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STATE AGENCY FOR PROTECTION OF CHILDREN’S RIGHTS
Violence in all its forms has consequences for healthy growth, child development and education. Some consequences continue for a long time by affecting their lives as adults. Social policies in Albania are raising awareness of the importance of prevention and treatment
of violence that affects children, recognizing that providing an environment without violence against children is the top priority of societies seeking development and wellbeing.
In recent years, concrete efforts have been made to establish and strengthen an efficient
safeguarding system to prevent and respond effectively to all types of violence, exploitation, and neglect of children. There has been improvement in the legal and regulatory
framework, clarifying the responsibilities and procedures of the institutional actors for
safeguarding children; standards have been drafted for child safeguarding service; there
is an increased capacity of stakeholders involved in providing services and interventions
for children; the public has been sensitized on the importance of not tolerating any type of
violence and to report such violence, as well not using violence as a method of discipline.
These policies aim to create a chain of security for the child wherever he is, whether at
home, school, hospital, community, etc. An important link in this chain is non-public service providers for children, including those with religious base, who often help children
with special needs, families in need and children at risk.
VUSH’s engagement in formulating a clear policy to protect children is to be applauded
and to become an example for all those religious or non-religious actors who work with
children aimed at their wellbeing.
This policy is of special importance because it is a concrete example that child protection
is everyone’s responsibility, not just public institutions. Having such a policy shows the
evangelical religious community’s willingness to work in the best interests of the child,
and to take seriously their protection as a basic principle when working with children.
This policy also creates institutional bridges of communication not only with the Child
Protection Units as basic structures for referral cases of children at risk, but also at the
central level with institutions that develop and monitor policies for safeguarding children.
It will serve to create a more secure environment and protect not only the children but
also the staff of the institutions.
This document highlights the importance of the prevention of violence against children
and its fast intervention. This is the spirit that should be conducted in all public institutions
working with children to enable the quick protection of children and prevention of risk.
We want to congratulate VUSH for this initiative and wish success in its implementation
for each member of the alliance. Finally, I hope that this policy will create a precedent
for other religious organizations that work with and for children, so that more of them are
also equipped with child safeguarding policies.
Ina Verzivolli
Kryetare

INTRODUCTION FOR CHILD SAFEGUARDING DOCUMENT
But Jesus said, “Jesus said, “Let the little children come to me, and do not hinder them,
for the kingdom of heaven belongs to such as these.” Matthew 19:14.
Working with children is a privilege that gives joy and all the more considering that our
Lord gave us this command himself. Children are not only the future, but they are the
church and the kingdom of God today. And while they grow up blooming and conquering
the world, it is our responsibility not only to serve them to grow healthy and fruitful, but we
must also be alert in protecting, caring and raising them by ensuring the tranquility and
the security that they need.
I am very happy that finally we have a document which it is indispensable to help the
various ministries with children in our churches or organizations. I want to thank this
group of professionals of children’s ministry who invested so that churches and Christian
organizations, among others working with children, can use this document to improve
their work with children by protecting the church, organization, or institution in which they
work.  This document we have today in our hands is a blessing for all of us and directly
for those who will work with children.
Pastor Ergest Biti
General Secretary
Religious Community “Evangelical Brotherhood of Albania”
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1. INTRODUCTION

1.1 WHAT IS A SAFEGUARDING POLICY?
A document and a procedure that an organisation/church/camp, centre/community,
centre/ residential centre/shelter needs to have in place to help prevent children/vulnerable adults from potential abuse. This policy is meant to:
• show the staff which is the appropriate and expected safeguarding behaviour in an
organisation,
• protect staff from potential false accusations,
• teach staff how they can deal with children/vulnerable adults who tell them about an
incident of abuse,
• ensure that people within an organisation know the steps that need to be taken in
order to report an incident of suspected abuse and the right steps to be taken.
Why do we need a Policy?
• To protect the children/vulnerable adults – abuse destroys lives
• To protect your staff – a false accusation can destroy their life
• To protect the ministry of your organization/institution
• To honour the name of Jesus and His Church here on earth.
Albania currently has existing safeguarding laws for which churches, organizations and
individuals working with children/vulnerable adults may be held accountable.
What is the Purpose?
This policy was developed for the purpose of providing the religious community, i.e. the
Evangelical church of Albania, with a universal standard on the principles to be maintained and adhered to when it comes to the safety and protection of the children and
vulnerable adults, whom we serve.  This document is the first of its kind in Albania and
serves not only to protect the children, but it gives guiding principles that will protect the
staff/volunteers, as well as the church/religious community.
The safeguarding policy has been created in a way that it will serve as a model that can
be adapted by any church or religious organisation in order to suit their range of activities
in their own organisation/institution.
It is strongly recommended that this document be readily accessible and shared with all
staff/volunteers working with children and vulnerable adults in your organisation.  The
goal is for each organisation to sign that they agree to adhere to the safeguarding policy
and that it be frequently reviewed at staff meetings, pre-event trainings, etc.
© VUSH
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What are the Values?
The values upon which this policy is supported are as follows:  
Best Interest of the Child/vulnerable adult
The best interest of the child/vulnerable adult means considering the needs and well-being of the child before a decision is made which will affect the child.
Child Welfare
Parents, caretakers, staff and volunteers who have children/vulnerable adults in their
care should do their utmost to ensure the welfare of the children and prevent any kind
of abuse.
Trust
The child’s relationship with parents, guardians, staff and volunteers should have trust at
its centre, where a child feels comfortable in knowing that this person will not harm them.
Trust accepts rules, hierarchy, laws and sanctions the right track to work with children/
vulnerable adults.
Confidentiality
Identity and data of children/vulnerable adults should be protected and confidential.
Staff working with children/vulnerable adults, need to respect confidentiality as an important value.
Open communication
Parents, caretakers, staff and volunteers should have open communication with children/vulnerable adults which serves as a bridge to build relationships and to solve conflicts and disputes.

1.2 WHAT IS THE BIBLICAL BASIS FOR SAFEGUARDING?
While the Bible is not a safeguarding manual, it does, however, contain certain scriptural
themes that help us understand God’s mind and provides us with standards, principles
and theological underpinning for everything we do.
The theology of Safeguarding begins with the single attribute of God that is given most
distinctive throughout scripture, that is His steadfast love, to such an extent that it is an
all-encompassing theme throughout the Old and New Testament.
In a turbulent world, God’s love is a haven of safety especially for the small, the weak,
the poor; particularly the children and the vulnerable. God has a passion for justice.
Throughout Scripture, God rescues the abandoned, favours the oppressed, exalts the
meek and gives a voice to the voiceless. (Psalm 72:4, 12-14; 146:7, 9).
These themes of love, protection and justice combine in the Fatherhood of God, whereby He is our Heavenly Father. The love, care, nurture and protection that God the Father
gives His children is the true model of fatherhood.
It is fundamental that we as the Church ensure that our practice meets the highest standards expected by our Lord and the rest of society. In this way the Church demonstrates
The Father’s love, protection and justice and loving our neighbour as ourself (Matthew
22:36-40)
© VUSH

