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Introduction 

 
This policy statement affirms CARE International in Timor Leste’s (CITL) commitment to the 
welfare of children and their protection from abuse and exploitation. Child abuse and exploitation 
is unacceptable to CARE and the organisation is committed to abiding, upholding and promoting 
appropriate risk-based Child Protection standards at all times. CITL will provide training and 
guidance for staff to meet these standards. Any instances of alleged abuse or exploitation will be 
immediately and thoroughly addressed.  

Consistent with CARE International’s vision, mission and core values of respect, integrity and 
accountability, CITL seeks to create and maintain an organisational environment that is free of 
harassment and exploitation, and to ensure the same in all of our work with the communities that 
we work with.  Each member of the community with whom CITL works or provides assistance 
must have CITL’s utmost assurance that they will not be subject to any form of harassment or 
exploitation.  The children in the communities that we work with are a particularly vulnerable 
group.  There is a growing awareness that sex offenders are targeting and infiltrating 
organisations in order to access children.  

Application 

In accordance with the United National Convention on the Rights of the Child, ‘child’ means every 
human being below the age of 18 years unless under the law applicable to the child, majority is 
attained earlier.1 For the purpose of this policy, a child will be considered to be a person under the 
age of 18 years. 

The policy applies to: 
 all employees   all partners 
 all casuals  all local volunteers 
 all consultants  all international volunteers 
 all contractors  all visitors under the guidance of CITL  

Statement of Responsibility 

CITL has a zero tolerance policy towards child abuse, child exploitation and/or violence against 
children.  CITL will take reasonable and appropriate steps to prevent abuse from occurring in the 
first place and ensure our program activities do not impact on children negatively.  CITL expects 
responsibilities for the welfare of children and protection from abuse and exploitation is shared by 
all personnel.  CITL will not permit CITL personnel to work with children if they pose an 
unacceptable risk to children’s safety or wellbeing. 

CITL is seeking to promote a child safe culture that is open and dynamic where personnel in the 
field have procedures in action to ensure the best interest of the child is maintained.   The real 
strength of a child safe culture is the capacity and willingness of an organisation and its personnel 
to bring this policy to life through a clear understanding of their rights and responsibilities, open 
communication and active participation. 

CITL recognises that the abuse and exploitation of children happens in all countries and societies 
across the world. All child abuse involves the violation of children’s rights. Child abuse is never 
acceptable and a commitment to children’s rights in general also means a commitment to 
safeguard the children with whom CITL is in contact.   

                                                 
1 The UNCRC has been ratified by the GoTL based on RDTL Constitution 2002 article 18. 
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The situation of all children must be improved through promotion of their rights as set out in the 
UN Convention on the Rights of the Child. This includes the right to freedom from abuse and 
exploitation. 

We also support the rights and well being of our personnel and volunteers and encourage their 
active participation in building and maintaining a secure environment for all participants. 

 

1. Action Statement 

CITL will meet its commitment to safeguard children through the following means: 

Awareness:  Ensuring that all personnel and others are aware of the problem of child abuse and 
the risks to children. 

Prevention:   Ensuring, through awareness and personal and professional conduct, that 
personnel and others minimize the risk to children. 

Reporting:   Ensuring that personnel and others are clear what steps to take where concerns 
arise regarding the safety of children. 

Responding:  Ensuring that action is taken to support and protect children where concerns arise 
regarding possible abuse.   

In order that the above standards of reporting and responding are met, CITL will ensure that it: 

 Takes seriously any concerns raised.  
 Takes positive steps to ensure the protection of children who are the subject of any 

concerns.  
 Supports children, personnel or other adults who raise concerns or who are the subject 

of concerns.  
 Acts appropriately and effectively in instigating or co-operating with any subsequent 

process of investigation.  
 Demonstrates responsibility to and respect for children by being sensitive in our 

communications that involve them. 
 Is supported by stringent recruitment and selection measures that have been designed 

to minimize the possibility of recruiting persons who may pose a risk to children. 

2. Terms and Definitions 

The following table outlines the definition and terms used within this policy.  

