines 
Images are powerful tools for advocacy and fundraising, but they must never put 
children at risk of harm, exploitation, stigma, or loss of dignity. These guidelines 
ensure that photographs, videos, and other images of children are used ethically, 
respectfully, and safely. 

Images should: 
• Show children in safe and positive environments. 
• Portray children with dignity and respect. 
• Reflect the real context of their lives without exaggeration or manipulation. 
• Avoid reinforcing stereotypes about poverty or vulnerability. 

Key Guidelines: 
• Obtain parent/guardian consent of children who are beneficiaries of JENGA 

programs. (Appendix 5) 
• Obtain verbal consent when in general community settings. 
• May be used in JENGA reports, training materials, website, social media 

platforms and any fundraising materials.  
• Avoid identifying information.  
• Ensure children are appropriately dressed and do not portray children in 

degrading situations. 
• Images must be stored securely on the organisational server and can only be 

accessed by staff. If photos are taken by personal devices of staff these must 
be deleted after they have been transferred to work laptops / or organisation 
server.  

11. International Teams & Field Visits 
Throughout the year, JENGA CDO hosts several visiting teams from international 
partners, as well as in-country visitors interested in learning more about our work. 
This will often involve face – to – face interaction with our project staff and 
beneficiaries.  

Eligibility for international teams to participate in JENGA programmes is subject to 
the satisfactory completion of all applicable vetting processes, including: 

• Training on safeguarding expectations and processes, which includes cultural 
sensitivity and use of photography and posting on social media. 

• A criminal background check undertaken and provided by each team member.  
• Signed Safeguarding Compliance Form – Appendix 1.   

Eligibility for in-country visitors to participate in field visits is subject to the following:  

• Informed of safeguarding principles and signed the Safeguarding Compliance 
Form – Appendix 1.   
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12. Reporting Safeguarding Concerns 
(Actual, Potential or Suspected Abuse) 

When reporting a concern of abuse, it’s important to act promptly and carefully. 
(Appendix 3.) 

The key steps are: 

1. Recognise and Respond 
If you notice signs of abuse or someone discloses it to you, take it seriously. Stay 
calm, listen carefully, and reassure the person that they have done the right thing by 
speaking up. 

2. Ensure Immediate Safety 
If the person is in immediate danger or needs urgent medical attention, contact the 
appropriate services.  

3. Do Not Conduct any Investigation Yourself 
Avoid asking leading questions or trying to gather evidence. Your role is to report 
concerns, not to prove them. 

4. Record the Information 
Write down what you have seen or been told as soon as possible. Use the person’s 
own words where you can, and include dates, times, and any observations. Keep 
your notes factual and objective. When you are able transfer notes to the JENGA 
Safeguarding Concern Form (Appendix 2). 

5. Report to the Appropriate Person 
Completed forms must be given to JENGA’s Safeguarding Officers as soon as 
possible.  

Safeguarding Officers:  
 

1. JENGA Uganda: Aturo, Margaret Cota Jr.  
    safeguarding@jengauganda.org 
    +256 782567247 

 
2. JENGA UK:      Olivia Graham  

    safeguarding@jengauk.org  
 
The SO (JENGA Uganda) will inform both the Executive and Country Directors as 
well as the SO in JENGA UK. The severity of the incident will be assessed and 
relevant action taken. This can include referring to relevant authorities (in country) if 
required. The SO will update the incident log with action taken. In any incidence, if 
the alleged abuse involves the SO, the Executive or Country Directors should be 
informed within 24 hours. If the alleged abuse involves the Executive or Country 
Directors the relevant boards should be informed within 24 hours. 

mailto:safeguarding@jengauganda.org
mailto:safeguarding@jengauk.org
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6. Maintain Confidentiality 
Only share information with those who need to know in order to protect the 
individual. Do not discuss the situation with others unnecessarily. 
 
Concerns in the Community: 
JENGA representatives should be able to differentiate between internal and external 
concerns. Both should be reported to the Safeguarding Officer, where suitable action 
will be taken either within the organisation or by the appropriate local agencies. 
 
Internal concerns are those concerning persons connecting with JENGA and its 
projects or programmes whether as the perpetrator or the victim of abuse. 
External concerns are those perpetrated not by persons described in the scope of 
this policy (i.e. outside of JENGA, in the local community). 
 
JENGA staff should not ignore any protection issues of concern; however, abuse in 
the wider community is an external concern, and JENGA and/or its Safeguarding 
Officers need to have the mechanism for appropriately and efficiently 
referring cases. Clearly, if a child or vulnerable adult is in immediate need of 
attention then staff must act, but the employee must consider in advance how 
much support they are able to provide, and recognise when it is best to refer. In 
difficult circumstances seeking counsel from senior / departmental leadership is 
recommended.  
 