Updated January 2017

7

Scripture tells us to: ‘Defend the poor and fatherless; do justice to the afflicted and needy.
Deliver the poor and needy; free them from the hand of the wicked.’ (Psalm 82:3-4)
A Loving God
The Biblical account of the human race created in the image of God, “Imago Dei”, provides
a strong basis for valuing all human life, including every child and vulnerable adult. God
confirms his love and the value placed on each man, woman and child by the death and
resurrection of Jesus Christ for all people as individuals to have relation with Him.
Jesus’ treatment of children and his teaching about the Kingdom of God radically
challenges previous understandings of the status of children. His teaching is a direct
response to the disciples’ question about power and authority. They asked: “Who is
the greatest in the kingdom of heaven?” Jesus places a little child in their midst, saying,
“unless you change and become like little children, you will never enter the kingdom of
heaven. Therefore, whoever humbles himself like this child is the greatest in the kingdom
of heaven”. (Matthew 18: 1-5).
We have children and vulnerable members of our church community whom we serve,
who need our devoted care. We need to take seriously the charge given by Jesus to
welcome children (Luke 9:48)1, to protect them (Matthew 18:6-10)2 and to allow them
free access to Him (Mark 10:13-16)3.
A Fallen World
The doctrine of original sin means that humanity’s state of sin was resulted from Adam’s original sin in the Garden of Eden. All aspects of human personality and culture
have been infected by this sin and selfishness. Romans 5:12 12—Therefore, just as sin
entered the world through one man, and death through sin, and in this way death came
to all people, because all sinned. This is true at both interpersonal levels and within the
authority structures of society. The implication for safeguarding is that power within human society is likely to be abused, meaning that the Children and vulnerable are at risk.
Jesus warns the disciples severely of the dangers of “causing one of these little ones
who believe in me to sin”. “Little ones” here may mean not just children but all who are
vulnerable and powerless to protect themselves.
While we believe that God is our Protector, evil is present in our world and we are called
to ‘be very careful, then, how you live—not as unwise but as wise,’ (Ephesians 5:15),
1 Luke 9:48 New International Version (NIV)—48 Then he said to them, “Whoever welcomes this little child in my name welcomes
me; and whoever welcomes me welcomes the one who sent me. For it is the one who is least among you all who is the greatest.”
2 Matthew 18:6-10 New International Version (NIV)—6 “If anyone causes one of these little ones—those who believe in me—to
stumble, it would be better for them to have a large millstone hung around their neck and to be drowned in the depths of the sea. 7
Woe to the world because of the things that cause people to stumble! Such things must come, but woe to the person through whom
they come! 8 If your hand or your foot causes you to stumble, cut it off and throw it away. It is better for you to enter life maimed or
crippled than to have two hands or two feet and be thrown into eternal fire. 9 And if your eye causes you to stumble, gouge it out
and throw it away. It is better for you to enter life with one eye than to have two eyes and be thrown into the fire of hell. 10 “See that
you do not despise one of these little ones.
3 Mark 10:13-16 New International Version (NIV)—13 People were bringing little children to Jesus for him to place his hands on them,
but the disciples rebuked them. 14 When Jesus saw this, he was indignant. He said to them, “Let the little children come to me, and
do not hinder them, for the kingdom of God belongs to such as these.15 Truly I tell you, anyone who will not receive the kingdom
of God like a little child will never enter it.” 16 And he took the children in his arms, placed his hands on them and blessed them.
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Proverbs 14:16 says; ‘The wise fear the Lord and shun evil, but a fool is hotheaded and
yet feels secure,’ in Matthew 10:16, Jesus sent out the disciples saying, “Behold, I send
you forth as sheep in the midst of wolves: be therefore wise as serpents, and harmless as
doves’. There is a call for us to be wise in our service to the Lord, hence by implementing
safeguarding procedures in our ministry it is a wise practice, and further protecting the
vulnerable we serve, in this fallen world.
Conclusion
God, who is our Father, and perfect example of love and justice, has called us to love
others and seek justice. Jesus demonstrated that children and the vulnerable are to be
respected, valued and protected. We must be uncompromising in our resolve to keep
everyone safe from harm within our Churches and activities.
The safeguarding of children and the vulnerable are gospel imperatives and their wellbeing is essential to our Ministry. For these biblical reasons, together with our legal obligations while they are in our care, indifference and ignoring abuse is unacceptable.
It is also important that we acknowledge the need to be wise and safeguard ourselves
from harm or false accusations in our Ministry and our Evangelical community. We are
often exposed to the possibility of our openness and trust being exploited and our
well-intentioned actions being misinterpreted. We need to be able to demonstrate plainly
that the Church is a safe place for all, by our determination to show our commitment to
Safeguarding. (2 Corinthians 8:21)4
Let us ensure that safeguarding policies are taught and observed in our churches, so
that none are turned away from Jesus and that no one in our care is hurt because of our
apathy, ignorance or neglect.
‘Where there is no guidance, a people falls, but in an abundance of counsellors there is
safety.’ (Proverbs 11:14)

4 2 Corinthians 8:21New International Version (NIV)—21 For we are taking pains to do what is right, not only in the eyes of the Lord
but also in the eyes of man.
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1.3 WHO TO ACKNOWLEDGE?
We thank and acknowledge the following individuals for their input and collaboration in
developing this policy:
Participants of the Safeguarding round table:
Note: The order of names below is not made in importance,
but the roundtable gatherings in chronological order.

Rachel Wilson (‘Shkëndijë’ CEO, Initiator)
Bonnie Stephen (Nurse, formerly of “Shkëndijë”)
Akil Pano (VUSh former General Secretary)
Ada Ruçi (Rreze Dielli Center, Social Worker)
Dr. Alma Vögeli (SFI Foundation, Psychologist)
Ruth Vergnon (Alo! Mik, Director)
Claudia Tahan (Children & Families Together, Director and Social Worker)
Ridiona Stana (‘World Vision’, Safeguarding program manager)
Arvenola Bekteshi (‘World Vision’, Faith and development manager)
Sue Davidson (The Valdete Trust CEO)
Ada Kita (The Jonathan Centre, Director)
Ergest Biti (VUSH General Secretary)
Sabina Tahsini (World Vision, Child Protection Coordinator)
Evis Stafa (Global Care, Director)
Blerta Kamberi (“CHE AL” foundation-CEO, Programme Coordinator CSP)
Anila Aga (“CHE AL” foundation, Trainer)

Other Contributors
Ina Verzivolli (Chair of the National Agency for the Protection of Child Rights / Ministry of Social
Welfare and Youth)

Ermal Nufi (Attorney, Legal Advisor)
Ylli Doçi (President of VUSH)
Elona Prroj (Executive Director, “No Blood Feud, Yes to Life” Foundation)
Fatjon Kadiu (Pastor, “The Good News” Church, Fier)
Ali Kurti (Pastor, “The Source of Hope” Church)
Meriton Cungu (“Resurrection and Life” Evangelical Church, Shkodër)
Aleksandër Molla (“North Alliance” Coordinator, Counsellor at VUSH, Pastor, “Word of Life,” Laç)
Marinela Çomo (Leader of Children’s Ministry, “Disciples of Jesus” Church)
Brunilda Rustemi (Translator)
Flora Pepmarku (Editor at “Shkëndijë” Foundation)

We thank pluspoint sh.p.k for the layout of this material
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-2Safeguarding Policy

2. SAFEGUARDING
POLICY

Name of Church, Org., Institution:
Address:		
Name of contact:
Contact number:

Contact email:

Name of Safeguarding Appointee:
Contact number:

Contact email:

2.1 AUTHORITY
This policy is supported by:
• United Nations Convention on the Rights of the Child (1989)
• Law on the Protection of Children’s Rights No. 10347, (dated 04.11.2010)
• Guideline No. 10, (dated 25.02.2015) “On the way and types of collaboration and
intervention procedures to assist children at risk”, for the institutions and main structures responsible for child safeguarding.   
• Standards for Social Services in Albania (October 2005)
United Nations (UN) Convention on the Rights of the Child is a set of minimum standards
by which all children are to be cared for and protected.  It is a binding international agreement which was signed by the Albanian Government in February 1992.
Under the UN Convention, children have the right to:
• Acceptable standard of living to all including those with disabilities
• Protection against violence, abuse and exploitation
• Protection from abandonment
• The ability to use language, to enjoy their own culture and to practice their religion
• Be free from all forms of discrimination because of race, colour, sex, religion, opinion,
nationality, ethnicity and social origin, status, etc.
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2.2 DEFINITIONS AND TYPES OF ABUSE
For the purposes of this policy, all of these types of abuse include not only children, but
vulnerable adults as well, as per the definition below.
“Child” means a child under the age of 181.
“Parent” means the person/persons who gave birth to or adopted the child, both of
them or only one person, married or single or that have accepted fatherhood or motherhood of the child born out of wedlock.
“Children without parental care” are those children who do not live with their parents
because:
• Both parents have died;
• The child was removed from the parents’ custody by the court;
• The child or children are abandoned;
• Parents are temporarily or permanently unable to care for their children (they are sick
or in prison).
“Legal representative”, the person or institution which, within the targets given by the
law or the court, protects children’s interests through legal actions in the name or on
behalf of the child.
“Caretaker” means any person who has been entrusted with the care of a child, whether
temporary or long term, which includes, but is not limited to, a ‘Sunday school’ teacher, pastor, church staff member or volunteer, camp counsellor or volunteer, institutional
worker, youth worker, and mentor.
“Children with special needs” is defined as those children who because of a mental or
physical disability have not reached normal developmental milestones. Consequently,
they need special attention from the whole society to develop to the maximum of their
capacity.  
“Vulnerable Adult” is defined as any person aged 18 or over who is or may be in need
of assistance by reason of mental, physical or learning impairment, age or illness; who
is or may be unable to take care of him or herself or unable to protect him or herself
against significant harm or serious exploitation which may be occasioned by the actions
or inactions of other people.
“Confidentiality” means protecting the identity and information of children by not sharing sensitive information about the child or their family with those who are not privileged
to have that information.
“Child Protection Unit (CPU)” is the unit that functions within the administrative structure of the municipality’s Social Services.  They are responsible for the protection and
case management of children at risk. A case of a child at risk is referred to the CPU by
the authorities for an evaluation and protection.
“Abuse” means an act or acts that place a child/vulnerable adult at risk of harm.
1 Law No 10347 (dated 4.11.2010) “On the Protection of Children’s Rights” (point ‘d’)
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TYPES OF ABUSE:
Physical abuse may involve hitting, shaking, throwing, poisoning, burning or scalding,
drowning, suffocating or otherwise causing physical harm to a child/vulnerable adult. In
Albanian context, other types of abuse can include hair pulling, ear pulling and pinching.
Emotional abuse is the persistent emotional ill-treatment of a child/vulnerable adult
such as to cause severe and continuous adverse effects on the child’s emotional development. It may involve conveying to children that they are worthless or unloved, inadequate or valued only so far as they meet the needs of another person.  It may feature
age or developmentally inappropriate expectations being imposed on children.  It may
involve causing children to feel frightened or in danger, or the discrimination, exploitation
or corruption of children, denigration, mockery, threating and intimidation, racial and
sexual comments.
Sexual abuse involves forcing or enticing a child/vulnerable adult or young person to
take part in sexual activities, whether or not the child is aware of what is happening. The
activities may involve physical contact, including penetrative non-penetrative acts, such
as fondling, holding, kissing, hugging or touching minors in an inappropriate, undesired
or culturally insensitive way. They may include non-contact activities, such as involving
children in looking at pornographic material or watching sexual activities, or in the production of pornographic material, or encouraging children to behave in sexually inappropriate ways or exploiting children for sexual pleasure. Sexual abuse may involve financial
benefit through exploitation through pornography, prostitution, and sex trafficking.
Neglect is the persistent failure to meet a child’s/vulnerable adult’s basic physical and/
or psychological needs, likely to result in the serious impairment of the child’s health
or development. It may involve a parent or caretaker failing to provide adequate food,
shelter and clothing, failing to protect a child from physical harm or danger including
abuse, or the failure to ensure access to appropriate medical care or treatment. It may
also include abandonment, neglect of, or unresponsiveness to a child’s basic emotional
and educational needs.
Spiritual abuse is linked with emotional abuse. Spiritual abuse could be defined as an
abuse of power or authority, often done in the name of God or religion, which involves
manipulating or coercing someone into thinking, saying or doing things without respecting an individual’s right to choose for themselves.  Some indicators of spiritual abuse
might be a leader who is intimidating and imposes his/her will on other people, perhaps
threatening dire consequences or the wrath of God if disobeyed. He or she may say that
God has revealed certain things to them and so they know what is right. Those under
their leadership are fearful to challenge or disagree, believing they will lose the leader’s
(or more seriously God’s) acceptance and approval.  
Bullying is mistreatment in general of children by their peers in different forms of abuse,
which may include teasing/mockery, threating, inappropriate comments, and hitting.  
Exploitation – the act of using a child for profit, labour, sexual gratification or some other
personal or financial advantage. According to Albanian Law, children have the right to be
protected from economic exploitation and from performing any form of work that:
© VUSH
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• may be dangerous;
• hinders his/her education;
• threatens his/her health;
• is harmful to the child’s physical, mental, spiritual moral or social development;
• is forced labour.
2.2.1 INDICATORS OF ABUSE
There are many indicators/factors that abuse of some form is taking place. Some of
these factors may not be worrying in isolation but in combination can give serious cause
for concern.
Identification of abuse is often difficult. It is useful to consider:
• Is there a pattern of unexplained injury or illness?
• Note explanations that are inconsistent concerning a specific situation.
• What has the child/vulnerable adult said spontaneously?
• A sudden change in behaviour and emotional disposition.
INDICATORS OF PHYSICAL ABUSE
Bruises:
88 To the eyes, mouth or ears
88 Bruises of different ages in the same place
88 Outline bruises (i.e. of a shoe, belt, hand)
88 Bruises without obvious explanations
88 Bruising to non-mobile children and babies
Burns, bites and scars:
88 Clear impressions of teeth
88 Burns or scalds with clear outlines
88 Small round burns (cigarettes)
88 Large number of different aged scars
88 Scars that indicate a child/vulnerable adult did not get medical treatment
88 Unusual shaped scars
Fractures:
88 Fractures in children under 1 year
88 Alleged unnoticed fractures
INDICATORS OF EMOTIONAL ABUSE
88 Abnormally passive, lethargic or attention seeking behaviour
88 Specific habit disorders e.g. difficulty in eating or sleeping, faecal smearing, wetting
the bed
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88 Severely delayed social and speech development
88 Excessively nervous behaviour such as uncontrolled rocking and/or sudden outbursts
88 Low self esteem
88 Changes or regression in mood or behaviour
88 particularly where a child withdraws / becomes clingy / depressed / aggressive or has
extreme anxiety.
88 Nervousness, loss of attention or frozen watchfulness
88 Obsessions or phobias
88 Sudden under-achievement or lack of concentration
88 Inappropriate relationships with peers and/or adults
88 Attention-seeking behaviour
88 Running away/stealing/lying/aggressiveness/hyperactivity
88 Suicide attempt/depression/anxiety/stress increased
INDICATORS OF SEXUAL ABUSE:
88 Child inappropriately performs sexual acts with children, themselves (masturbation),
and others.
88 Excessive concern  about sexual matters, detailed knowledge of the sexual behaviour
of an adult, or doing sexual games which is inappropriate for age.
88 Sexual activity through words, play or drawing.
88 Child communicates with a language and sexual terms inappropriate for their age and
development.
88 The child repeatedly rubs or scratches his or her genitalia during activities.
88 Child complains of pain or has unexplained bleeding in the genital area.
88 Child complains of pain or has mouth/throat infection.
88 Difficulties in walking or staying in sitting position.
88 Poor functioning of the urinary bladder.
88 Pregnancy.
88 The child has signs of STD (Sexually Transmitted Disease). (Staff working with children
should be trained to recognize the signs of STDs).
INDICATORS OF NEGLECT
Children/vulnerable adults who exhibit:
88 Malnutrition and loss of weight
88 Eating a great amount of food during a meal and the tendency to hide food for later.
88 Constant tiredness, apathy and lethargy
88 Constant lack of good hygiene
88 Exposed through lack of supervision to injuries
88 Exposed to inadequate, dirty and/or cold environments
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88 Abandoned or left in circumstances without appropriate adult supervision
88 Prevented by their carers from receiving appropriate medical advice/ treatment
GENERAL INDICATORS
88 Repeated inability to control urination.- day or night
88 Sleeping and eating disturbance
88 Recurrent abdominal pains
88 Social withdrawal
88 Restlessness and aimlessness
88 Poor trust and secretiveness
88 Running away
88 Self-harm
88 Hysterical fits, faints etc.
88 Depression
88 Low Self-Esteem
These general indicators may occur in any child being abused but are particularly important in cases of emotional and sexual abuse where outward signs may not be present.
Caregivers should not make their own conclusion if they see one or more of the signs
above, however, because many children may exhibit any of these signs and it may not
mean that the child is being abused.  This is why it’s important to be familiar with the indicators above and when they observe a child exhibiting several indicators, the caregiver
should discuss this with his or her supervisor or colleague to make further observation
and make a determination as to how to handle the potential abuse
During this time, you should be very careful with the information that the caregiver provides, or that the child reports regarding the abuse. Confidentiality is very important and
care should be taken to share this information only with the responsible persons.
INDICATORS THAT A VULNERABLE ADULT IS BEING ABUSED:
88 The adult’s own reports of abuse either written, spoken, or sign language.
If non-verbal:
88 Any visible signs of injuries on the head or rest of the body
88 Their physical appearance is dirty and unkempt, clothes dirty, inappropriate or not
fitting properly.
88 Change in affect, mood or behaviour
88 Fearful when approached
88 Stops attending normal functions
88 Frequent change in caretakers
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2.2.2 PREVENTION
FOR CHILDREN:
The basic principle of working with children/vulnerable adults is to make the best interest
of the child as the primary goal.  This means that the safety and well-being of the child
should be at the centre of every decision made for a child/vulnerable adult.  This being
the primary consideration, it will result in the reducing the likelihood that a child will be
put in a dangerous or unhealthy environment.
As a caretaker, the following precautions must be taken to ensure that one is not placing
themselves or a child/vulnerable adult at risk of harm.
A brief guide:  (Also see the detailed good code of practice in section 3)
1. Being alone with children. Caretakers should not place themselves in a position
where they may be accused of abuse.  Do NOT be alone with a child.
2. Check the environment for safety before exposing the children.  Look for any potential hazards within the facility or the environment that could injure a child, such
as exposed electrical wires, protruding sharp objects, deep waters, cliff or steep
drops in the land, traffic, or anything else that could cause injury to an unsuspecting
child.
3. Physical use of punishment is an unacceptable form of discipline either from staff or
volunteer. Every caretaker must be trained in alternative/positive methods of disciplining and controlling unruly children.
4. Appropriate touch. The caretaker must touch and respond in an appropriate manner
according to his/her responsibilities and type of activity- i.e. a one hour children’s
club for young teens, compared to a baby orphanage where appropriate touch is
needed to care for the baby.
5. Being aware of the caretaker’s choice of words and behaviours. Caretakers must
ensure that they are not using teasing or derogatory language being aware of how
the child/vulnerable adult reacts to your words and actions.  If they appear offended
or hurt, stop what you are doing or saying.  Never make a child/vulnerable adult the
object of a joke or present them in a derogatory light to others.
6. Being responsible and vigilant at all the times, ensuring that the children placed
under your care do not harm one another, especially when they go in the toilet or
during free time.
FOR VULNERABLE ADULTS:
Vulnerable adults (see definition on page 11) have the right to be protected from abuse.  
As caretakers of those who may be entrusted to our care, we must ensure that we follow
the same policies, guidelines and protocols set forth in this policy in order to prevent
abuse from happening, and thus ensure that everyone is protected from harm.  
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HUMANE TREATMENT
Vulnerable adults are entitled to be treated with human dignity.  This means that a vulnerable adult has the right to:
1. Be spoken to with the same respect afforded to other adults of similar age.
2. Be clean and appropriately dressed.
3. Have access to food and shelter and comfort.
4. Have protection from all the types of abuse listed above.
5. Be protected from financial theft and exploitation.