Child abuse Child abuse can be physical abuse, 
emotional/verbal abuse, neglect, injury, 
maltreatment or exploitation or sexual abuse. 

Physical abuse 

 

Physical abuse occurs when a person 
purposefully injures or threatens to injure a child or 
young person.  This may take the form of 
slapping, punching, shaking, kicking, burning, 
shoving or grabbing.  The injury may take the form 
of bruises, cuts, burns or fractures. 
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Emotional/ Verbal abuse 

 

Emotional/verbal abuse is a chronic attack on a 
child or young person's self esteem.   It can take 
the form of name calling, threatening, ridiculing, 
intimidating or isolating the child or young person. 

Neglect 

 

Neglect is the failure to provide the child with the 
basic necessities of life (where such necessities 
are available), such as food, clothing, shelter and 
supervision to the extent that the child's health 
and development are at risk. 

Sexual Abuse  

 

Sexual abuse is when a child or young person is 
used by an older or bigger child, adolescent or 
adult for his or her own sexual stimulation or 
gratification, or economic gain. 

Commercial Sexual 
Exploitation  

Where a child is sexually abused/ exploited in 
return for cash or for kind.  Common examples 
include children in prostitution, children used in the 
production of pornography and child sex tourism. 

Child Sex Tourism The sexual exploitation of children by men or 
women who travel from one place to another, 
usually from a richer country to one that is less 
developed, and there engage in sexual acts with 
children. 

Child Pornography Any representation, by whatever means, of a child 
engages in real or simulated explicit sexual 
activities or any representation of the sexual parts 
of a child for primarily sexual purposes. 

Grooming Grooming generally refers to behaviour that 
makes it easier for an offender to procure a child 
for sexual activity. It often involves the act of 
building the trust of children and/or their carers to 
gain access to children in order to sexually abuse 
them. For example, by encouraging romantic 
feelings or exposing the child to sexual concepts 
through pornography.  

Online Grooming Online grooming is the act of sending an 
electronic message with indecent content to a 
recipient who the sender believes to be under 18 
years of age, with the intention of procuring the 
recipient to engage in or submit to sexual activity 
with another person, including but not necessarily 
the sender.  
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Working with Children Those working in a position that involves regular 
contact with children, either under the job 
description or due to the nature of the work 
environment. 

 

3. Internal Processes 

CITL commits itself to a number of processes in adopting a child safe culture.   These are: 

3.1 Child Protection Focal Point (CPFP) and Training Officers 

CITL will nominate a Child Protection Focal Point, currently the HR Manager, who will 
serve as a central point for queries (internal and external) relating to child protection 
issues.  In close collaboration with the Country Director, they will take a lead role in the 
investigation of any reported child abuse incidents. The CPFP may also monitor CITL’s 
activities are consistent with internal an external child right’s compliance.  

CITL will provide on-going support to the nominated Child Protection Focal Point so that 
they are equipped with the right skills and knowledge to manage any child abuse 
incidents.  Support may be in the form of, however not limited to; formal or informal 
training and external counseling support.  

CITL will also nominate Child Protection Training Officers (CPTO), currently two staff 
within the Program Quality and Gender Team, who will provide ongoing training and 
capacity building to CITL staff in the area of Child Protection.  

The CITL CPFP and CPTOs will work together to ensure CITL’s Child Protection Policy is 
fully understood and implemented by all staff across the organisation.  

3.2 Distribution and Signed Understanding  

All CITL personnel are required to read and sign CITL’s Child Protection Policy and Code 
of Conduct.  This will then be filed in individuals’ personnel files or as appropriate.  New 
employees will be issued with the policy and code of conduct at the start of their 
employment and current personnel will be issued when they have renewed their contract 
or where they have attended an informational session.    

CITL will re-distribute CITL’s Child Protection Policy and Code of Conduct every 3 years 
and individuals must re-visit and re-sign the policy and code of conduct.  Where a revision 
of the policy and code of conduct has occurred, this will be communicated and distributed 
as soon as possible. 

