
WYCE Child Protection Policy 

 
Introduction 

WYCE acknowledges the duty of care to safeguard and promote the safety and welfare of children 
and is committed to ensuring that safeguarding practice reflects relevant legislation, current 
guidance, and best practice in both the UK and The Gambia. 
  
WYCE's child protection policy recognises that the welfare and interests of children are paramount 
in all circumstances. It aims to ensure that regardless of age, gender, religion or beliefs, ethnicity, 
disability, sexual orientation or socio-economic background, all children: 
 

 have a positive and enjoyable experience in a safe and child centred environment whilst in the 
care of WYCE 

 are protected from abuse. 
 
As part of our child protection policy WYCE will: 
 

 promote and prioritise the safety and welfare of children and young people 

 ensure everyone understands their roles and responsibilities in respect of child protection and 
is provided with appropriate learning opportunities to recognise, identify and respond to signs 
of abuse, neglect and other child protection concerns  

 ensure appropriate action is taken in the event of incidents/concerns relating to child 
protection and provide support to the individual/s who raise or disclose the concern 

 ensure that confidential, detailed and accurate records of all child protection concerns are 
maintained and securely stored 

 take appropriate precautions to prevent the employment/deployment of unsuitable 
individuals 

 ensure robust, effective child protection arrangements and procedures are in operation.  
 
On behalf of WYCE UK and The Gambia 
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Mrs C Jallow    Child Protection Officer WYCE Gambia 

Mrs L Harris   Child Protection Officer WYCE UK 

 
 
 
 



The Policy 

Under the terms of this policy anyone under the age of 18 (not yet reached their 18th birthday) is 
considered to be a child, including volunteers. 
 
Policy Statement 
 
WYCE is committed to the following: 
 

 Taking positive action to prevent child abuse within our organisation, and taking serious action 
if this ever happens 

 Protecting children from harm and ensuring children’s right to protection is clearly understood  
 All children having an equal right to protection 

 Being responsible for the promotion of child protection practices and informing our staff and 
volunteers of good and poor practice 

 Making decisions and taking action in response to child protection concerns guided by ‘the 
best interest of the child’ and dealing with any concerns swiftly and appropriately. 

 
Responsible Person 

Any concerns should be addressed to the WYCE Child Protection Officer – Ms C Jallow who has the 
knowledge and training to support the policy and give guidance when issues arise. All incidents 
must be reported to the Child Protection Officer. They can be contacted at cpo@wyce.org.uk 
 
Monitoring and Reviewing 

The implementation of procedures will be regularly monitored and reviewed. The Child Protection 

Officer will make an annual report to the UK Board of Trustees and the Gambian Board on 
progress, challenges, and areas where changes are required so that amendments can be made to 
the policy or supporting procedures. The policy will be fully reviewed every 2 years or whenever 
there is a major change in relevant legislation. 
 
Promoting Good Practice 

It is NOT the responsibility of employees or volunteers to make judgements about whether or not 
abuse is taking place. It is, however, their responsibility to identify poor practice and possible 
abuse and act if they have concerns about the welfare of a child(ren). 
 
Good Practice 
 
All staff and volunteers should adhere to the following good practices: 
 

 Work in an open environment (e.g. encouraging open communication with no secrets, and 
avoiding private or unobserved situations alone with children) 

 Making clear to children that you cannot keep confidential matters that they talk to you about 
which suggest that there may be risk of harm to them or others 

 Treat all children equally, and with respect and dignity  
 Put the welfare of each child first 
 Make activities fun, enjoyable and safe 

 Be a positive role model 
 Give enthusiastic and constructive feedback rather than negative criticism 

mailto:cpo@wyce.org.uk


 Recognise the developmental needs and capacity of children and do not force them to do 
things they do not want to do  

 Keep a written record of any injury that occurs, along with the details of any treatment given, 
and by whom 

 Follow the procedures outlined in this policy if abuse is suspected. 

These good practices should be made clear to all staff and volunteers in their induction, as should 
the following poor practices. 

Poor Practice 
 
The following are regarded as poor practice and should be avoided by staff and volunteers: 
 

 Spending excessive amounts of time alone with children away from others 

 Engaging in rough, physical or sexually provocative games, including horseplay 

 Inviting children into your personal living space 

 Allowing or engaging in any form of inappropriate touching 

 Allowing children to use inappropriate language unchallenged 

 Making sexually suggestive comments to a child, even in fun 

 Reducing a child to tears as a form of control 
 Allowing allegations made by a child to go unchallenged, unrecorded or not acted upon 

 Doing things of a personal nature for children that they can do for themselves 
 Inflicting physical violence on a child, including as a punishment. 

