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1. POLICY STATEMENT 

1.1 Introduction 

Inclusion Uganda is a Non-Governmental Organization tasked with improving the lives and 

welfare of People with Intellectual Disabilities. The right to freedom from all forms of 

exploitation and abuse is implicit in this task. Inclusion Uganda does not tolerate exploitative or 

abusive behavior by anyone towards our target persons in the implementation of its work. 

Inclusion Uganda recognizes that People with Intellectual disabilities are considered more 

vulnerable to exploitation and abuse than others and we are tasked with all efforts to eliminate 

such risks in our work. 

Inclusion Uganda recognizes that the need to protect people with intellectual disabilities is of 

great importance. The vulnerability of people with intellectual disabilities is increased by many 

factors including poverty, discrimination, gender based violence and inequality. Inclusion 

Uganda is therefore committed to doing all it can to safe guard people with intellectual 

disabilities it interacts with, either directly or indirectly. 

   This policy applies to: 

• The National Executive Committee 

• All Inclusion Uganda employees 

• Local branch representatives 

• Volunteers 

• Consultants  

• Development partners 
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1.2 Commitment  

Inclusion Uganda’s aim is to ensure that it operates best practices in terms of safe guarding 

policies and recognizes the legal guidelines governing protection in all our areas of operation. 

    Our safe guarding work is guided by the United Nations Convention on the Rights of People 

with Disabilities and the Disability Peoples Act 2006. 

    Inclusion Uganda’s four general principles in regards to safe guarding of People with 

intellectual disabilities include 

i. Inclusion and development 

ii. Non discrimination 

iii. PWID participation and the right to be heard 

iv. Best interests of PWIDs 

    This policy outlines procedures to prevent and respond to potential incidents of exploitation 

and abuse of People with intellectual disabilities. 

    People with disability abuse is considered under the following events 

• Physical abuse  

    This involves causing physical injury to a child or person with intellectual disability such as 

hitting, kicking, throwing, burning, scalding and shaking. Physical harm may also be caused 

when a care taker fabricates the symptoms of an illness or deliberately induces illness in a child 

or person with intellectual disability. 

• Emotional abuse 

    This occurs when a child or person with intellectual disability’s development need for 

affection, approval, consistency and security are not met. 

• Neglect  

   This occurs where a child or person with intellectual disability suffers from significant harm or 

impairment of development by being deprived food, clothing, warmth, hygiene, intellectual 

stimulation, supervision, attachment to and affection from carers or guardians, failure to access 

proper medical care and personal decision making. 

• Sexual abuse and exploitation 

    This occurs when an individual uses a child (below 18 years) or person with an intellectual 

disability for his/her gratification or sexual arousal or for that of others. Examples of sexual 

abuse include; 

    Sexual intercourse with child, intentional touching or molesting of a person with intellectual 

disability, exposure of sexual organs or any sexual act for the purpose of sexual arousal in the 

presence of a child or person with an intellectual disability, sexual exploitation of PWIDs 

through coercion, force or encouraging them to engage in prostitution.  
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2. STANDARDS OF COMMITMENT TO SAFEGUARDING OF PERSONS WITH INTELLECTUAL 

DISABILITIES 

Inclusion Uganda is committed to achieving the highest level of protection for persons with 

intellectual disabilities with whom it comes into contact; its work will be guided by the 

following set of standards. These standards draw upon the principles outlined in international 

and national disability rights instruments and commitments. It should be noted also that 

adherence to the standards is achieved 

thoughtheimplementationofarangeofrelevantprocedureswhichcomplementand strengthen 

the organization’s overall capacity to provide a safe environment for people with intellectual 

disabilities. The standards include; 

 

• Creating Safe Environments 

• Responding to allegations, suspicions and concerns 

• Caring for people involved in a complaint 

• Communicating the message 

• Education and training on how to keep PWIDs safe 

• Implementing and monitoring of the standards 

• Working with partners to meet the standards 

 

3. PREVENTION OF EXPLOITATION AND ABUSE 

 

In order to ensure that this policy is implemented and that steps are taken to safeguard children 

and people with intellectual disabilities, a number of procedures are in place to encourage a 

culture of safety and to prevent harm in the course of implementing projects and programs. 