3.3 Vigilance in Recruitment and Selection 

Human Resources adhere by strict guidelines in the recruiting process of new employees.   
The recruitment guidelines will be reviewed and updated regularly to ensure that they 
accurately reflect child safe recruiting and screening standards.  This will include: 

 A clear and bold statement that confirms CITL’s commitment to child protection in all 
advertising. 

 Adopting ‘best practice’ recruitment and selection techniques. 
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 Targeted interview questions for those working directly or indirectly with children. 

 Conducting writing or verbally referee checks. 

3.4 Self Declarations 

Since Timor Leste does not have a national database of child abuse offenders, police 
checks for child abuse offenders may not achieve its intended purpose. To overcome this 
challenge, CITL will require all existing staff and new employees to sign self declarations 
confirming that they have not committed offenses in relation to child abuse.   

Additionally, CITL will conduct verbal referee checks and targeted interview questions prior 
to their engagement.  They will also be required to read and sign CITL’s Child Protection 
Policy and Code of Conduct.   

International personnel, regardless of their employer, who will perform work for CITL and 
will be directly in contact with children, will be required to obtain a criminal record check 
from their country of origin and/or from the international criminal record check prior to their 
commencement with CITL. 

3.5 Employment Contracts 

Child Safe statement and reference to CITL’s Child Protection Policy and Code of Conduct 
is included in all employment contracts.   CITL’s Child Protection Policy and Code of 
Conduct forms part of an individual’s contract with CITL; the individual must observe and 
comply with the policy and code of conduct whilst engaged with CITL.  A copy of the policy 
and code of conduct will be issued where an employment contract is issued (including 
renewal of contracts).   

3.6 Orientation 

All new personnel will receive information relating to CITL’s Child Protection Policy and 
Code of Conduct as part of their orientation/induction into the organisation.  This will 
ensure that all personnel coming into CITL, regardless their employment type or nature of 
their role will be aware of CITL’s policy including expected behaviour and reporting 
procedures. Existing employees and other personnel will also be required to receive this 
information.  

3.7 Training and Development 

On-going information sessions on CITL’s Child Protection Policy and Code of Conduct will 
be presented to the organization periodically.  This will ensure that all CITL personnel are 
familiar and understand the policy and code of conduct.  This will also ensure that this 
policy is alive and is on the forefront of individual’s mind. 

In addition, CITL personnel will be trained as appropriate and depending on their area of 
responsibility, for awareness of issues related to the protection of children from abuse and 
violation.  Further training will be provided at a departmental level, tailored to the needs of 
the department. 

3.8 Use of Child Photos and Information 

Pictures, images, or other likenesses of children and/or information related to children that 
could compromise their care and protection will not be made available through any form of 
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communication media without proper protection and understanding of their use. Moreover, 
any images of children should not be accompanied by detailed information relating to their 
place of residence.   Images with corresponding text which may identify a child should be 
removed.   
 
CITL is committed to work closely with international colleagues and to follow international 
best practices to ensure images taken by CITL will be used appropriately. 

3.9 Emergency Response 

CITL acknowledges that children are often the most vulnerable group in an emergency 
situation and during disaster relief. To ensure that children are not exposed risks 
associated with CITL’s emergency or disaster response activities, internal protocols will be 
followed and carried with a duty of care. Where volunteers or contractors are engaged and 
mobilsed in the event of a disaster, CITL will ensure they are supervised, monitored and 
their movements and their duties are registered.  Every effort will be made to ensure there 
is regular communication between the emergency team with those involved with CITL’s 
emergency response activities. 

3.10 Children with Disability 

Children with disabilities are a particularly vulnerable group within the communities.  What 
constitute as a disability is broad in definition2. Where a child with disability is experiencing 
abuse, they may not necessary understand that their rights has been violated or they may 
not have the confidence to bring about a complaint. CITL personnel have a responsibility 
to report any rumors of, or suspected acts of abuse towards a child with disability.  

3.11 Program Design 

All program design must consider the impact on children on program activities.  By 
identifying program activities which may have potential to negatively impact children during 
the design period will minimize the risk for child abuse. Where there are some potential to 
negatively impact children, depending on the level of risk, CITL will seek alternative 
activities or mitigate the situation.  