 
Recognising Abuse 

It is often difficult to recognise abuse. The signs listed below are only indicators and many can 
have reasonable explanations. Children may behave strangely or seem unhappy for many reasons, 
as they move through the stages of childhood or their families experience changes. It is 
nevertheless important to know what could indicate that abuse is taking place and to be alert to 
the need to consult further. 
 
Someone can abuse a child by actively inflicting harm or by failing to act to prevent harm. Abuse 
can take place within a family, in an institution or community setting, by telephone or on the 

Internet. Abuse can be carried out by someone known to a child or by a complete stranger.  Abuse 
can be physical, emotional or sexual. 
 
If you are worried about a child it is important that you keep a written record of any physical or 
behavioural signs and symptoms. In this way you can monitor whether or not a pattern emerges 
and provide evidence to any investigation if required. 
 
Physical Abuse 
 
Physical abuse involves causing physical harm to a child, including by hitting, shaking, throwing, , 
burning, or choking.  It can also result when a parent or carer deliberately causes the ill health of a 
child in order to seek attention. 
 
Emotional Abuse 
 



Emotional abuse happens when a child’s need for love, security, praise and recognition is not met. 
It usually co-exists with other forms of abuse. Emotionally abusive behaviour occurs if a parent, 
carer or authority figure is consistently hostile, rejecting, threatening or undermining. It can also 
result when children are prevented from social contact with others, or if developmentally 
inappropriate expectations are imposed upon them. It may involve seeing or hearing the ill 
treatment or abuse of someone else. 
 
Sexual Abuse 
 
Sexual abuse involves forcing or enticing a child or young person to take part in sexual activities, 
whether or not the child is aware of what is happening. This may include physical contact, both 
penetrative and non-penetrative, or involve no contact, such as watching sexual activities or 
looking at pornographic material. Encouraging children to act in sexually inappropriate ways is also 
abusive. 
 
What to do if you have a concern 

If you have a concern about actual or possible abuse of a child, or a child makes an allegation or 
disclosure of abuse against an adult or another child, it is important you involve your manager, the 
Country Director, or member of the Child Protection Committee as soon as possible and follow the 
process below.  
 
Staff and volunteers - the steps to take if you suspect abuse or if you are told about allegations 
by a child or young person 

 
1. Listen to the child and closely observe their presentation and behaviour 

2. Let them know that you take what they are saying seriously 

3. Do not attempt to question or interview them yourself 
4. Let them know that you will need to tell someone else in order to help them 
5. Do not promise to keep what they tell you secret 
6. Inform your manager, the Country Director, or Child Protection Committee member as soon as 

possible 

7. Make a written record of the incident or events as soon as possible afterwards. 
 

Do not take further action unless you are asked by your manager, the Country Director, or Child 
Protection Committee member. Keep any information confidential from other staff and 
volunteers. 
 

Manager/Country Director/Child Protection Committee member - steps to take once you hear 
any allegations 

 
1. Listen to the allegation from the child, staff member or volunteer 

2. Urgently inform the Child Protection Officer (CPO), and, if you are a manager also inform the 
Country Director  

3. If the allegations involve a member of staff  the Chair of the Board/Trustees should be 
informed 

4. Complete a Child Protection Incident Report within 24 hours of the allegation being made 

5. If you feel confident the case needs further investigation, inform the Country Director/Child 
Protection Committee member and CPO who will call the relevant authorities (Social 
Services/Social Welfare/Police CPO) 



6. Let the person who reported the allegation to you know the steps you have taken and what 
will happen next 

7. Remind any people involved you will inform them of progress but the case is now in the hands 
of the authorities. 

 
The responsibility for investigating allegations of abuse, whether they result from the disclosure of 
a child or the concerns of an adult, lies with the relevant authorities and we must respect how this 
is dealt with locally.  
 
A full report, including notes from the person who first notified the concerns, should be made out 
by the CPO and given to the relevant authorities in confidence. 
 
The authorities will advise the CPO when or whether to inform the child’s parents or carers about 
any concerns. 
 