2.3 SAFEGUARDING APPOINTEE
,
Name of Org, Church or Institution

has delegated the role of safeguarding appointee
for the safeguarding of children/vulnerable adults within their care to:

Name

The role of the safeguarding appointee is to maintain a good knowledge about the safeguarding policy and know how it is implemented. It is his/her responsibility to communicate to all members of the organisation the guidelines set within the policy, they must
maintain up to date records, attend training, understand how to handle allegations and
complaints and know how to respond to disclosures appropriately and sensitively. The
safeguarding appointee is responsible for finding out the name and number of their local
Child Protection Unit from their local council. They should know how referrals are made
and ensure that all members of the organisation are appropriately trained to carry out
their role.
2.3.1 REPORTING ACCUSATIONS OF ABUSE
(Also see Guidelines 3.1)
REPORTS OF CHILD ABUSE
1. Any person, including anonymous, having reasonable cause to believe that a child/
vulnerable adult has been subjected to abuse or acts of abuse shall report the same
immediately to the appointed person i.e. safeguarding appointee /pastor/director.
2. _______________________________ contacts the CPU, by telephone or otherwise. It
is the task of the CPU to conduct a full investigation should they deem it necessary.
In the event that the CPU cannot be contacted, the Police should be contacted.
(See appendix for list of numbers for your local council (Municipality) for the different
regions of Albania and the VKM nr 265)
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3. If the individual with the concern feels that the safeguarding appointee /pastor/director has not responded appropriately, It is, of course, the right of any individual as
a citizen to make a direct referral to the CPU.
4. The CPU begins the processes of evaluation, by evaluating if the child is at high risk
and needs immediate intervention.
5. In case of emergency, the child will be under the care of the Police in coordination
with the CPU and the social services.
6. If there is no emergency or after the first emergency plan then the CPU invites different
actors to a discussion (the multidisciplinary group) where an action plan is decided.
7. Actions are taken in collaboration within different actors and the multidisciplinary
group will ensure the follow-up of the action plan.
8. If the Police or the Social Services decide that they will not conduct an investigation,
the safeguarding appointee /pastor/director may arrange to conduct its own internal
investigation and take action as necessary to protect the child/vulnerable adult.
9. It is imperative that the persons making the report of the abuse cooperate fully with
the policy and the Social Services representative/s of regional or Municipality.
REPORTS OF VUNERABLE ADULT ABUSE
If you learn that someone (a vulnerable adult) needs immediate assistance, you have the
ability to knock on some doors.
You can contact the nearest police station where you live, your local government unit
(municipality, commune), or health center nearest to where you live or are. At each municipality you can find the representative of the social services office that serves as national coordinator for domestic violence.2
In addition, to help you come quite nonprofit organizations that not only provide advice,
but also refer your case to state authorities for a prompt and effective assistance. Their
data contact is also available in this manual (see list of organizations that work with victims of domestic violence 1 above in Appendix 4.4)
INVESTIGATION CONFIDENTIALITY
Suspicions or allegations of abuse must not be discussed with the alleged perpetrator or
anyone else other than those in authority named above. Confidentially in cases of abuse
is a basic right, therefore one must be very carefully and wise in giving the information,
because even when acting with good intentions can result in breaking the law.
2.3.2 DISCIPLINARY ACTION
_______________________________  holds each of its employees, carers, volunteers to
certain work rules and standards of conduct. When an employee deviates from these
rules and standards, the supervisor will take corrective action.
2 (Law No.9669, (dated 18.12.2006) “Measures Against Domestic Violence”)
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1. Corrective action at _______________________________ is progressive. The action
taken in response to a rule infraction or violation of standards typically follows a pattern increasing in seriousness until the infraction or violation is corrected.
2. The usual sequence of corrective actions includes:  
a. Oral warning/counselling.
b. Written warning, to be placed in personnel file.
c. Probation. A period of time decided by the supervisor that will allow the employee/volunteer to show progress/improvement. Change/unchanged progress must
be documented in writing, in accordance with the work performance form.3
d. Suspension.  An immediate and time limited removal of the employee/ volunteer
from the working environment without pay, as determined in conjunction with advisement of the Executive Director and/or Board of Directors, made verbally and
followed up in writing, placed in employee’s/ volunteer’s personnel file.
e. Termination of employment / volunteering duties.  
It should be noted that certain exceptional circumstances will warrant immediate termination.
The following are just causes for immediate termination of employees include, but are
not limited to:
• Confirmed acts of Abuse (as defined in this policy)
• Failure to report abuse to supervisor/authorities (see levels in section 3.1 of good
procedures)
• Accusations of abuse or suspected abuse
• Violating breach of confidentiality regarding child/vulnerable adult /worker/member
files which are held in confidence and trust, and all internal matters.
• Repeated use of explicit and abusive language.
• Assault or threatening bodily harm.
• Discrimination, sexual harassment or other civil or criminal offenses.
EMPLOYEE /VOLUNTEER
I have read and agree to adhere to all the principles of this policy as noted above and I have read and will put in
to practice the guidelines for safeguarding those in my care.
Name:

		

Appointee:

print name and sign					print name and sign

Date:

		

Date:

3 Work performance form is filled by the employer (the responsible authority in the Church/Organization) under the provisions of the
labor code, Law nr 136 (changed in 2015)
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2.4 CODE OF CONDUCT
_______________________________ takes the protection and welfare of children seriously.  All those working with _______________________________ in whatever capacity and
irrespective of being paid or unpaid, are bound by the conditions of the Safeguarding
Policy.
By signing this form, you are agreeing to work within the conditions of this policy, and to
the following guidelines for behaviour.
I _______________________________ agree that:
I will be bound by the conditions of the Safeguarding Policy, and that a copy of this has
been given to me and explained to me.
Specifically, to ensure the safety of children and young people,
I WILL:
• Participate in any training that is offered to me regarding the safeguarding and protection of children;
• Treat all children and young people equally and with respect, dignity, and sensitivity,
in both attitude, language and actions;
• Observe the highest standards of professional behaviour – including the way I behave
and respond to partners and community members;
• Uphold, as far as is possible given my role, the principle of the ‘’best interest of the
child’ considering the needs and well-being of the child before a decision is made
which will affect the child;
• Be sure that I get parents’ authorization and seek the maximum involvement of parents/carers;
• Ensure safety by being prepared and assessing the physical surroundings where children will be present;
• Work in an open environment by avoiding private or unobserved situations whenever
possible;
• Maintain safe and appropriate physical boundaries with children (for example by not
carrying out personal care that children can do for themselves);
• Seek to use alternative/positive methods of disciplining and controlling unruly children;
• Report any concerns – however vague – concerning the welfare of a child or the behaviour of an adult – to the attention of _______________________________ and,
• Seek guidance and support from _______________________________ whenever I am
unsure about my role, responsibilities or the best way to act.
Specifically,
I WILL NEVER:
• Be alone with any one child out of sight of others.
• Engage in rough, physical or sexually provocative games, or make sexually suggestive comments to/in front of a child, even in fun;
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• Allow or engage in any form of inappropriate touching/hugging with a child;
• Use inappropriate language in front of children or allow children to use inappropriate
language with others;
• Make a child the object of a joke or present them in a derogatory light to others;
• Use corporal/physical punishment of any form, nor psychological or emotional forms
of discipline;
• Allow allegations made by a child to go unchallenged, unrecorded or not acted upon;
• Show favouritism towards individual children/groups of children, or develop a relationship with the child outside of the work setting (note where there is already a contact with the child, this should be discussed with ________________________________
• Distribute gifts, sweets or money without discussing this in advance with
_______________________________
• Administer medication unless specifically trained and authorised to do so.
• Take images of children which show them with minimal or no clothes, or which might
be considered degrading;
• Use images of children or information from interviews for any purposes (social media…) other than that negotiated in advance with _______________________________,
and as agreed with children and their families;
• Ask intrusive and private questions about sensitive matters, unless discussed in advance so appropriate support can be in place;
I understand that any behaviour that discriminates, offends or is violent, or is outside the
spirit of the Safeguarding Policy, is unacceptable; and while discovered or reported will
result in action being taken.  This may include suspension or termination of engagement
with _______________________________ and/or criminal action.
I _______________________________ also declare that:
• I have never been charged for inappropriate behavior with a child and don’t have a
criminal record which I can prove with evidence penalty.
• I am fully aware of the importance of not withholding any information on any kind of
abuse of a child who was under my responsibility has suffered or is suffering. And I
know that the person to whom I should report any suspicion verbally first and then
using the referral form, is_______________________________.
• I agree that it is my responsibility to maintain the confidentiality of all information that
has to do with a suspicion, or actual abuse of a child, unless the information is limited
to persons who should provide the information in accordance with the requirements
of the procedure.
Signed:

____________________________________

Date:		

____________________________________
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-3Standard Guidelines
and Procedures

3. STANDARD GUIDELINES
AND PROCEDURES
3.1 STANDARD GUIDELINES AND PROCEDURES
SUSPICION OF ABUSE
Receiving allegation from a child
• Stay calm and listen carefully to what is said, don’t over react, criticize, or be judgmental of what the child is saying.
• Do not promise to keep secrets - explain that such information will need to be shared
but offer reassurance that they have done the right thing.
• Allow the child to continue at his/her own pace
• Ask questions only for clarification and avoid any questions which may suggest a
particular answer.
• Tell them (always considering their age) what you are going to do next and who you
are going to share the information with, and explain their roles and what they might
do. The incident is not to be discussed with anyone else unrelated to the abuse.
• Child safety is essential. If the child needs urgent medical assistance call medical
emergency, inform the doctors about the concern and make sure they are aware that
this is a child safeguarding issue.
• Record in writing as soon as possible what was said, using the child’s words if possible.  Note time, date, any names mentioned.  Sign and date the record; Notifies the
appointee who immediately fills out and signs a Child Abuse Report and has the person with first-hand information also sign it.  
Procedures for handling suspicion of abuse referred by an employee
1. If an employee/ volunteer suspects or notices that a child has signs of abuse he/she
should communicate with the child protection appointee within the church/organisation.
2. Together they fill out the allegation form (see appendix 5.1)
3. The appointee manages the case in accordance with procedures of the church/
organisation, and if it is necessary, refers it to the institutions responsible according
to the law.
REPORTING ABUSE TO AUTHORITY
According to the Law No. 10347 “On the Protection of Children’s Rights,” primary responsibility for the protection of children is the Child Protection Unit (CPU), which should
be established in each municipality/commune. However, the law states that all stakeholders and interested parties have a legal obligation to protect children, and in general
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to support the work of the CPU. This means that all structures, public and private institutions, must respond to abusive situations, whether existing or suspected. In practice
this means that all actors must:
1. Refer cases to the CPU when there is a concern about a child’s safety.
2. Support CPU to protect children through the provision of services.
3. Support the CPU by taking part in meetings to review the cases and planning of
interventions.
How should I report to authority?
The first step of the process of case management is to identify the case, which may
come as
a result of an incident or because of increasing concern regarding the welfare of a child.
Institutions and/or service providers that identify the case should refer it to the CPU, by
filling out the proper form (see forms in appendix 5.3). CPU referrals should be done in
Albanian within 24 hours after identifying the case, or the next working day.
In the case when the child is at immediate danger (emergency situation) the police should
be contacted first, and shortly after the CPU or the structures of the State Social Service,
in order to ensure the safety of the child by taking him into immediate protection.
What will happen next?
Stages of case management
1. Case identification or referral of a child to the Child Protection Unit. A referral/Identification Form is completed on the case of the child.
2. Initial assessment of the child’s situation to assess potential risk to the child. A decision is made on the immediate action to be taken.
3. Then there is a comprehensive assessment of the child’s situation;
4. Child Protection Meeting, a multi-disciplinary meeting is convened for the development and agreement on the Individual Child Protection Plan;
5. The implementation of the plan and intervention by the Child Protection Worker and
other actors in accordance with the Individual Child Protection Plan;
6. Child Protection Review Meeting; at a minimum of once every three months to assess progress with the plan, and to make a decision if the child is still at risk and
what further actions need to be taken;
7. Closure of the child’s file once the child is no longer at risk, harm, or abuse.
What is the role of the Church/Organization?
• Any person believing that a child has been abused or allegedly abused and needs
protection, should make a referral to the CPU. It is recommended that each facility
or institution identify the Child Protection Unit beforehand and have phone numbers
ready to facilitate reporting.
• The person making the report is encouraged to participate in the meetings of the
Multidisciplinary Technical Group to help with the development and implementation
of individual plans of care that are developed for the child.
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• The church or organisation should plan to assist in providing services to children and
families in accordance with the individual plan that is developed by the multidisciplinary team.
• It is helpful to maintain regular contact with the CPU on the implementation of the
plan, and any problematic situation.
• The church/organisation can be helpful in facilitating contacts between the child and
family.
RECRUITING STAFF AND VOLUNTEERS
(see application form in Appendix 5.5)
Careful and sensitive recruitment is absolutely essential when children/vulnerable adults
are involved. The safety of children/vulnerable adults the paramount concern. The following are suggested steps that should be taken to try and protect the children/vulnerable adults in our care.
1. It is useful to have one person in your church/organisation that is responsible for the
recruitment of workers/volunteers.
2. It is wise to only accept people who are already known members of a church. Newcomers to the church should generally be encouraged to settle into church life before taking on any responsibilities over children/vulnerable adults.  
3. Ask the prospective worker to complete an application form and a self-declaration
form (even if they have been a member of the church for a long time). It is vital to
protect the children in our care and follow best practice procedures that we can.
Considering that each person is responsible before the low for the work they do with
children.
4. Take up references as per application form and a copy of their Criminal Record
check. (Certificatë ‘Dëshmi Penaliteti’) as well as the medical report regarding their
ability to work. This information must be stored in a safe place.
Foreign teams/volunteers need to submit documentation equivalent to the criminal certificate/report, from their home country, prior to arrival, they must submit their criminal
certificate and other documents required by the law as well as the medical report regarding their ability to work. It’s also advised that their current Church leader send a letter of
recommendation.
5. It is important to have an interview with perspective staff/volunteers to try to ascertain why it is that they want to be involved in children’s ministry.
6. As a general rule, let the prospective worker observe a children’s meeting, as some
people decide that direct involvement with children’s ministry just simply isn’t for
them!
7. According to law No. 142 of “Work Code,” any new staff need to have a formal work
contract.  It is often wise to have up to a three-month probationary period. The law
requires giving new volunteers a contract and a job description so that they know
exactly what their role entails and what their commitment is to the children/vulnerable adults’ ministry.
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SUPERVISION AND STAFFING RATIOS
Children must be supervised at all times and it is the duty of the team leader to ensure
that this is possible. Appropriate staff - child ratio is one effective way to minimise any
opportunity for a child to be harmed or for an allegation to be made against a worker. In
general these are the suggested ratios to ensure proper supervision:
The standard recommended ratios are:
0-2 years