3.12 Field Awareness 

CITL believes that child protection is shared by all personnel.  Where CITL personnel are 
placed in the community, onus is placed on individuals to empower communities to bring 
complaints of child abuse.  Individuals within the community/ies are also encouraged to 
approach any CITL personnel should they wish to obtain guidance or assistance via 
CITL’s Child Protection Focal Point.   

                                                 

2 Disability is not confined to the physical form however includes those with total or partial loss of a person’s 

mental function, presence of disease or illness, malformation or disfigurement, and a disorder or illness 
which affects a child’s thought process, development level, perception of reality, emotions or judgment.   
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3.13  Breaches of Code of Conduct 

Any breaches or misconduct from CITL personnel will result in disciplinary action up to and 
including the termination of the individual’s contract and their involvement with CITL.  
Where the contract is not terminated, offenders may be subjected to CITL’s internal 
discipline procedures including disciplinary actions and sanctions.  

Any breaches from individual/s from a partner or external stakeholders which fall under 
CITL’s Child Protection Policy and Code of Conduct, may have the partner or agency’s 
contract terminated or suspended until CITL is satisfied that they have taken steps to 
become a child safe organization. 

3.14 Revision of Policy 

CITL will review the Child Protection Policy along with associated mechanisms on an on-
going basis however no less than every 3 years.  Any on-going feedback can be directed 
through the CPFP or the Country Director.  

3.15 Raising and Reporting Procedures 

Incident Reporting 

If a child reports an incident to you, the child/young person must be taken seriously and 
listened to carefully; the ‘Child Rights Incident Report’ form must then be completed. 

It is mandatory that the reported incident be forwarded to CITL’s Child Protection Focal 
Point, or the CD no later than 24 hours.  Once a report or an allegation is made to the 
CPFP, the Country Director (CD) and the CARE Australia Principal Executive for 
Corporate Services (PECS) must be informed immediately.  After consulting with the CD 
and PECS, the CPFP will administrate the next course of action and/or investigation of the 
reported incident immediately or within 24 hours.   

It may be necessary for the Child Protection Focal Point to response immediately to 
protect the child from further potential abuse or victimization.  The family of the child victim 
will be consulted and be included in the investigation. 

Any allegation, belief or suspicion of sexual or physical abuse (past or present) by CITL 
personnel, volunteer, visitor or other partner which is reported, may instigate internal 
investigation of the incident. Other child abuse reports that do not directly involve CITL or 
its work may be referred to external organizations who deal with child rights (such as a 
relevant government body or authority, or civil society organisation).  

Distance the Alleged Perpetrator 

Where there is a report made against any CITL personnel, the best interests of the 
child/young person may warrant the temporary suspension of the CITL personnel during 
an investigation.  The alleged perpetrator will be advised of the reported incident and 
where there is a suspension instigated, they will continue to receive full pay and are 
entitled to a just process that does not pre-suppose guilt or innocence.  The allegations 
should not be discussed or communicated to other people until such have been 
considered and a decision made by management including pursuing the matter further 
and/or dismissing the CITL personnel.    
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Investigation of Complaints 

Physical and/or sexual abuse of a child is a crime and is seen as an unlawful act.  
Organizations may be required to notify authorities when there are reasonable grounds for 
reporting abuse. Internal investigations will consider a confidential, thorough, impartial and 
prompt process.  Investigations will be conducted in consultation with family members 
and/or the community. 

The investigation may consist of interviews with witnesses and others as appropriate, 
collection of information about the alleged conduct, gathering of documentation, or other 
procedures as appropriate.  The individual alleged to have violated this policy would have 
the opportunity to present his or her view of the events in question. CITL will hold its 
determination until the investigation is completed. 

Allegations made of an international personnel, will follow CITL internal procedures and 
the responsible international agency/employer will be contacted. In addition, they may face 
national legislation and legislation from their place of origin. 

Documentation  

As soon as possible the staff member making and/ or the Child Protection Focal Point 
receiving the report of the incident/s, will be required to fully document the allegation, 
including the time, place, witnesses and other relevant information via the ‘Child Protection 
Incident Report’ form.  The Child Protection Focal Point will also be required to fully report 
and document any actions after the reporting of the incident including activities and 
outcomes during an investigation.  If there is sufficient evidence to take action against the 
perpetrator, any relevant document/s may be handed over to the authorities as evidence.  

