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How to use Guidance Notes and Template

The model overseas safeguarding policy template and guidance notes have been designed to be used in conjunction with the Thirtyone:eight Knowledge Hub, based on our 10 standards. The Knowledge Hub can be accessed here: Knowledge Hub NB. You will need your Thirtyone:eight membership login details to access this area. 

In this template we use the UN Convention on the Rights of the Child (UNCRC) and the UN Universal Declaration of Human Rights (UNUDHR) as the base reference for safeguarding. Not all countries and territories have ratified up to these documents, e.g. the USA, has signed (but not ratified) the UNCRC. You should check if the country(s) you are working in subscribes to these articles. If they do not, you should include reference to the relevant local/regional document(s) that underpin safeguarding policy and practice. You can read more here on the Status of Ratification Interactive Dashboard: https://indicators.ohchr.org/

You should also be aware of any country-specific safeguarding legislation/guidance that you need to consider in your policy and include this within your policy. In terms of statutory responsibilities, if you are a registered charity in the UK but with work overseas, you are accountable to both UK governance and that of the country(s) you are working in. 

Please note the Thirtyone:eight phone number is blocked for callers outside the UK. For those outside of the UK, the International Helpline can be contacted for advice on tel. (+44) 01322 517817, or helpline@thirtyoneeight.org.






















Cover Page
It is helpful for all policies to have a cover page which clearly identifies what the document is. This can include the title ‘Safeguarding Policy’, the organisation name/logo and the edition of the policy e.g. ‘September 2024’.

Contents Page
As the policy can be a lengthy document, it is helpful for users to have a contents page in order to navigate the document easily. 

Publication
[bookmark: _Hlk189147665]If using the Thirtyone:eight template to create your policy, please add the following statement as a footer ‘Policy created using the Thirtyone:eight Model International Safeguarding Template’ and save it as your own policy, before adding to your website. Please do not upload the empty/blank Thirtyone:eight template.  


[bookmark: _Hlk189148111]Section 1: 
Details of organisation

1. Details of the organisation should be filled in as appropriate. 
2. Delete any headings which are not appropriate for your organisation. 
3. We recommend appointing a UK Safeguarding Lead, and an On-Field lead (may also be known as a Safeguarding Champion, or similar). The time difference may also need to be noted in the policy in case this has an impact on reporting. 
4. If you are regulated by an independent body(such as an educational or health/social care or child or adult protection authority relevant to your region / country), then include their details under the heading ‘Regulators’.   
5. Under ‘Insurance’, include the name of your insurance and what type of insurance it is e.g. Ecclesiastical: Public Liability. (Your insurance certificate should be displayed clearly in each premises where your activity takes place). 
6. [bookmark: _Hlk189148295]Brief description of your organisation and activities: Having a brief description or details of your organisation and activities gives external agencies a better understanding of what your project is, what work you undertake with children and adults with care and support needs, and what safeguarding measures you have in place. Remember no organisations are the same or provide the same service.
7. Alternative Format: It is important that this policy is accessible and applicable to those the organisation is serving, as well as its workers and volunteers. Do factors such as language barriers or literacy ability need to be considered, in order for people to know how to report something? An example this can be found here:  Community Based Safeguarding Visual Toolkit - InterAction It can be included here where to find an Alternative Format of the policy document, if there is one, and how this will be promoted.







Section 2: Governance and Leadership 
This is based on Standards 1 and 2 
Links to Standards: Governance and Culture
Introduction
Governance and culture underpin the ethos of the organisation in terms of “The Way we do things around here”. It helps an organisation prevent abuse and means it can respond quickly and with integrity when concerns arise.
Our Commitment:
This commitment statement is part of your policy and should be included so that it is clear what you as an organisation are signing up to. When addressing safeguarding of children and adults we include as a base reference the UN Convention on the Rights of the Child and the UN Universal Declaration of Human Rights. Irrespective of whether you are an organisation in Scotland or a mission organisation working in Africa these UN Conventions are equally applicable. 
In the rest of the policy the relevant legislation and guidelines should be referred to in each respective country. For example:
· Children and Young People (Scotland) Act 2014 
· Working Together to Safeguard Children 2023 (England and Wales)
· Care Act 2014 (England and Wales)
· Co-operating to Safeguard Children and Young People in Northern Ireland 2017
Overseas examples:
· South Africa – The Children’s Act 38 of 2005
· Malawi – Child Care, Protection and Justice Act 2010
Role of the Designated Safeguarding Lead
The role of the Safeguarding Lead (and ideally their deputy) should be set out clearly in your policy. The model policy contains a brief summary of the role, further information can be accessed from the Knowledge Hub here: The Safeguarding Lead