 

3.1 Safe recruitment 

 

Inclusion Uganda ensures that appropriate steps are taken during recruitment and selection of 

employees and representatives, to ensure that issues relating to safeguarding persons with 

intellectual disabilities are considered and addressed. The following have special considerations 

with reference to safeguarding: 

• Job Advertisements: A note should be included in all job advertisements to highlight that 

Inclusion Uganda aims to protect persons with intellectual disabilities against risks of 

exploitation and abuse, including sexual exploitation and abuse, and implements a 

Safeguarding Policy to support this. 

• Job Description: Safe guarding is referenced in all job descriptions and applies to all 

employees and representatives. 
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• Interview: Questions in relation to safeguarding of persons with intellectual disabilities 

should be included in all interviews. It is not expected that all new recruits would have an 

in-depth knowledge safeguarding unless it is a specific requirement of the role. However, 

it is important that all candidates are aware of Inclusion Uganda’s commitment to 

safeguarding persons with intellectual disabilities and the expectation that all employees 

recognize report and respond to incidents of exploitation and abuse. 

• Reference checks: A thorough check of employment references should be carried out 

and should include questioning on safeguarding. 

• Self-Declaration: This is attached to the Safeguarding policy and is a process through 

which candidates are asked to declare any criminal records, prosecutions pending against 

them, convictions of criminal offenses, official cautions or other legally binding orders. 

This should be completed before contracts are signed.  

• Police clearance /Vetting: A procedure through which concession letters from the local 

authorities and police are required with the individual’s permission, to disclose any 

information held on police file regarding criminal convictions or pending prosecutions. 

It is considered best practice that all employees and third parties with direct access to 

people with disabilities through their work are vetted.  

 

3.2 Code of Conduct 

 

Inclusion Uganda’s Code of Conduct expresses the expectations of all employees, volunteers, 

consultants and third parties regarding the conduct and manner in which activities are 

carried out. It is an integral component of safeguarding which forms part of the contractual 

terms and conditions of all Inclusion Uganda employees and representatives contracted to 

work at both national and district level.  

 

By signing the Code of Conduct, each employee commits to: 

• Work actively to promote the best interests of children and adults with intellectual 

disabilities 

• Act in line with Inclusion Uganda’s Safeguarding Policy and relevant guidelines 

• Encourage persons with intellectual disabilities to feel comfortable enough to point out 

attitudes and behavior they do not like and make a complaint where necessary 

• Recognize that caution is required in one-to-one situations, particularly in sensitive 

situations such as dealing with program participants including persons who may be upset 

or traumatized. 

 

3.3 Awareness and Training 
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Inclusion Uganda believes that raising awareness and providing appropriate training are 

crucial for improving safeguarding practices. It is essential that all employees and those 

engaged in Inclusion Uganda’s international and local programs are aware of the safeguarding 

standards for persons with intellectual disabilities and their obligations to implement them. 

Depending on the role of each employee, different levels of training are provided. However, at 

a minimum, all are introduced to the safeguarding policy during induction and ongoing 

refresher workshops and/or training about conduct. Inclusion Uganda also commits to 

communicating the safeguarding message to program participants in all our project areas. 

The following initiatives are either in place or being developed to ensure that employees are 

equipped with the necessary knowledge and skills to implement the Safeguarding Policy: 

• Inclusion Uganda’s induction program for all new employees covers the Safeguarding 

Policy 

• All employees and representatives receive information on the relevance and impact of the 

Safeguarding Policy and accompanying guiding documents on their work. 

•  Safeguarding focal Persons and those involved in responding to accusations or incidents 

of abuse of a person with intellectual disability should receive specialized training on 

their roles and responsibilities; 

• Inclusion Uganda Accountability Framework highlights safeguarding as well as other 

commitments in relation to how we intend to be accountable to all stakeholders. 

• Information and communication strategies for program implementation should be in 

place to provideallthenecessaryinformationforprogramparticipantsaboutwhoInclusion 

Uganda is and who the partners are, what we do, what to expect from us, how to raise a 

complaint and details of the program in the relevant area. 