Confidentiality 

Confidentiality is crucial to a fair and effective reporting procedure.  It is unacceptable and 
potentially defamatory for concerns of child abuse (and abusers) to spread throughout the 
organisation rather than being directed through a formal complaints process.  All 
participants must understand the importance of following the set reporting lines when 
concerns arise.  Confidentiality protects the child, the person who made the report, the 
respondent and the organisation, and ensures a fair and proper process.  

Revenge  

CARE will not tolerate any form of coercion, intimidation, revenge or retaliation against any 
employee who reports any form of abuse or exploitation, provides any information or other 
assistance in an investigation. 

Counselling Support 

CITL will assist all parties involved to identify available counseling services and/or make 
referrals to other counseling providers.  
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RAISING AN INCIDENT 

A child approaches 

you to report an 

incident 

You hear a 

rumour 

You see 

an 

incident 

You see a person 

take unacceptable 

risks 

You are approached 

with a concern/ report 

of an incident 

Other reasons for 

raising an incident 

If someone is giving 

information about an 

incident listen carefully 

and provide support 

Document what was said to you and/ or what you 

observe. Also document contact details of any 

witnesses including where the incident occurred 

Complete the Child 

Protection Form 

Contract the Child 

Protection Focal Point 

(CPFP) immediately and 

no later than 24 hours 

CPFP immediately contacts CD 

and CD contacts CA PECS 
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INVESTIGATING AN INCIDENT 

CA PECS/ CD and CPFP 

determine next course of 

action 

Requires Immediate 

Action 

CPFP to conduct 

investigation 

Referral to child rights 

organization  

Referral to external 

service providers/ 

authorities 

Undertake immediate 

response 

Allegations made against 

CITL staff/ activities? 

Consult family members/ 

communities to 

investigate incident(s) 

CA PEC/ CD to determine whether the report is substantiated and determine the 

next course of action.  The next course of action may include reporting the 

incident to the police, referring the incident to a child rights organisation, and /or 

terminating an employment contract or closing the investigation 

Forward findings and 

recommendations to CD/ 

CA PEC 

Decide whether to 

distance/ suspend 

alleged 

perpetrator 

Advise alleged 

perpetrator 
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3.16 CODE OF CONDUCT 

 

INTRODUCTION 
 

Child abuse and exploitation is unacceptable to CITL and the organisation is committed to abiding, 
upholding and promoting appropriate risk-based Child Protection standards at all times. CITL will provide 
training and guidance for staff to meet these standard. Any instances of alleged abuse or exploitation will be 
immediately and thoroughly addressed.  
 
CITL’s capacity to ensure the protection of and assistance to the children that we work with, depends on the 
ability of its staff to uphold and promote the highest standards of ethical and professional conduct. We, the 
staff members of CARE, are personally and collectively responsible for and committed to abiding, upholding 
and promoting appropriate Child Protection standards at all times. Managers have a particular responsibility 
to uphold these standards, to set a good example, and to create a working environment that supports and 
empowers staff.  
 
It is recognised that CITL’s work often puts its staff in positions of power in relation to its children that we 
work with. Staff have an obligation not to abuse this power. 
  
This Code of Conduct is intended to serve as an illustrative guide for staff to make ethical decisions in their 
professional lives, and at times in their private lives.  
 
While acknowledging that local laws and customs may differ from one country to another, the Code of 
Conduct is based on international legal standards.  
 
The Code applies to all CARE staff members, who will be requested to sign it. Any breach of the Code of 
Conduct will be seen as a serious concern and will result in disciplinary action or dismissal, in accordance 
with CITL’s disciplinary procedures. Other CARE associates (as applicable in Section 1 of the Policy such 
as consultants, partners, volunteers and interns) will also receive the Code and be requested to confirm that 
they uphold its standards.  
 
All CARE staff are responsible for encouraging, advocating and promoting the dissemination of the Code of 
Conduct. They also have a role in implementing, monitoring and enforcing its standards. Staff are also 
urged to encourage partners to adhere to these standards and to join CARE staff in upholding them. 
 