Role of the On-Field Safeguarding Lead
We recommend appointing both  a UK Lead and an On-Field Lead, who may also be known as a Safeguarding Champion, or similar. The policy needs to be clear about the split of responsibilities between these two roles, which will differ from organisation to organisation. The time differences may also need to be highlighted within your policy, should this have an impact on reporting. 
Charity Regulator guidance
It is important that you are aware of the responsibility as an organisation to report to the relevant charity regulators (depending on where your charity operates). Please choose from the options below to include in your policy based on your context:
· England and Wales [Charity Commission] – How to report a serious incident in your charity - GOV.UK 
· Reporting Serious Incidents [RSI] Northern Ireland [the Charity Commission for Northern Ireland] New guidance on serious incident reporting | The Charity Commission for Northern Ireland
· Scotland [Office of the Scottish Charity Regulator, OSCR] – OSCR | Raise a concern

Governance
The standards and behaviours may be referred to as the culture of the organisation or “the way we do things around here”. Culture can be shaped in both negative and positive ways.
“The culture of a charity goes beyond mere compliance with legal and regulatory demands. Charity governance is most effective when it provides assurances not just that legal requirements are met, but that the behaviour of people working for the charity, and those who come into contact with it, is proper and ethical. Culture, alongside good governance, can be pivotal to whether a charity achieves its stated object” (IICSA The Governance Institute, 2017).
Use this section to outline your Governance body’s commitment to creating healthy, safer places in all areas of work within your charity.







[bookmark: _Hlk190351984]Section 3: Prevention 
This is based on Standards 3, 4, 5, 6 and 7
Links to Standards: Safeguarding policy, Safer recruitment, Training & awareness, Working safely and Managing workers. 
[bookmark: _Hlk190352004]Understanding Abuse and Neglect 
Definitions of Abuse for both children and adults, along with signs and indicators, can be found in our Knowledge Hub under ‘Responding to Concerns’, they can be accessed here: Types of abuse and Signs and indicators.  
We recommend adding these to your policy as appendices, as this will enable the reader to absorb the most critical elements of the policy first. If you choose to create these lists as Appendices, you should state this clearly in your policy and list your appendices on the contents page.
The category ‘spiritual abuse’ is not currently recognised in legislation as a distinct category of abuse, but organisations need to have an awareness of spiritual abuse. This enables you to respond appropriately, in serious cases it may fall under other categories of abuse identified in legislation. For example, coercion and control in cases of domestic abuse are covered under the Domestic Violence, Crimes and Victims Act 2004 (UK). Please see a definition below that you may wish to include in your safeguarding policy, or your safeguarding policy appendix for reference: 
Spiritual abuse is a form of emotional and psychological abuse. It is characterized by a systematic pattern of coercive and controlling behaviour in a religious context. Spiritual abuse can have a deeply damaging impact on those who experience it. This abuse may include: manipulation and exploitation, enforced accountability, censorship of decision making, requirements for secrecy and silence, coercion to conform, control through the use of sacred texts or teaching, requirement of obedience to the abuse, the suggestion that the abuser has a ‘divine’ position, isolation as a means of punishment, and superiority and elitism (Oakley and Humphreys, 2019).
Not all countries will have the same definitions of abuse, however if you are a UK based organisation you should start with our domestic definitions as your understanding. If you are based in another country, you should identify what definitions are used locally.
When addressing safeguarding of children and adults we include as a base reference the UN Convention on the Rights of the Child and the UN Universal Declaration of Human Rights. Irrespective of whether you are a church in Scotland or a mission organisation working in Africa these UN Conventions are equally applicable. 
You should reference the relevant legislation in this section of your policy too.