• Communication materials about the Safeguarding Policy in local branch offices, such as 

posters, should contain the following information: the safeguarding message, a summary 

of the code of conduct or behavior to be expected from Inclusion Uganda staff or 

representatives and how to make a complaint about exploitation and abuse. 

• Guides and promotional material should be available in local languages as well 

 

3.4 Risk Assessment and safe programming 

 

 Safeguarding considerations such as exploitation and abuse should be included in all risk 

assessments and program cycle management stages to ensure that all activities are conducted 

in a safe and dignified manner. 

Further details of risk assessment and safe programming considerations can be found in the 

accompanying employee and partner guides.  
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3.5 Guidelines for recording stories and images 

 

All program visits where it is intended to collect stories or record images (photographic/film or 

other) of program participants should be arranged in advance through partner organizations. 

The partner organization must accompany any such visit and an interpreter should be provided 

if necessary. The purpose and reason for the visit should be fully explained to the program 

participants and agreed with them in advance. Consent should be sought from the program 

participants for the use of their story and images; where appropriate, this consent should be 

written. In particular, before children are photographed or interviewed, the written permission 

of the parent/guardian must be attained. Following the visit, a copy of the article / story and 

photographs should be sent to the program participants through the partner organization or on 

a follow-up visit. 

• Ask the participant’s parent’s/guardian’s permission to take the photograph/image 

• Individuals must be appropriately dressed according to their choice. 

• Any complaints or concerns about inappropriate or intrusive images should be reported 

and recorded. 

• In regions where people wear few items of clothing be particularly careful about the 

images chosen 

• The recorded images should focus on an activity and, where possible, feature groups of 

children rather than individuals. 

• Make sure that photographers and filmmakers are not allowed to spend time with or have 

access to children without supervision 

 

When publishing images: 

 

• Try to use images that represent a broad range of people, gender, age groups, abilities  

• Only use first names of children; be careful not to reveal too much detail about where 

PWIDs live, their school for the case of children or their hobbies. 

• Wherever possible, get adult/parent/guardian’s consent, preferably written, to use 

images and inform them of the purpose, where and how the images will be used. 

• Seek advice about publishing images on a website and always ensure time is allowed to 

edit images before they are uploaded. 

 

3.6 Selection of partners and funders 

 

Inclusion Uganda takes appropriate steps when selecting and working with partners to ensure 

that there is a shared commitment to implement minimum safeguarding standards and that the 

partner organization takes appropriate measures to uphold these standards.  
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3.7 Contractual agreements 

• Outsourced employees and consultants 

 

All people who are contracted to work with or for Inclusion Uganda are required to understand 

and agree to uphold the guidelines of the safeguarding policy in the contract. Failure to comply 

with this policy by an out sourced employee may lead to corrective action being taken under 

Inclusion Uganda’s Disciplinary Procedures. Failure to comply with this policy by a representative 

or consultant may lead to termination of a contract 

• Official visitors 

Visitors to Inclusion Uganda’s programs e.g., supporters, volunteers, donors or journalists are 

expected to uphold all the safeguarding standards. All visitors are required to be familiar with 

those standards in advance. 

• Partner organizations 

Inclusion Uganda’s minimum requirements to meet standards of safeguarding best 

practice form part of all grant/donor agreements with partners. Decisions on accepting a 

funding partner organization and continuing relationships with partners, are dependent 

on adherence to safeguarding standards as contained in this policy. 

 

4 REPORTING, RESPONDING AND MONITORING 

4.1 Roles and responsibilities 

All involved in Inclusion Uganda’s work have a shared responsibility to recognize report and 

respond to exploitation and abuse. How responsibility is incorporated in to roles can vary 

depending on the size of the local branch committee number of staff involved. A Safeguarding 

Focal Person should be hired and put in charge of all issues concerning safeguarding both at the 

head office and the local branches. The table below gives an overview of the key responsibilities, 

all of which are expanded on in the employee guide. 

 

Role Responsibility 

All employees & 

representatives 

To ensure that the Policy on Safeguarding and Protection in local 

programs is implemented and that safeguarding best practice in 

terms of 

prevention and response is incorporated into their work. 