Additionally: 
JENGA will take appropriate disciplinary action against staff or others if they are 
found to have breached the Code of Conduct or Safeguarding Policy. In such cases, 
the organisation’s disciplinary procedures will be applied. 

Information related to safeguarding should only be shared on a strict “need-to-
know” basis. Staff who raise concerns about serious malpractice in good faith should 
be protected, as far as possible, from victimisation or any form of negative 
treatment. 

However, making deliberately false allegations will be treated as a serious 
disciplinary offence and will be investigated by Executive and Country Directors of 
JENGA. The Safeguarding Officer is responsible for ensuring that, where required, 
reports are made to the UK Charity Commission, relevant donors, and appropriate 
statutory authorities. If JENGA becomes aware of allegations of abuse or neglect 
involving a child or vulnerable adult that took place outside the organisation, and 
these concerns have been reported to the relevant local authorities, there is no 
requirement to report the safeguarding incident to the charity regulator, provided 
there is no risk of harm to the organisation’s reputation. 

Lastly if a case of FGM is suspected it should be promptly reported to the 
safeguarding officer who will then report it directly to the Probation Officer and the 
Police. 
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13. Safeguarding Investigation Procedure 
1. If the concern involves possible criminal behaviour or significant harm, it is 
referred to appropriate authorities by the SO after consultation with the Executive 
and Country Directors such as social services or the police. JENGA’s internal 
investigation will be paused while external agencies take the lead.  
 
2. Take all protective measures necessary to ensure that no child or adult at risk is 
exposed to unnecessary risk. 

• This may involve transferring the individual to another post without contact 
with children and adults at risk, or suspension ‘without prejudice’, as there 
should be no assumption of guilt during a period of investigation. 

• These measures should not unreasonably penalise the staff member or 
volunteer unless to protect a child or adult at risk. If it is necessary to 
suspend a staff member or volunteer, the allegation should be dealt with as 
quickly as possible. The best interest of the child or adult at risk should 
always guide the reporting and investigation process. The child or adult at 
risk’s safety is paramount at all times and must be ensured. All information 
about alleged or suspected abuse of children or adults at risk and any ensuing 
investigation will be kept confidential. 
 

3.Record all information at each stage regardless of whether or not a referral has 
been made to statutory services. 
 
4. Progress the internal investigation sensitively and quickly through to completion 
ensuring that anxieties expressed or demonstrated by children, adults at risk, 
parents or any other member of staff or volunteer are acknowledged and addressed. 
As an organisation we will try to complete any internal investigations within 30 days.  
 
5. Where a ‘conflict of interest’ exists, the individual must recuse themselves from 
decision-making, investigations, or case management. An alternative staff member 
or independent party will be assigned in their place.  

14. Survivor Support Guidelines 
JENGA is dedicated to providing pastoral care and, where appropriate, collaborating 
with partners to support all individuals affected by abuse who are connected to or 
engaged with the organisation. JENGA will also facilitate reporting and offer limited 
assistance to address survivors’ safety and health needs, including access to HIV 
testing, counselling, referrals for medical examinations and treatment, and support 
in seeking legal redress, among other services. 

15. Confidentiality and Data Protection 
All safeguarding records must be collected, stored, used and disposed of securely in 
line with the ethical standards and applicable laws of UK GDPR / Data Protection 
Act 2018 and Uganda’s Data Protection and Privacy Act 2019. 
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• Physical records: Stored in a locked cabinet with access limited to 
Safeguarding Officer.  

• Digital records:  

o Stored on password-protected devices. 
o Accessed only by authorised JENGA personnel.  
o Encrypted where possible.  

Safeguarding records are retained only as long as necessary for legal, operational, or 
safeguarding purposes. 

Retention Periods: 

• Active cases: Retain throughout case management. 
• Closed cases: Retain for 7 years. 

Data Disposal:  

• Physical data will be shredded or burned.  
• Digital data will be permanently deleted. 
• Disposal actions will be documented.  

Data Sharing:  

Data is shared only with authorised individuals or agencies when necessary – for 
example referrals to relevant authorities. Sensitive data will be anonymised where 
possible.  

Additionally, donors who sponsor children or students through education are not 
allowed to communicate with them directly. However, donors may send letters or 
small gifts via post or email, which will be forwarded to the appropriate beneficiary. 
Older students with internet access are also prohibited from contacting their 
sponsors directly and may only communicate through the organisation, typically by 
sending one letter per year via post. Under no circumstances will contact details be 
shared with either the donor or the beneficiary. 