[bookmark: _Hlk190352421]Safer Recruitment 
In this section, you should include details of how you intend to safely recruit workers, this applies to both paid and voluntary workers. Our ‘Safer Recruitment’ standard provides a suggested framework which includes the use of services to undertake disclosure and barring checks (this is applicable for those in the UK using registered / umbrella bodies through government agencies such as the DBS – England and Wales/Disclosures Scotland/AccessNI Northern Ireland).  
Where an organisation is using workers from outside of the UK then state in this section how you have undertaken necessary background checks on those applying to work with children/adults with care and support needs e.g. individuals have obtained ‘fit person’ checks from their home country as well as references from there.
If you are sending UK nationals/people who have lived in the UK previously, you may need to use the International Child Protection Certificate (ICPC) as part of the process. You can find out more about ICPCs at ICP Certificates. 
Information on applying for criminal records checks can be found at:
· https://www.cpni.gov.uk/system/files/documents/71/a2/How_To_Obtain_An_Overseas_Criminal_Record_Check_May_2018.pdf
· https://www.gov.uk/government/publications/criminal-records-checks-for-overseas-applicants

[bookmark: _Hlk190353060]Safeguarding on Overseas Trips and Field Visits
It is important to state your recruitment process even when workers are not required to have a particular criminal records check. This can sometimes apply to overseas short-term mission trips.
Think about what expectations you want to place on volunteers (including criminal records checks) who participate in short term activities with your organisation overseas, from the point of application to expected conduct when visiting beneficiaries on the overseas trip. 
For further guidance and useful information on planning Overseas Trips see our website: Overseas Mission and Overseas Workers. 

[bookmark: _Hlk190353248]Safeguarding Culture and Training
In this section, indicate how workers will be trained in safeguarding, e.g. will attend a foundation or specialist course as part of their induction. Training may be delivered by an external provider or in-house (if you have the skills and expertise to do so within the organisation). Training should be relevant to the area of work your workers/volunteers are working in, e.g. children’s work, health care, adults with care and support needs, refugees etc, and to the level of their role, e.g. volunteer, foundation level worker, supervisor, manager, trustee, safeguarding specialist. 
The frequency of the training should also be specified, e.g. full training at induction, refresher training every year, full training at least every three years. 
If you are part of a wider organisation take into account overarching policy requirements / partnership agreements when deciding on the frequency of training. 
Training should also consider the cultural context of the area you are working in. This includes:
· Local reporting procedures: These may be formal procedures with clear reporting mechanisms in place, or informal in areas where using statutory mechanisms would be assessed to increase the risk of harm to a person.
· Understanding that abuse may present differently in different areas e.g. physical abuse - depending on skin tone, bruising may not be apparent, but other indicators of physical abuse can be identified such as cuts, burns, appearance of tender areas on the body, verbal disclosure of abuse, change in demeanour etc.
· Impact of local religious/faith beliefs of understanding safeguarding/abusive behaviour. 

[bookmark: _Hlk190353526]Practice Guidelines 
No two organisations are the same or provide the same services and activities. 
Standard 6 Working safely provides a comprehensive set of practice guidelines and we advise that you review the activities that your organisation is involved in and add the guidelines, accordingly, adapting them to your own circumstances. You can also download templates of forms which may be useful for this section of your policy. 
We suggest you add any general guidelines applicable to all activities and then list the activities that you are running where there may be specific guidelines e.g. Peer-group Activities (children and young people).
In this section you should also make reference to any specific forms you may be using e.g. consent forms, risk assessments etc.
Again, to avoid overloading the main body of the policy we advise you add these as appendices and refer to them here.
If these guidelines are still to be developed this should not delay the adoption of the safeguarding policy, instead you should put a note in saying that they are being developed and will be completed by a set date.
The following forms may be helpful: 
form_activity-risk-assessment-template-1.docx
form-accident-_-incident-form-1.doc
form-general-information-and-consent-form-1-1.doc
[bookmark: _Hlk190353568]Management of Workers – Code of Conduct
It is important that organisations have clear boundaries in regard to the personal relationships which can develop. This can avoid power imbalances, and encourage a culture of mutual respect and also challenge throughout the organisation. This will also help prevent situations that may be perceived as coercive and controlling. 
A code of conduct is different from practice guidelines because a code of conduct is about the boundaries that need to exist in order to maintain healthy working attitudes and relationships whereas practice guidelines are specific to an activity where they prescribe specific tasks and responsibilities pertaining to that group.
Our model code of conduct can be found here: Code of conduct. 
For further considerations the NCVO and the Charity Commission produced guidance which covers the ethical expectations placed on the governance of a charity, workers and beneficiaries. This should not be copied in as your code of conduct, however it can guide you on things to include: Policies and procedures | NCVO
We recommend making your code of conduct an appendix item and refer to it in the body of the policy here. 
In this section you may also wish to provide links to other policies such as complaints and whistleblowing. 
Links to Standards: Safeguarding policy, Safer recruitment, Training & awareness, Working safely and Managing workers. 