Local Executive 

Committees 

To ensure that staff are supported and systems and procedures exist 

to implement and monitor safeguarding standards. 

Human Resources 

and any staff involved 

in 

To ensure that the recruitment of all employees and representatives 

is in line with the current Recruitment Procedures and that all new 

recruits 
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Recruitment understand and agree to uphold the safeguarding policy as part of 

induction. 

 Safeguarding Focal 

Person (SFP) 

To promote awareness and good practices at district and national 

level in preventing exploitation and abuse of persons with 

intellectual disabilities perpetrated by Inclusion Uganda employees, 

volunteers, consultants, partners or other representatives in the 

course of their work and to be first point of contact in relation to 

safeguarding issues. 

 

NOTE: The responsibility to prevent and respond to exploitation 

and abuse is shared. It is incorrect to perceive that the person 

named as Safeguarding Focal Point is the only person with 

responsibility to implement standards and safeguard PWIDs. 

Executive Director  To ensure that the head office has systems and procedures in place 

which are in line with the policy to prevent and respond to issues or 

complaints as they arise, including those which need to be escalated 

to the Chief Safeguarding 

Officer. 

 

4.2 Recognizing exploitation and abuse 

 

It is crucial that all involved in implementing Inclusion Uganda’s programs recognize that 

exploitation and abuse of persons with intellectual disabilities in any form whether physical, 

sexual, emotional or neglect is unacceptable and will be acted upon once we are aware of it. 

All employees and representatives are expected to listen to and consider whatever 

information program participants or partners may share with us. 

 

4.3 Duty to report 

 

All Inclusion Uganda employees and representatives have a mandatory duty to report any 

suspected incident of exploitation or abuse of a person with an intellectual disability to the 

Safeguarding Focal Person and the Executive Director. Failure to report such matters may 

result in disciplinary action by the Disciplinary committee. 

It should be noted that abuse may be current, recent or historical. There are no time 

constraints for reporting and taking action within the remit of this procedure, although it’s 

best that reports be made as soon as knowledge, or suspicion, of an act of exploitation or 

abuse occurs 
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  Ensuring strict adherence to confidentially, in the management of complaints and allegations of 

exploitation and abuse should be strictly maintained. 

All reports received by the Safeguarding Focal Person/Executive Director need to be logged 

and documented in a safe and confidential manner. The person who first receives the 

information and/or complaint must complete the incident report form attached and submit it 

as soon as possible to the Safeguarding Focal Person or Executive Director. The accurate and 

detailed recording of such information is important in facilitating any assessment or further 

investigation into the incident. This includes, but is not limited to: dates, times, names, 

locations, context, any noticeable warning signs. Such information must be reported to the 

Safeguarding Focal Person and/or the Executive Director as soon as possible. The Executive 

Director will decide if the matter needs to be reported to the National Executive Committee. It 

should be noted that failure on the part of a staff member to report an incident or a concern 

could result in sanctions, including dismissal, being applied. Third parties such as visitors or 

consultants are equally obliged to report anything of concern that comes to their knowledge. 

Inclusion Uganda will endeavor to protect all individuals in reporting, provided the 

allegations are made reasonably and in good faith, in line with Inclusion Uganda’s Whistle 

Blowing Policy. Malicious complaints made against an individual, if these are proven, will 

result in appropriate corrective action under the Disciplinary Procedure up to and including 

dismissal. 

 

4.4 Responding to reports and allegations 

 

Inclusion Uganda will take whatever action is appropriate, necessary and possible, without 

risk of further harm to any individual and to ensure the safety of those involved. Each case will 

be considered individually and in accordance with national legal or other expert advice. 

 

4.5 Guidance for field staff who receive a Complaint 

 

All Inclusion Uganda employees, representatives and official visitors have a duty to report 

any suspected incident of exploitation or abuse of an individual(s) immediately. Reports may 

relate to, but not be limited to: physical abuse, emotional abuse, exploitation, sexual 

exploitation and abuse or neglect. 

NOTE: It is not, however, the role of an individual staff member to investigate beyond the 

need to ensure that any report of an incident is accurate and is sufficiently detailed to be the 

basis for a decision regarding next steps to be taken. 