16. Whistleblowing Policy 
The leadership of JENGA is committed to maintaining the highest standards of 
honesty, openness and accountability and recognise that all JENGA representatives 
have an important role to play in achieving this goal. People within an organisation 
will usually be the first to know when someone connected with an organisation is 
doing something illegal or improper, but often they feel apprehensive about voicing 
their concerns. This may be because they feel that speaking up would be disloyal to 
their colleagues or the organisation itself. Or it may be because they think their 
concern won’t be taken seriously. They could be afraid that they will be bullied or 
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dismissed. JENGA does not believe that it is in anyone’s best interest for employees 
with knowledge of wrongdoing to remain silent. JENGA takes all malpractice very 
seriously, whether it is committed by senior managers, staff, volunteers, 
members, suppliers or contractors.  
 
(Further details regarding whistleblowing can be found in JENGA Uganda’s Human 
Resources Policy.) 

17. Partner Safeguarding Standards 
Partners must meet the following safeguarding expectations: 

• Have a safeguarding policy in place and follow it accordingly, 
• Named safeguarding officer that will review its safeguarding procedures,  
• Train staff in safeguarding procedures,  
• Report to JENGA within 24 hours if an issue arises.  

Partner compliance will be reviewed regularly. 

18. Safeguarding Training Requirements 
The organisation will provide: 

• Mandatory induction training, 
• Refresher training every year for all JENGA representatives, 
• Specialised training for safeguarding officers every 2 years, 
• Community awareness sessions.  

Training records will be maintained by the Safeguarding Officer.  

19. Our Continuing Commitment 
Monitoring and Review 
Regular monitoring of risks, risk mitigation and the effectiveness of safeguarding 
measures will be incorporated into JENGA’s monitoring processes and activities. 
The policy will be reviewed, and if necessary revised, every 12 months. 
Safeguarding Training 
All appropriate parties will receive annual training demonstrating JENGA’s 
commitment to safeguarding and the protection of children and at-risk adults. 
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Appendix 1: Safeguarding Compliance Form 

 
I ____________________________________hereby confirm 
that I have read and understood JENGA CDO’s Safeguarding 
Policy.  

I understand that I am responsible for following the guidelines 
laid out in the policy and that failure to do so may result in 
disciplinary action. 

I further understand that it is my responsibility to seek 
clarification from the organisation’s Safeguarding Officer, if I do 
not understand anything within the policy. 

 

 

 
_________________________________________________________ 
NAME 
 
 

_________________________________________________________ 
SIGNATURE 
 
 
_________________________________________________________ 
DATE 
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Appendix 2: Safeguarding Concern Form 

 
 

 

 

 

 

 

 

 

 

 

 

 

REFERRER’S DETAILS 

 

Name of referrer………………………………… Job title …………………………………… 
 

Date of referral …………………………………. 

CHILD’S DETAILS 

 

Name ………………………………………….. Date of birth………………………….. 

 

Address………………………………………… Sex …………………………………… 

 
Any other the names the person or family members may be known by: 

 
e.g if parent has different surname to person…………………….……………………….. 

 

…………………………………………………………………………………………………… 

 

 

THE CHILD’S FAMILY 

 
Record any history of dealings with the child’s family ………………………………… 
 
………………………………………………………………………………………………….. 
 
…………………………………………………………………………………………………… 
 
Any relevant information about other children in the family/household? 
 
…………………………………………………………………………………………………. 
 
…………………………………………………………………………………………………. 
 
Family structure including any other significant people in person’s life (if known) 
 
…………………………………………………………………………………………………… 
 
Involvement with any other agencies (if known) …………………………………………… 
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DETAILS OF THE CONCERN / DISCLOSURE 

 
Date……………………. Time………………… Venue…………………………………. 
 
Context…………………………………………………………………………………………. 
 
Describe why you are concerned about this person (record actual words spoken by the person 
where possible) 
 
………………………………………………………………………………………………….. 
 
…………………………………………………………………………………………………… 
 
……………………………………………………………………………………………………. 
 
………………………………………………………………………………………………….. 
 
…………………………………………………………………………………………………… 
 
…………………………………………………………………………………………………… 
 
…………………………………………………………………………………………………… 
 
…………………………………………………………………………………………………… 
 
…………………………………………………………………………………………………… 
 
…………………………………………………………………………………………………… 
 
…………………………………………………………………………………………………… 
 
…………………………………………………………………………………………………… 
 
Have there been any significant changes in the person’s behaviour or presentation? 
…………………………………………………………………………………………………. 
 
………………………………………………………………………………………………….. 
 
…………………………………………………………………………………………………… 
 
…………………………………………………………………………………………………… 
 
Describe any action you (the referrer) took at the time ………………………………….. 
 