Section 4: Working in Partnership 
This is based on Standard 8 
Link to Standard: Partnership working
Where an organisation is working with partners it is important to have clear guidance on safeguarding expectations. This is particularly important when working with partners who are based in other countries.
State here how you will verify the good safeguarding practices of other organisations you work with. You may wish to include the following considerations: 
1. Requesting a copy of their safeguarding policy (be aware different terminology may be used in this regard such as ‘child protection policy’)
2. Confirmation that their workers are safely recruited and trained appropriately
3. Appropriate safe working arrangements (e.g. risk assessments, appropriate interactions online and offline) 
4. Reporting protocols on safeguarding concerns or incidents, both at a local level where appropriate and also with commissioning organisations (and regulatory bodies in relevant countries especially if beneficiaries have suffered harm). 

You may also add-in, other ways in which you have promoted safeguarding in your organisation by stating where you put posters with key information, or whether you hold a themed service and how often.

Generic posters can be found here: Posters & resources



Section 5: Responding to Concerns
This is based on Standard 9
Link to Standard: Responding to concerns 
· The document should outline the way a report should be made in your organisation
· Detail where pro-forma may be found either electronically or in paper form. It would be appropriate to add a copy of this to your appendix and reference this in your policy. 
· Detail how they should send or hand over the information
· The pro-forma should include the details that are necessary to act on the information, e.g. Date, Person making the report, facts of the allegation, name of the child, date of birth etc. An example can be found here: Forms & checklists
When inserting the names of the Safeguarding Lead and other contacts required we recommend putting these in a bold font type to make them easily recognisable. Where an organisation has more than two Safeguarding Leads, you should list them here along with their title and responsibilities.
The list of actions following allegations or concerns of abuse should be concise and relate to the key contact information (relevant to your local context) stated at the outset of the section.
Include the relevant list of organisations details for the context your organisation operates in to add in to your safeguarding policy, or add in the relevant details for your local services. 
Being victim-focused includes telling them explicitly the next steps being taken after they have made their disclosure, in order to increase their sense of autonomy and control. E.g. Stating what actions will be taken and how and when they will be kept updated. It could be sufficient to say the investigation is ongoing and to ensure wellbeing support and pastoral care is given. 
Allegations against Workers
In dealing with allegations against workers or volunteers, legislation in England, Wales and Northern Ireland offers guidance around those working in a Position of Trust and the importance of positions that workers hold when carrying out ministry or work with and through your charity and your role / obligation as a charity in responding to allegations of harm or breach of conduct.  
More information can be found here: Positions of trust
In the instance of needing independent investigation, Thirtyone:eight may be able to assist or advise in such cases.
For further information about the conduct of a safeguarding investigation see Keeping Children Safe – Management of Child Safeguarding Allegations KCS_GUIDANCE_ManagementCSAllegations_EN-2016_2020.pdf

Whistleblowing
Consider appropriate reference to a Whistleblowing and Complaints policy. In the UK, Charity regulators stipulate the importance of making available opportunities to staff, volunteers and beneficiaries to raise concerns without risk or fear of discrimination or blame. Consider how this can be made practical and relevant within your regional and national contexts if outside of the UK.