CITL’s Child Protection Code of Conduct sets out the minimum expected behaviour from all CITL 
personnel.  Any breaches will carry consequences including the termination of contract.   

 
As I am engaged by CITL, I commit myself to: 

 
1. Treat all children and community partners fairly, and with respect and dignity. 
 

I will always seek to care for and protect the rights of children and community partners, and act in a 
manner that ensures that their best interests shall be the paramount consideration.  
 
I will treat children with respect regardless of race, colour, sex, language, religion, political or other 
opinion, national, ethnic or social origin, disability, birth or other status.  I will not use language or 
behaviors towards children that is inappropriate, harassing, abusive, sexually provocative, 
demeaning or culturally inappropriate.  
 
I will refrain from physical punishment or discipline of children.    
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I will not engage in physical conduct with children such as culturally inappropriate or unwanted 
touching, hugging, kissing, blocking of normal movement.  
 
If my job involves direct work with children and community partners, I will meet with them regularly, 
in order to fully understand their experiences and needs, and to explain the role of CITL and the 
scope of its work.  

 
2. Uphold the integrity of CITL, by ensuring that my personal and professional conduct is, and 

is seen to be, of the highest standard. 
 

I will demonstrate integrity, truthfulness dedication and honesty in my actions.  I will be patient, 
respectful and courteous to all persons with whom I deal in any capacity, including children and 
community partners, government and donors. 
 
Must obtain parental or guardian permission, prior to the child’s participation in any CITL supported 
programs or activities.  
 
I recognize that my personal conduct will reflect on CITL’s reputation and may impact on 
community perceptions; therefore I will refrain from inappropriate behavior that may be 
compromising or detrimental to CITL.  
 
I will immediately report concerns or allegations of child abuse in accordance with appropriate 
procedures.  

 
3. Safeguard and make responsible use of the information and resources to which I have 

access by reason of my engagement with CITL. 
 
I will exercise due care in all matters of official business and not divulge any confidential information 
about  a child, community partners, colleagues and other work-related matters in accordance with 
the  regulations and rules and current guidelines. 
 
I will protect, manage and utilize CITL human, financial and material resources efficiently and 
effectively bearing in mind that these resources have been placed at CITL’s disposal for the benefit 
of the child and community partners.  

 
4. Prevent, oppose and combat all exploitation and abuse of the child and community partners.  
 

I undertake not to abuse the power and influence that I have by virtue of my position over the lives 
and well-being of the child and community partners.  
 
I will never request any services or favour from a child or community partners in return for 
protection or assistance.  I will never engage in any exploitative relationship – sexual, emotional, 
financial or employment-related – with a child or community partners.  
 
I recognize that there is an inherent conflict of interest and potential abuse of power in having 
sexual relations with members of communities (including adults) with whom we are directly working.  
Should I find myself in such a relationship with a community member that I consider non-
exploitative and consensual, I will report this to my supervisor for appropriate guidance in the 
knowledge that this matter will be treated with discretion.  I understand that both my supervisor and 
I have available to us consultative mechanisms and procedures to deal with these issues.  
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I will act responsibly when hiring or otherwise engaging/employing a community member for private 
services (e.g. House-Keeping).  I will report in writing on the nature and conditions of this 
employment to my supervisor.   
 
I will refrain from hiring children for domestic or other labour which is inappropriate given their age 
or developmental stage, which interfered with their time available for education and recreational 
activities, or which places them at significant risk of injury. Employment of children from project 
areas is totally prohibited.   
 

5. Refrain from any involvement in criminal or unethical activities, activities that contravene 
human rights, or activities that compromise the image and interests of CITL. 
 
I will neither support nor take part in any form of illegal, exploitative or abusive activities, including, 
for example, child labour, child pornography and trafficking of human beings and commodities.  
 
As CITL is committed to the highest standards of protection and care for children, I am aware that I 
am expected not to engage in sexual activities with any person under the age of 18.  Sex with a 
child is illegal and CITL will not accept staff having sex with children.  Any breaches will result in 
termination of contract.   
 