If the authorities decide to pursue a child protection investigation, the CPO should: 
 

 Work closely and collaboratively with all professionals involved in the investigation, in order to 
keep the child safe 

 Attend a child protection conference/meeting if invited 

 Attend any subsequent child protection conferences/meetings 

 If a volunteer passed on information from a child about alleged abuse, it is important for the 
Country Director to understand what is the expected involvement of the volunteer (e.g. as a 
witness) and to communicate this to the volunteer. 

 
Allegations made against staff or volunteers 
 
Allegations can be made for a variety of reasons. Some of the most common are: 
 

 Abuse has actually taken place 

 Something happens to a child that reminds them of an event that happened in the past and 
the child is unable to recognise that the situation and the people are different 

 Children can misinterpret a person's language or actions because they are reminded of 
something else 

 Some children know how powerful an allegation can be; if they are angry with a person about 
something they can make an allegation as a way of hitting out 

 An allegation can be a way of seeking attention. 
 
All allegations should be brought to the notice of the Country Director/Chair immediately and they 
should take the following steps, in addition to those outlined above (Manager/Country 
Director/Child Protection Committee member - steps to take once you hear any allegations).  NB: 
In cases where the allegation is made against the Country Director, these steps should be taken by 
the Gambia Board Chair. 
 
The Country Director (Board Chair) must: 
 

 Contact the Child Protection Officer to inform them of what has happened and the steps they 
have taken and plan to take  

 Make sure, where possible, the child in question is safe and away from the alleged abuser 



 Contact the authorities if, after discussion there appears to be enough evidence to suggest 
further steps require to be taken 

 Decide with the Child Protection Officer and the authorities if the parents or carers of the child 
should be contacted and by whom  

 Irrespective of any investigation follow the appropriate disciplinary procedure against any 
members of staff or volunteers – common practice is for the alleged abuser to be suspended 
from work or volunteer duty until the outcome of any investigation is clear. It is important to 
deal with the situation in a fair and professional way for the staff member or volunteer until all 
the facts are available 

 Consider whether the person has access to children anywhere else and whether those 
organisations or groups need to be informed 

 Contact the Child Protection Officer to inform them of the allegations and act upon the 
decisions made in the discussion. 

 
All incidents should be investigated internally after any external investigation has finished, to 
review organisational practice and put in place any additional measures to prevent a similar thing 
happening again. 
 
Safe recruitment - WYCE Employees 

Employee - recruitment process 
 
The application of specific procedures for the recruitment of staff who come into contact with 
children, both directly and indirectly, can reduce the likelihood of allegations of abuse being made. 
As a minimum, the following standards should be followed as part of the recruitment process: 
 

 All prospective employees must be asked to complete an application form which asks for 
details of their previous employment, previous convictions, and for the names of two referees. 
These references MUST be taken up and confirmed through telephone contact, for all staff, 
specifically asking about any previous experience working with children where this is relevant 
to the job role 

 All prospective employees whose role will bring them into contact with children, either directly 
or indirectly, should have a police check to obtain a certificate of character (CRB in England/or 
country specific equivalent) before they start their employment – anyone who refuses to do so 
should not be employed 

 Evidence of identity should be requested and a copy kept on file 

 All employees working with children should be subject to an agreed probationary period 

 New members of staff should be clear about their responsibilities and work to an agreed job 
description 

 Our Child Protection guidelines should be available to everyone and fully discussed as part of 
the induction process and a person's training needs identified dependant on their role. 

 
Employee – Induction 

 
All employees should receive a formal induction during which: 
 

 Responsibilities and expectations, including in relation to Child Protection, are explained 

 The employee signs to confirm their understanding of, and agreement to comply with, the 
organisation’s Child Protection Policy as part of their contract 



 Child Protection Procedures are explained and training needs are identified e.g. basic child 
protection awareness. 

 
Employee – Training 

 
In addition to pre-selection checks, the child protection process includes training after recruitment 
to help employees understand the Child Protection Policy. The training will include: 
 

 What is good practice and how to ensure their practice is likely to protect them from false 
allegations 

 Their responsibilities and how to report any concerns about suspected poor practice and/or 
abuse 

 How to respond to concerns expressed by a child 

 How to work safely and effectively with children. 
 