…………………………………………………………………………………………………… 
 
………………………………………………………………………………………………….. 
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KNOWLEDGE OF CONCERNS 

 

Is the person/family aware of the referral? …………………………………………………………. 

 

If yes, what was their response to the concerns? ………………………………………………….. 

 

…………………………………………………………………………………………………… 

 

…………………………………………………………………………………………………… 

ANY OTHER RELEVANT INFORMATION 

Is there anything else you feel you should record? 
………………………………………………………………………………………………………………
………………………………………………………………………………………………………………
……………………………………………………………………………………………………………… 

 

…………………………………………………………………………………………………… 

 

…………………………………………………………………………………………………… 

THIS FORM MUST BE PASSED ON IMMEDIATELY AND 
CONFIDENTIALLY TO THE SAFEGUARDING OFFICER 
 

Signed…………………………………… (referrer) Date………………………………….. 

ACTION TAKEN BY DESIGNATED PERSON 

 
…………………………………………………………………………………………………… 
 
…………………………………………………………………………………………………… 
 
…………………………………………………………………………………………………… 
 
…………………………………………………………………………………………………… 
 
…………………………………………………………………………………………………… 
 
…………………………………………………………………………………………………… 
 
…………………………………………………………………………………………………… 
 
…………………………………………………………………………………………………… 
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Appendix 3: Handling an Information 
Disclosure 

 
What to do if a child or vulnerable adult discloses harm to you: 
 
Receive 
• Listen to the child/vulnerable adult. 
• If you are shocked by what they are saying, try not to show it. 
• Take what they say seriously. 
• Accept what the child/adults at-risk says. 
• Do not pry for additional information, initially it is listening only. 
 
Reassure 
• Stay calm and reassure the individual that they have done the right thing 
in talking. 
• Be honest and do not make promises you can’t keep. 
• Do not promise confidentiality – you have a duty to refer the individual 
who is at-risk. 
• Acknowledge how hard it must have been for them to tell you what 
happened. 
 
React 
• React only as far as is necessary for you to establish whether or not you 
need to refer this matter, but do not interrogate them for details. 
• Do not ask leading questions. 
• Explain what you have to do next and to whom you have to talk. 
• Explain and if possible, seek agreement that you will have to discuss the 
situation with someone else and will do so on a ‘need to know’ basis. 
 
Record 
• Make some brief notes at the time and write them up more fully as soon 
as possibly. 
• Take care to record timing, setting and personnel as well as what was said. 
• Be objective in your recording – include statements and observable things 
rather than your interpretations or assumptions. 
 
Act Now 
• Discuss the matter with the Safeguarding Officer immediately. 
 
 
 
 
 
 



 

 20 

Appendix 4: Reporting Pathway for 
Individual Cases 
 
 

Concern  
 

 
     

Record details using  
Safeguarding Concern Form  

   
 
 

Report to Safeguarding Officer (Maggie +256 782567247 
     / Rhonda +256 771456779) 

 
 

Safeguarding Officer, report to Executive and Country Directors 
within 24 hours  

 
 
 

Assess situation and decide on course of  
action to be taken, ensuring everything is documented.  

 
         
   

Inform Safeguarding Officer in JENGA UK  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Probation Officer of Mbale City – Sarah Kalenda (+256 782572265) 

 
 

If concern is deemed possibly / definitely serious: 

• Seek advice from JENGA Boards, 31:8 and / or relevant 
authoriOes (such as ProbaOon Officer).  

• Refer to relevant authoriOes, allowing external 
invesOgaOons to occur.  

• Report to JENGA Uganda / UK / USA boards.  
• Report to relevant charity commission / donors.  
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Appendix 5: Photography / Media Consent 
Form 
 
Organisation: JENGA Community Development Outreach  
 
Participant Information: 
 
Name: ___________________________________________________________ 
 
Parent/Guardian Name: _____________________________________________ 
(If under 18 years) 
 
Relationship to Child: _______________________________________________ 
 
Purpose of Photography: 
Photographs and/or videos may be taken for the following purposes: 
 
☐ Documentation of activities 
☐ Reports and publications 
☐ Website and social media 
☐ Promotional and awareness materials 
☐ Training and educational use 

Consent for Use of Images: 

I give permission to JENGA CDO to photograph and/or record me (or my child) and 
to use these images as described above. 

☐ Yes, I consent 
☐ No, I do not consent 

Right to Withdraw: 

I understand that I may withdraw my consent at any time by contacting JENGA. 
However, I acknowledge that it may not be possible to remove images that have 
already been published. 

Signed: 
____________________________________________________________________ 

Date: 
____________________________________________________________________ 