1 worker to 3 children

2-3 years

1 worker to 4 children

3-7 years

1 worker to 8 children

8 years and over         2 workers (preferably one of each gender) for up to 20 children
There should be an additional worker for every 10 extra children and/or young people.
Remember you will need more workers if you have children with disabilities.
Things to consider when evaluating staff ratios, also refer to risk assessment:
• Consider the layout of your venue i.e. the position of doors, number of doors etc., this
may mean you need additional workers.
• The capabilities of your workers - Are they be able to cope in case of an emergency?
• Their level of maturity and responsibly.
• Levels of supervision should be greater for trips and visits, for example for a swimming trip (to a public with lifeguards) the staffing ratio for children under 8 years is one
adult to one child.
GENERAL STAFF/VOLUNTEER BEHAVIOUR GUIDELINES
General
• Ensuring that everyone is treated with dignity and respect in attitude, language and
actions.
• Staff/Volunteers should never be alone with a child, you must always be in sight of others.
Discipline
When it comes to discipline, children need to understand what the expectation is as far
as what is appropriate and inappropriate behaviour.  In order to do this the expectations,
rules and regulations should be clearly posted and understood by the children and staff.
The following are guidelines for discipline:
• Consequences/discipline for inappropriate behaviour should be established beforehand by the leadership of the organization, understood and agreed upon by the children and their parents.
• Discipline should take into account the age of the child and the severity of their actions.
• Discipline should never be humiliating. Try to use positive discipline as opposed to
negative discipline.
• Physical, psychological or emotional forms of discipline are prohibited.
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Appropriate Touch
• A hug in the context of a group is very different from a hug behind closed doors.
• Touch should be related to the child, young person or vulnerable adult’s needs, not
the worker’s. All children, young people and vulnerable adults are entitled to personal
privacy and the right to decide how much physical contact they have with others, except in circumstances such as a medical emergency.
• Touch should be age-appropriate and generally initiated by the child, young person or
vulnerable adult, rather than the worker.
• Avoid any physical activity that may be sexually stimulating.
RISK ASSESSMENT
Being prepared and assessing the physical surroundings and the activities are important
aspects of ensuring safety.
Before any activity, evaluate the surrounding area and take precautions.  Questions to
ask and answer:
• Are there any dangers in the room/area, such as sharp and/or protruding objects on
walls/floors, exposed wires or trip hazards that could cause injury?
• Are chairs and tables secure?
• Is the area well lit? Or has hidden/secluded areas?
• Are exit/entrances secure so that a running child will not enter a dangerous area such
as a road, water, etc.?
• Are there main roads to cross/ vehicle traffic?
• Are flammable things such as lighter/matches safely out of reach?  Any fire hazards?
• Are poisonous/hazardous materials such as detergents, chemicals, medication placed
in locked cabinets/boxes?
• Is there a first-aid kit and fire extinguisher readily accessible?
• Is the staff trained to use the above-mentioned materials of the first-aid kit?
Also evaluate the activities and take precautions. Questions to ask and answer:
• Is the activity safe? What are the possible causes of injury? i.e. Craft scissors or choke
hazards.
• High risk activities like archery, rock climbing, swimming need extra precautions.
• Do you have the rules in place for the game/activity to prevent injury. Are your staff
aware of them?
• Are all the materials/equipment safe?
• Are staff ratios adequate for the ages/disabilities?  See supervision and Staff Ratios.
(Be aware that people can carry a dangerous weapon, such as a knife/ knuckle duster
etc. Into your venue. )
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MEDIA
In all forms of communication, children need be treated and portrayed with dignity and
not as helpless victims or in sexually suggestive poses.
Taking Photos/ Recording Images
There has been a lot of confusion as to whether we can take photographs of children
during our meeting sessions, parties, camps etc. It is still generally fine to take photographs of children enjoying normal activities. It is better to;
• Focus on an activity and where possible, show groups of children rather than individuals.
• Ensure that a ’photographer’ and/ or ‘film maker’ is not allowed to have time with or
have access to children without supervision.
• Restrict the taking of photographs/ film to a person designated to do so by the activity
leader.
• Children should always be appropriately dressed for such photographs i.e. no swimwear.
Any complaints about inappropriate images should be reported and recorded like any
safeguarding concern.
Publishing Images, Internet & Social Networking
Technology has made it easier to use pictures and images in either print or web format.
Increased usage means a greater responsibility to ensure the rights and safety of those
included in images is safeguarded.
Here are some suggested steps to prevent harm to children through communications,
social media and digital technology:
• Written permission should be sought from the parent/guardian, and vulnerable adult
when possible, before any image is used for publicity purposes.
• Material posted on social medial or digital technology should never include any identifying details such as a child’s family name or child’s personal location/address.
• Material with a child or children is not geo-tagged to precise locations if it contains
any part of the child’s name.
• Wherever possible, measures are taken to prevent electronic copying of photographs
(utilizing digital water-marking and right-click disable functions). Images that are accompanied with personal detail should be overshadowed, blurred or shouldn’t be
published.  
Children and people in general, are faced with two worlds, the real one and the virtual
one. While we try to protect children from physical risks, we need to protect children
from the risks that they are exposed in the virtual world (internet, social media, virtual
games, etc.). In social media, children can communicate with many people beyond just
surfing the internet. Other people can also contact children, either positively or negatively. It is important to explain to the child that publishing photos in social media can cause
the danger of misusing them and different forms of abuse (blackmail, threat, different
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emotional and sexual abuse). It is worth remembering that although children are digitally
competent at an early age, they don’t have the maturity or the understanding of the dangers that social media can expose them to.
As we teach the child to be safe when he crosses the road, in the same way we should
teach him to be aware of the dangers of the internet and social media.
REGISTER AND PARENTAL/GUARDIAN CONSENT
See sample form in appendix 5.2.
Parental/guardian consent
For any activity where children are under the care and supervision of a church/organisation, (i.e outings, camps, weekly meeting) parents should complete a consent form
which includes the following:
• Contact information – parents’ full names and phone numbers.
• Alternate name of contact and phone number in case parents cannot be reached.
• Any medical/health information that staff needs to know such as allergies, dietary restrictions, and any medication that the child may be taking.
Staff should also give parents information about where the activity will take place as well
as the name and phone number of the staff person who is supervising their child, and an
alternate name and phone number of another staff member.
Register
It’s a good practice to keep a register of your regular sessions, include the staff who were
present during a session and the date. The register should have a list of names and the
date.
INCIDENT/ACCIDENT RECORD
See example of form in the appendix 5.1.
The church/organisation should have a register to record the incident or accident that
has taken place during your activity with the children/vulnerable adults. In the register
are recorded data such as what happened; how the child was injured (including what the
injury was); where it occurred, who was present, etc. Also, parents need to be informed
of the accident/incident.
FIRST AID
It is law in Albania (Work Code, based on article 65 and 75) that every employer/work establishment (including churches) to have an adequate First Aid kit and Fire extinguishing
equipment. It should be well supplied and periodically checked that the dates are not
expired.  (sterile /medication).  See appendix 4.5 for a list.
First aid should be administered by someone who is trained and can evaluate the seriousness of the injury, i.e., does it require further medical/hospital attention.
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The first aider should always document what action was taken, what medication was
administered and what follow up be may necessary.
It is recommended that you ensure another adult is present when administering First Aid.
Based on their age, children who are able to do so, should be encouraged to self-administer ointment, sunscreen, inhalers, etc. with supervision.
TOILETS
Staff should take the following precautions in order to ensure the safety, privacy and
well-being of a child using the toilet.
• Children should never be left alone in a bathroom. A staff member should be nearby
(if possible outside the door) in case the child needs any help.
• A staff and a child should not be alone behind closed doors in a bathroom.
• Children or venerable adults who need assistance in using the toilet, may be assisted
by a designated staff person with prior approval of the parent/guardian, when another
staff member is present and or the bathroom entry door is not fully closed.
• Two children should not be in a toilet stall at the same time.
• Staff should ensure privacy at all times.
• When the group is in an unfamiliar site or area, toileting should be done in groups to
ensure that all children are safe.
• Diaper changes should be done in view of another other staff member.