Safe recruitment - Volunteers 

Volunteers - Before they arrive 
 
Checks and procedures for the arrival of volunteers can reduce the likelihood of allegations of 
abuse being made. As a minimum, the following standards should be followed before a volunteer 
starts working on our projects: 
 

 Volunteers will not have unsupervised access to children as part of their role and should never 
work on a one to one basis with a child 

 All volunteers must provide the WYCE UK Office Manager with a current (not more than 3 
years old at the time of travel) enhanced DBS/DS certificate (or country specific equivalent). 
Certificates will be reviewed on an individual basis and a decision made as to whether a 
volunteer is suitability or not to work on our projects. 
 

Volunteers - On arrival 
 

 Our Child Protection Policy will be available to everyone and discussed as part of the volunteer 
induction 

 Evidence of identity (a copy of their passport) is brought to the project by the volunteer and 
handed to the Volunteer Manager during the induction 

 The volunteer code of conduct will be discussed as part of their induction. 
 
Taking photos and videos 

Photographic images may be made of children whilst they are in the care of WYCE, but only with 
the permission of the child and the person responsible for them at that time eg their teacher or 
headteacher. If any child in a group refuses permission to be photographed, for whatever reason, 
this decision must be respected by volunteers and employees. 
 
Parents/legal guardians may also, at any time, withdraw their child's permission to be 
photographed. This decision must also be respected and any images containing the child must be 
destroyed. 
 
 



APPENDICES 
 

1. Child Protection Guidelines Poster to put up at project locations to help people 
understand good and poor practice around children 

 

2. Child Protection Statement Form to be completed by anyone involved in an incident or 
allegation 

 
3. Child Protection Incident Report Form to be completed by the Country Director 

 
4. Reference and Declaration of Convictions Form to be completed by potential employees 

 
5. For volunteers - using images and videoclips A guide for volunteers to use their camera 

and photos at our projects in a responsible way 
 

6. Children’s Act, 2005 The Gambia – on file in WYCE Gambia Office 



Child Protection Guidelines 
 
It is NOT the responsibility of employees or volunteers to make judgements about 
whether or not abuse is taking place. It is, however, your responsibility to identify 
poor practice and possible abuse and act if you have concerns about the welfare of a 
child(ren). 
 
Good Practice 
 
You should adhere to the following good practices: 
 

 Work in an open environment, avoiding private or unobserved situations alone 
with children 

 Making clear to children that you cannot keep confidential matters that they talk 
to you about which suggest that there may be risk of harm to them or others 

 Treat all children equally, and with respect and dignity  
 Put the welfare of each child first 

 Make activities fun, enjoyable and safe 

 Be a positive role model 
 Give enthusiastic and constructive feedback rather than negative criticism 

 Recognise the developmental needs and capacity of children and do not force 
them to do things they do not want to do  

 Keep a written record of any injury that occurs, along with the details of any 
treatment given, and by whom 

 Follow the procedures outlined in the WYCE Child Protection Policy if abuse is 
suspected. 

 
Poor Practice 
 
The following are regarded as poor practice and should be avoided: 
 

 Spending excessive amounts of time alone with children away from others 

 Engaging in rough, physical or sexually provocative games, including horseplay 

 Inviting children into your personal living space 

 Allowing or engaging in any form of inappropriate touching 

 Allowing children to use inappropriate language unchallenged 

 Making sexually suggestive comments to a child, even in fun 

 Reducing a child to tears as a form of control 
 Allowing allegations made by a child to go unchallenged, unrecorded or not acted 

upon 

 Doing things of a personal nature for children that they can do for themselves 
 Inflicting physical violence on a child, including as a punishment. 



WYCE Child Protection Statement Form  
To be completed by anyone involved in an incident or allegation 

 

Your Name: 
 

Your Position: 
 

Child’s Name: 
 

Child’s Date of Birth: 
 

Date and Time of Incident/allegation: 
 

Your Observations: 
(Record what you saw or any marks/wounds you saw on the child) 
 
 
 
 
 
 
 

Exactly What the Child Said and What You Said: 
(Remember, do not lead the child – record actual details.  Continue on separate sheet if 
necessary) 
 
 
 
 
 
 
 

Action Taken so far: 
 
 
 
 
 

Signature: 
 
Print Name: 
 
Date: 
 
Remember to maintain confidentially on a need to know basis – only if it will protect the child.  Do 
not discuss this incident with anyone other than those who need to know.  
 