Section 6: Wellbeing Support and Pastoral Care 
This refers to Standards 9 and 10 
Links to Standards: Responding to concerns and Those who pose a risk

Supporting those affected by abuse 
In this section, it is helpful to demonstrate how this support may be provided e.g. through pastoral care teams, through counselling agencies, or specific services or any other practical ways you can provide support. The impact of spiritual abuse must also be recognised by the organisation when seeking to offer support.
Beyond the template statement, you may wish to put down a named person for dealing with pastoral care for survivors of abuse and how people will be cared for when they become apparent. You may wish to refer to some of our publicly available advice which can be found on our website Help Guides | Thirtyone:eight.
As previously stated, being victim-focused includes sharing with them what the next steps will be after they have made a disclosure. This can help increase their sense of autonomy and control in the situation, it is sufficient to say that an investigation will be ongoing and you will ensure they are given support for their wellbeing. 

Working with those who may pose a risk
If someone who poses a risk to children, young people or adults with care and support needs wants to join in with activities or become part of an organisation, it is important the leadership manage the risk appropriately by creating clear policies and a code of behaviour the individual must follow. This will help protect the vulnerable and lessen the possibility of the person being wrongly suspected of abuse in the future.
In this section, you could add the type of boundaries you would expect a person to keep and add these as an appendix. Thirtyone:eight pioneered the use of contracts with sex offenders in faith communities. The contract should give details of both the boundaries you expect the individual to keep and the support you will offer them. It should be tailored specifically to individual circumstances and informed ideally by risk assessments from the statutory agencies.
Risk assessment and behavioural contract templates can be found here:
behaviour-risk-assessment-template-with-guidance-1.docx
clauses-to-consider-in-a-contract.docx
Further Resources
These can be referenced within the model policy. However, you can read through the following for your own research in the aim of adding content, please remove these links before finalising the policy:
· Bond.org.uk Safeguarding definitions and reporting mechanisms for UK NGOs | Bond
· Bond.org.uk Toolkit Document title
· Core humanitarian standards Home | CHS 2024
· Gov.UK website: Safeguarding in international aid: key steps to consider - GOV.UK
https://indicators.ohchr.org/
https://www.savethechildren.org.uk/what-we-do/childrens-rights/united-nations-convention-of-the-rights-of-the-child
· Keeping Children Safe – Child Safeguarding Standards and How to Implement them Child Safeguarding Resource library - Keeping Children Safe
· Keeping Children Safe – Management of Child Safeguarding Allegations KCS_GUIDANCE_ManagementCSAllegations_EN-2016_2020.pdf
· Status of Ratification Interactive Dashboard –
· Thirtyone:eight Self Audit Tool for reviewing international arrangements: Self-audit Tool | Thirtyone:eight
· UN Declaration of Human Rights Universal Declaration of Human Rights | United Nations
· UNCRC (UN Convention on the Rights of the Child) –https://www.unicef.org.uk/what-we-do/un-convention-child-rights/ 













[bookmark: _Hlk190357710]Adoption of the policy
In this section we recommend the policy be signed by a Senior Leader/Chair of Trustees and the Safeguarding Lead, however it can be any responsible person the organisation chooses.
If the policy is lodged with your denomination’s headquarters or another body then specify that here, otherwise this sentence can be deleted.
It is important to state a review date on the policy (we recommend annually) and it is important to review the policy on the date specified as this could cause an issue with your insurance company if the policy is not kept up to date.






















Appendices
We recommend adding appendices to your policy and some suggested appendices are below:
· Leadership Statement
[The statement is one which you can use on a noticeboard or on your website as it summarises your commitment to safeguarding and the policy document. Again, this needs to be personalised to your organisation and needs to be kept updated. A model version of this can be found in the downloads section.]
· Definitions and Signs and Indicators of Abuse [These can be found in the Definitions section of our Knowledge Hub]
· Cause for Concern forms
· Code of Conduct
· Practice Guidelines
· Online Safety Policy [Whilst a separate policy, this can be attached or referred to. A model of this can be found in our Downloads Section]
· Flowcharts for action [Copies of these can also be found in the downloads section]
· Whistleblowing policy
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[bookmark: _Hlk189147326][bookmark: _Hlk189147327]© Thirtyone:eight 2025. No part of this publication may be shared or distributed to any party outside of your organisation, without prior permission of the publisher.                                                               