 

Actions to be taken when a concern, suspicion, disclosure or allegation of child abuse is 
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received: 

 

• Respond immediately to any concern, suspicion, disclosure or allegation of child abuse 

• Refer all information to the SFP/ED as soon as possible 

• The SFP will assess the information and will follow up the matter with the Executive 

Director 

• Wherever possible take notes, if not immediately as soon as possible, but not later than 

the end of that day 

• Record all information on the Inclusion Uganda PWID protection form. This should be 

signed and dated by the author. 

• Include all of the details, even those which may not appear important at the time 

• TheSFPwillcompileachildprotectioncasefileandwillstorealloriginalcopiesofinformationina

safe and secure location 

• Assess the risk to the child/person in question and if you deem it to be urgent, check that 

the SFP has addressed the matter with the urgency you believe it deserves. Check at a 

minimum that the Executive Director has been informed. 

• Maintain professional confidentiality at all times. 

 

How to respond to a person bringing a report on possible abuse or exploitation 

1. RECEIVE:   Listen, believe 

2. REASSURE: Make no promises, but communicate that what is being reported is not the 

fault of the person or child. Communicate no judgment. 

3. REACT:  Be non-intrusive, ask open questions, and remain calm. 

4. RECORD:  simple and concise notes, they should be observable and verifiable facts. 

5. REMEMBER: The safeguarding guidelines and the training you received. 

 

4.6 Monitoring of PWID protection Systems 

 

It is important that compliance with this policy and the implementation of safeguarding 

standards is monitored on an ongoing basis. The following procedures should be observed as a 

minimum: 

 

• All reports will be logged and stored in a secure location e.g. locked cabinet/drawer with 

restricted access, password protected files accessed by SFP/ED. 

• Review of safeguarding will form part of Inclusion Uganda’s Internal Audit process 

• Inclusion Uganda will regularly monitor reports and the types of complaints received 

regarding safeguarding of program participants and partners through feedback teams. 
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• An annual report on safeguarding, highlighting key issues will be presented to Inclusion 

Uganda’s National Executive Committee (NEC) and referred to in the full Annual Report 

as appropriate. 

• Inclusion Uganda’s Safeguarding Policy in will approved by Executive Director and 

National Executive Committee and will be reviewed every three years. 
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APPENDIX 

 
This form should be completed if anyone has a suspicion or concern regarding abuse or exploitation of a  
PWID  
SECTION 1 
1. About the disclosure/concern 

a. Date of disclosure…………………………………………………………………………………………………………. 

b. Time of disclosure……………………………………………………………………………………………………………. 

c. How was the information disclosed?....................................................................................... 

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

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

 

2. Details of the person making the disclosure 

a. Name………………………………………………………………………………………………… 

b. Address…………………………………………………………………………………………….. 

c. Telephone……………………………………………………………………………………….. 
d. Relationship to PWID………………………………………………………………………… 

 

3. Details of PWID 
a. Name …………………………………………………………………………………………… 

b. Date of birth ………………………………………………………………………………… 

c. Gender …………………………………………………………………………………………. 

d. Address…………………………………………………………………………………………. 

e. Nature of intellectual disability……………………………………………………… 

 

4.  Details of alleged perpetrator 

a. Name……………………………………………………………………………………………………… 

b. Address…………………………………………………………………………………………………… 

c. Relationship to PWID………………………………………………………………………………. 

5. Details of concern/allegation/complaint 
……………………………………………………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………………………………………………
…………………………………………………………………………………………………………………………………………………………………… 

 
SECTION 2 

6. Has the matter been referred to any authorities? 

………………………YES              ………………………..NO 

7. What actions were agreed upon and by whom when the matter was referred to the authorities? 

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

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

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

8. Were there any immediate protection measures taken? 

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

…………………………………………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………………………………….. 
…………………………………………………………………………………………………………………………………………………………
……………………………………………………………………………………………………………………………………………………….. 
 
Safeguarding Focal Person 

Name…………………………………………………………………………. 

Date…………………………………………………………………………… 

Sign……………………………………………………………………………. 