I will not sleep close to unsupervised children or sleep in a room with children which would class me 
as an ‘unacceptable risk’ to the children.  
 

6. Use of Children’s Images for Work related purposes 
 
Before photographing or filming a child, I will obtain consent from the child or a parent or guardian 
of the child, and explain how the photograph or filming will be used.  I will ensure that appropriate 
measures are taken to ensure that media present children in a dignified and respectful manner and 
not in a vulnerable or submissive manner.  The images are to be honest representation of context 
and the facts, and endeavor to comply with local traditions or restrictions for reproducing personal 
images.  
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3.17 Signed Acknowledgement  

 
I have read and understood the CITL’s Child Protection Policy and Code of Conduct.  I understand 
that the onus is on me, as a responsible person engaged by CITL, to oblige by CITL’s child 
protection values and code of conduct and use common sense and avoid actions or behaviors that 
could be detrimental or construed as child abuse when implementing CITL’s activities.  
 
 
 
 
 
 
_______________________________  ___________________  _____________ 
               (PRINT NAME)         (SIGNATURE)        (DATE) 
 
 
 
 
 
 
 
 
 
CITL WITNESS: 
 
 
 
 
 
 
_______________________________  ___________________  _____________ 
               (PRINT NAME)         (SIGNATURE)        (DATE) 
 
 
 

 

 

 

Remove this page and forward to CITL. Keep the policy and code of conduct 
for your reference. 
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Appendix 1. Incident Reporting Form 

 
All incidents which allegedly abuse child rights will be taken seriously; all incidents must be reported. 
Complete this form and contact the Child Protection Focal Point (CPFP) no later than 24 hours. 
There are 5 parts to the form, please complete all parts with as much information as you can. 

Part 1: CITL - Personnel Completing this Report 

Name:   Contact Number:   

Job Title:   Location:   

Reason for lodging a report? 
 A child approaches you to report an incident 

 You heard a rumour 

 You saw an incident 

 You observed a person who possess ‘unacceptable risk’ 

 A member of the community approaches you with a concern 

 Other:   

 

Part 2:  INCIDENT DETAILS REPORTED 

Who reported this incident to you? (if known, list their name and contact details) 

Name: 

Contact: 

Description of the Incident: 

 

When did the incident occur? 

Where did the incident occur? 

To your knowledge, has a similar incident happened before?   Yes    No 
- If yes, outline the details:   

Name and age of child/children in risk (if known): 

 

Location of child/children (if known): 
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How can the CPFP get in contact with the child/children at risk? (List their contact details or possible persons to 
contact  eg. parent, village leader, Police, etc) 

Name and age of child/children in risk (if known): 

 

Location of child/children (if known): 

 

 

How can the CPFP get in contact with the child/children at risk? (List their contact details or possible persons to 
contact  eg. parent, village leader, Police, etc) 

 

Is there an alleged perpetrator?                     Yes    No 

Is the alleged perpetrator CITL personnel?     Yes    No 

If there is a alleged perpetrator, list their details: (name, contact details, age, location, physical attributes, 
relationship to the child/children and other information) 

 

Part 3: POTENTIAL WITNESSES  

Witness Name (1):  

Relationship to the Child:  Contact Number:  

Address:  

Witness Name (2):  

Relationship to the Child:  Contact Number:  

Address: 

Witness Name (3):  

Relationship to the Child:  Contact Number:  

Address: 

Part 4: OTHER INFORMATION  



Child Protection  
Policy and Code of Conduct 

 

Last Updated – May 2009  Page 19 of 19 

(List down any other information you think may be relevant) 

Part 5: SIGN-OFF 

I have documented the incident information in an un-biased and neutral way as provided to me.  All information 
gathered will be kept confidential including the details of any persons involved. 

  

CITL personnel: (Name)  (Signature)     (Date)   

On completion, forward this form to the CPFP no later than 24 hours from the time the incident was reported to 
you.  The CPFP will then submit the report to the Country Director who will then determine the next course of 

action. 

Received by CPFP: (Name)  (Signature)    (Date)   

 

 

 