3.2 SPECIFIC SETTINGS GUIDELINES
RESIDENCIAL FACILITIES / CAMPS
Changing and Showering
• Separate facilities or times for boys/girls and should be supervised an adult of the
same gender.
• Adults should not change or shower at the same time using the same facilities.
• Avoid any physical contact when children are not fully clothed i.e. in swim wear.
• Announce intention of entering.
Sleeping Arrangements
• Parents and children should be fully aware of sleeping arrangements prior to trips.
• Girls and boys should be in separate rooms/tent and any supervisors/carers should
be of the same gender.
• No bed sharing.
• Take caution when needing comfort a child at night.
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Food and drink
• Basic health and hygiene regulations should be adhered to (by workers and children).
• All food and drink is stored appropriately
• Snacks and mealtimes are appropriately supervised
• Fresh drinking water is available at all times
(It is important to consider that during activities with children, the hygiene in the environment where the activity takes place should be in accordance to hygiene department
standards)
TRANSPORTATION AND OUTINGS
• Written parent/caregiver consent is necessary
• Children must be transported in a vehicle that is deemed safe by the proper authorities (valid insurance, inspection, etc.)
• The driver should hold a full driving license, is approved by the church, organization,
agency, etc., as a safe driver and obeys all road laws and speed limits.
• Children should sit in appropriate seats according to their age, e.g., not sitting in the
front seat, and should use appropriate seat belts/car seats in accordance with law.
• At collection or dropping off points, the driver or the children’s leader checks that no
one is missing or hiding.
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Resources

4. RESOURCES

4.1 HELPFUL LINKS
VUSh Website: www.vush.al
Albanian Encouragement Project (AEP): http://www.aepfoundation.org
State Agency for the Safeguarding and Rights of Children : http://femijet.gov.al/al;
Lista Kombëtare e Njësive të Mbrojtjes së Fëmijës: http://femijet.gov.al/al/wp-content/
uploads/2016/10/Lista-NJMF.pdf
UN Convention on the Rights of Children: http://femijet.gov.al/al/konventa
Guidelines “On the way and types of collaboration and intervention procedures to assist
children at risk”, for the institution and main structures responsible for child protection:
http://www.qbz.gov.al/botime/fletore_zyrtare/2015/PDF-2015/33-2015.pdf;
The Churches’ Child Protection Advisory Service (CCPAS): www.ccpas.co.uk

4.2 ALBANIAN LAW
Ligji mbi Mbrojtjen e të Drejtës së Fëmijës nr. 10 347, datë 4.11.2010
VKM nr. 263 dt. 12.04.2012 “Për përcaktimin e rregullave te hollësishme, për bashkëpunimin midis mekanizmave institucionalë dhe organizatave jo-fitimprurëse, për realizimin e
politikave vendore për mbrojtjen e të drejtave të fëmijëve”
VKM nr. 265 dt. 12.04.2012 “Për krijimin dhe funksionimin e mekanizmit të bashkërendimit të punës ndërmjet autoriteteve shtetërore përgjegjëse për referimin e rasteve të
fëmijëve në rrezik , si dhe mënyrën e procedimit të tij” + Neni 8.
VKM nr. 267 dt. 12,04.2012 “Llojet, mënyra e shkëmbimit dhe përpunimit të informacionit
dhe të të dhënave statistikore të kërkuara nga ASHMDF dhe nga strukturat shtetërore
përgjegjëse, në nivel qendror dhe vendor”
Kodi i Familjes (2003)
Ligji Nr. 9669 dt. 18 dhjetor 2006 “Për masat ndaj dhunës në marrëdhëniet familjare”
Kodi i Punës http://www.sociale.gov.al/files/userfiles/Kodi_i_punes-2012.pdf
Ndryshimet në Kodin e Punës 2015: https://www.parlament.al/wp-content/uploads/
sites/4/2015/10/ligj_nr_136_dt_5_12_2015_25080_1.pdf
Shqipëria është gjithashtu palë e një numri aktesh të Këshillit të Evropës të cilat lidhen
me të drejtat e fëmijëve, duke përfshirë Konventën Evropiane mbi Veprimin kundër Trafikimit të Qenieve Njerëzore (16.5.2005);
Konventa mbi mbrojtjen e fëmijëve kundër shfrytëzimit seksual dhe abuzimit seksual
(25.10.2007); dhe Konventa e Këshillit të Evropës “Për Parandalimin dhe Luftën e Dhunës
Kundër Grave dhe Dhunës në Familje.”
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4.3 FLOW CHART OF ACTION TO BE TAKEN IN CASES OF CHILD
ABUSE.
Identification made or
Referral Received in
Child Protection

Child Protection
Worker assesses initial
information provided
within 2 days

Full assessment is under taken involving the
child, parents, family, school, health services and
other professional and organisations as deemend
necessary (to be completet within 6 weeks)

Child assessed as not at rist.
Decision = no further action to
be taken or child referred onto
more appropriate organisation.

Information provided leads Child
Protection Worker to believe child is at
risk and needs full assessment

Child Protection Worker
compiles Assessment
Report and arranges a
Child Protection Meeting

Decision is made that child
is at risk. Individual Child
Protection Plan is decided
and a date for the Review
Meeting is set

Work on Individual Child
Protection Plan is carried
out and is monitored by
Child Protection Worker

Work on Individual Child
Protection Plan is carried
out and monitored by Child
Protection Worker

Some aspect of child
situation have improved
but child still deemed to be
at rist. Further Individual
Child Protection Plan
developed

Review Meeting is held
within 3 months, to review
the child current situation
and level of risk

Review Meeting is held
within 3 months. Decision
made whether further work
is required or case can be
closed

Revised Individual
Child Protection Plan
implemented and
monitored by Child
Protection Worker. Case is
closed.

Child situation poses no
risk to him/her and no
further work necessary.
Case is closed
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4.4 LIST OF ORGANISATIONS AND SHELTERS THAT WORK WITH
DOMESTIC VIOLENCE VICTIMS AND CONTACT NUMBERS
ORGANISATION

Network against gender
violence and trafficking

CITY

CONTACT

Tiranë
 04 2233408
@

Organisation
“Reflections”

Address: Rr. e Elbasanit, Pallatet
“Fratari”, Tërshana 2, Kati i I-rë;
Kutia Postare 2412/1

Tiranë

 04 2 340434
@ refleksione@icc-al.org
Counseling Center for
Women and Girls

Tiranë

Address: Rr. “Sami Frashëri”, Pall.9,
Shk.5, Kutia Postare 2416/1
 04 2 233408
@ qkgv@albnet.net

Center for Citizens Legal
Initiative

Tiranë

Address: Rr. “Vaso Pasha”, Pall.12,
Shk.1, Ap.1
 04 2 259795
@

Center of Human Rights
in Democracy

Tiranë

avokatore@albmail.com
aurboz@yahoo.com
Address: Rr. “Siri Kodra”, Pall. 23,
Shk. 1, Ap.12

 04 2 400712
@
Center Alliance for
Development

Tiranë

qdnd@albaniaonline.net
info@hrdc.al
Address: Rr. “Abdyl Frashëri”, Pall 10

 04 2 255514
@ gadc@gadc.org.al

Different and Equal

Tiranë

Address: Rr. “Milto Tutulani”, Pall.
Alb-Milenium, Shk. 6, Ap.30-34
 04 2221892
@ different&equal@icc-al.org

Social Center for Women
and Girls

Durrës

Address: Lagjja 11, Rr. “Baki
Çelmeta” (pranë Restorantit
“Pranvera”)
 052 2 223815
@ shoqataegrave@yahoo.com
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Elbasan Women’s Forum

Elbasan

Address: Lagjja “5 Maji”, Rr. “Fetah
Ekmeciu”, Pall.450/1


054 2 5 5509
054 2 540051

@ shoqataegrave@yahoo.com
Other Vision

Address: Lagjja “Aqif Pasha”, Rr. “Ali
Arapi”, Nr.19

Elbasan

 054 2 252919
@ tjetervizion@gmail.com
Women to Women

Shkodër

Address: Rr. “Marlin Barleti”,
sipër Kristalit, përballë kinemasë
“Millenium”


022 24 1154
022 24 5234

@ gruajatekgruaja@gmail.com
Women Center
“The Easy Steps”

Shkodër

Address: Rr. “Branko Kadia”, Lagjja
“3 Heronjtë”, Nr. 57
 022 44022
@ qendragruashk@yahoo.com

The Door

Shkodër

Address: Lagjja “Naim Gjylbegu”
Rruga “Bujar Bishanaku”
 022 2 43729
@ thedoor@infothedoor.com

Woman Center “Kristal”

Berat

Address: Pallati i Kulturës “Margarita
Tutulani”
 032 31 004
@ qkgv@yahoo.com

Social assistance to
the head of household
woman
Korça women

Kuçovë

Address: Lagjja “Llukan Prifti”
 069 22 96 445
@ teftansgk@yahoo.com

Korçë

Address: Bulevardi “Republika”, Pall.
3, A.1
 082 43 563
@ korcawomen@yahoo.com

Organization
“Me woman”

Pogradec

Address: Rr. “Reshit Collaku”, Lagjja 1
 083888140
@ une_gruaja@yahoo.com
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EMERGENCY TOLL/FREE NUMBERS
Emergency (Police, Ambulance, Fire fighting):

112

Children help Number:

116-111

The green number Municipality of Tirana (domestic violence):     

0800 0888

4.5 FIRST AID KIT
These items are recommended for a general purpose First Aid kit. Please seek advice as
to the specific suitability for your organisation or activity.
Nr.