 
 
 



WYCE Child Protection Incident Report Form  
 
To be completed by the Country Director/Chair/CPO 
 

Your Name: 
 

Your Position: 
 

Child’s Name 

 

Child’s Date of Birth: 
 

Date and Time of Incident/allegation: 
 
Incident/allegation reported by: 
 

Details of incident/allegation as reported to you: 
 
 
 
 
 
 
 
 
 
 

Action Taken so far: 
 
 
 
 
 
 
 
 
 
 

External Agencies Contacted (Date & Time) 

POLICE 

 
Yes/No 

 
 

If yes: 
 
Name and Contact Number: 
 
 
Details of Advice Received: 
 
 
 
 
 



SOCIAL WELFARE/SERVICES 

 
Yes/No 

 
 
 
 

If yes: 
 
Name and Contact Number : 
 
 
Details of Advice Received: 
 
 
 
 
 

Other (e.g. CPA, NSPCC) 
 
 
 
 
 
 
 
 
 
 

Which: 
 
Name and Contact Number: 
 
 
Details of Advice Received: 
 
 
 
 
 

Signature: 
 
Print Name: 
 
Date: 
 

 



WYCE Reference and Declaration of Convictions Form 

 
To be completed by all applicants for employment 
 
Please give details of two referees, one of which should be your current or most recent 
Employer/Manager. References from family or friends are not acceptable. 
Name: Name: 
Job Title: Job Title: 
Organisation: Organisation: 
Address: Address: 
  

  

  

Telephone No: Telephone No: 
 

Declaration of Convictions 

Do you have any prosecutions pending? If so please give details: 
 

 

 

Have you ever been convicted at a court or cautioned by the police for any offence?  
If so, please list below details of all convictions and cautions:  
  

  

  

Have you ever been the subject of a Child Abuse investigation which alleged that you were the  
perpetrator of any child abuse? If yes, please give details below giving the name of the 
investigating police unit. If possible, please provide the approximate date(s): 
  

  

  

 

I declare that the information I have given is complete and accurate. I understand that police 
checks will be made if I am considered to be the preferred candidate and I consent to the checks 
being made, and I agree to enquiries relevant to the declaration.  
Signature: Date: 
Print name: 
Any previous name(s) known by: 
Position applied for: 

Please continue on separate sheet if necessary . . . 
 

 

 
 

 

 

 



Making and using images (photographs and videos) 

A guide for volunteers 

 
Those who make any images whilst participating in WYCE projects have an ethical responsibility to 
preserve the dignity of their subjects and provide a faithful, comprehensive visual depiction of 
their surroundings so as to avoid causing misrepresentations. Visual images are a powerful way to 
convey an experience to an audience and to evoke strong public emotions, as people often 
formulate their opinions, judgements, and behaviours in response to visual materials. 
Photographers’ decisions about how to depict their subjects can entirely alter viewers’ 
perceptions. 
 
WYCE Policy 
 
Photographic images may be made of children whilst they are in the care of WYCE, but only with 
the permission of the child and the person responsible for them at that time eg their teacher or 
headteacher. If any child in a group refuses permission to be photographed, for whatever reason, 
this decision must be respected. 
 
Parents/legal guardians may also, at any time, withdraw their child's permission to be 
photographed. This decision must also be respected and any images containing the child must be 
destroyed. 
 
Things to consider when making images in The Gambia 
 

 Always get the subject’s consent first, especially if you want to do a close-up. 
 Examine your motives for shooting a particular image. It is not acceptable to use 

photographs/videos to harness pity, this is dehumanizing and disrespectful. 
 You should not bribe subjects to feign despair, anger, or other emotions. 
 Think about what you want to portray in your image. While it is fine to portray the fears and 

poverty of your subjects in some photos, others should also convey the community's strengths 
and expectations. Never portray your subjects as useless or inadequate. 

 Sometimes, it works well to photograph subjects from behind so that only their activities, 
and not their faces, can be seen.  

 Be humble, considerate, and respectful. Try to compose the picture from afar without 
being intrusive. At the same time, try not to be an aloof stranger; build a relationship of 
mutual understanding with your subject. 

 Don’t stereotype or make false generalisations. When exhibiting your photographs/videos 
use captions/voice over to contextualize the visual images. Ensure that your images 
document what you believe is the real situation of your subjects. 

 If an image might in any way hurt anyone or put them at risk – delete it! 
 

 

 

 

 

 

 

 

Thanks to Unite for Sight from who's material this is an adaptation. 



Children’s Act, 2005 The Gambia 

On file in WYCE Gambia Office 

 
 