Item

Unit

Qty.

1 Emergency list numbers

piece

1

2 HSE Medium (12 x 12cm) dressing in sterile plastic wrapping

piece

4

3 HSE Large (18 x 18cm) dressing in sterile plastic wrapping

piece

1

4 Elastic bandage

piece

3

5 Sterile gauze 5 x 5

piece

5

6 Sterile gauze 7.5 x 7.5

piece

5

7 Sterile gauze 10 x 10

piece

5

8 Eye gauze, in sterile plastic wrap

piece

5

9 Gauze for burns, with hydrogel, non-toxic, that doesn’t cause irritation

pack

1

10 Gauze with antiseptic individually wrapped (without alcohol)

pack

1

11 Non-woven Disposable Triangular Bandage (90 x 90 x 127cm)

piece

2

12 No. 16 Eye Pad in sterile plastic wrapping

piece

2

13 Instant Cold Compresses

piece

2

14 Assorted pack of ten washproof plasters

pack

4

15 Microporous Tape (1.25cm x 10m)

piece

1

16 Wound plaster

pack

1

17 SJS Nitrile Powder Free examination gloves

pair

2

18 Heavy duty Tuff-Kut scissors.

pair

1

19 Small (35.5 x 45.5 cm) clinical waste Bag

piece

1

20 Disposable Heat Retaining Blanket - metalised polyester film (210 x 160cm)

piece

2

21 Revive Aid face shield with a one-way valve.

piece

1

22 Pack of (25 x 20ml) Eye Wash Phials

phial

4

23 First Aid Manual

piece

1

24 An accident report book with forms

piece

1

HIV/AIDS
Good hygiene should always be practised. Disposable latex gloves and an apron should
be used when dealing with broken skin, bodily fluids or faeces.
Should you use any items in the First Aid kit, please ensure that you re-stock immediately.
The First Aid kit should be checked periodically.

© VUSH

Updated January 2017

39

-5Useful Ready Form

Note: Some of these forms may be filled out in English unless otherwise indicated below,
or if the agency/organization/church requires it in Albanian. The Albanian version of these
forms may be found in the Safeguarding Policy link on the VUSH or AEP websites.

5.1 ACCIDENT / INCIDENT FORM

_________________________________________________________________________________________
Insert name of Organization here

ACCIDENT / INCIDENT FORM
 Accident		

 Incident

Name of Child/ Vulnerable adult: _____________		
Location of Accident/Incident:
Name of Staff present:

		

Date of Accident/Incident :

___.___.______

_____________________________________________

			_____________________________________________

Name of Witnesses:

_____________________________________________________
_____________________________________________________

What happened?

___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
 Yes		

Was medical attention needed?
If yes, how was the child / vulnerable adult treated?

		

 No

_________________________________

Who treated the child/vulnerable adult? 			_________________________________
Does the child need follow-up medical attention?

 Yes		

 No

Was a supervisor notified?

 Yes		

 No

Was a parent/guardian notified?

 Yes		

 No

If yes, name of person notified?
Is there any other follow-up necessary?
If yes, what follow-up is needed?

_____________________________________________
 Yes		

 No

_____________________________________________

_____________________________

_____________________________

Print name of person filling out report

Signature of person filling out report/Date

_____________________________

_____________________________

Print name of supervisor

Signature of supervisor/Date
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5.2 ALLEGATION FORM
The form below must be completed in the event of an allegation or if there is a suspicion
of harm. The form must be given to the designated person unless it is inappropriate to do
so or the designated person is not available.  In this case, speak to either a senior leader
or contact Social Services.

ALLEGATION FORM
Name of child/vulnerable adult

Age/ Date of birth

Parent(s) name

Address / Tel No.

Ethnicity of child

Any additional needs

What has prompted this concern?

Is it your concern or someone else’s?

Physical signs?

Behavioural signs?

Other signs?

Has the child been spoken to? What was said?

Have the parents been contacted? What was said?

Has anyone been alleged to be the person causing the
harm/ the abuser? Who?

Has anyone else been consulted? Name

Signature of person making this record and date.
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5.3 CHILD PROTECTION REFERRAL FORM
NOTE: THIS FORM IS INVALID IN ENGLISH. THIS TRANSLATION IS INCLUDED FOR
YOUR CONVENIENCE, TO UNDERSTAND WHAT IS ON THE OFFICIAL ALBANIAN FORM.
When there is an allegation of abuse this form is filled out in Albanian language by the
organization/agency/church/institution and given to the proper authorities.
CHILD PROTECTION REFERRAL FORM
Name of child

Date of birth:

Gender:

Name & Adress of main caregiver:

Child current location (Where the child is staying):

School

Other sevices regarding the child (e.g health etc.)

Information about other kids in the house:

Brief family history (if known):

Resosons for referring/the concern:

The work that is done/services offered in the last 7 days:

Name and the contact of the person
making the referral

© VUSH

Name and the contact of the person
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Date when the referral was done:
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5.4 CHILD/VULNERABLE ADULT CONSENT FORM

CHILD/VULNERABLE ADULT CONSENT FORM
Full name:

____________________________________________________________

Address:		

____________________________________________________________

Phone No.:

_____________________

Date of Birth:

_______________________ Special Needs

School:

Additional Contact:

__________________

 Yes		

 No

_____________________________________________

Details of any medical problem which we need to know:

________________________________________________________________________
________________________________________________________________________
Date of last anti tetanus:

_______________________

_____________________________ tto take part in all of the normal activities of
_____________________________. I understand that for day trips and other such activities additional
I give permission for

consent will be needed. I agree to inform the club of any changes to personal details such as addresses and
medical conditions. I understand that all reasonable care will be taken of my child but staff cannot necessarily
be held responsible for any loss, damage or injury sustained by my child during a club session. I recognise that
staff are not responsible for personal items such as mobile phones, electronic games etc. I understand that my
child will be required to follow the rules of the group and to behave in an appropriate manner.
I am happy for photographs of my child to be used in _____________________________ publicity or
publications.
Please tick:		

 Yes		

 No

In an emergency and I am not able to be contacted, I am willing for my child to receive hospital or dental treatment.
Please tick:		

 Yes		

 No

Date:							______________________________

Signed (Parent/Carer with parental responsibility): :		
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5.5 STAFF AND VOLUNTEER APPLICATION FORM
STAFF AND VOLUNTEER APPLICATION FORM				

P. 1/2

Name: 		

____________________________________________________________

Address:		

____________________________________________________________

Tel:

_____________________

Date of Birth:

E-mail:

______________________________

_____________________

Previous work experience with children (include training and qualifications)

________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
Have you previously been involved in voluntary work?

 Yes		

 No

If yes, please give details.

________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
Which groups within the church are you interested in being involved with?

________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
Please tell us about your Christian experience – how long have you been a Christian, which churches have you
attended and dates. Please include names of leaders.

________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
Do you have any spare time interests?

________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
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STAFF AND VOLUNTEER APPLICATION FORM				

P. 2/2

Please provide names and addresses of two people whom we could contact for a reference (not relatives).
Name:

__________________________________

Name:

__________________________________

Address: __________________________________

Address: __________________________________

Tel:

Tel:

__________________________________

__________________________________

Have you ever been convicted of a criminal offence
or been the subject of a Caution or of a Bound Over Order?							
									 Yes		

 No

If YES, please state below the nature and date(s) of the offence(s).

________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
Have you ever had an offer to work with children/young people declined?

 Yes		

 No

If YES, please give details below about what and the date (dates) of preventive action (actions).

________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
Have you ever been denied your initiative to work with children/youth?

 Yes		

 No

If YES, please give details

________________________________________________________________________
________________________________________________________________________
________________________________________________________________________

Do you agree to complete an Enhanced Disclosure form from the Criminal Records Bureau?
									 Yes		

Signed:
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