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SISTERS OF ST. JOSEPH BENEDICT COTTOLENGO, KENYA 

 

 

MINORS AND VULNERABLE PERSON’S PROTECTION GUIDELINES AND 

PROCEDURES MANUAL 

PREAMBLE 

We, the Sisters of St. Joseph Benedict Cottolengo, Kenya, have ADOPTED and ENACTED for 

ourselves the Association of Sisterhood of the Kenya Child Protection Policy, and are 

COMMITTED TO STRICTLY ADHERE to the rules, regulation and provisions contained in 

the Association of Sisterhood of Kenya Child Protection Policy. 

Further, we DO HEREBY ENACT the Minors, Vulnerable Persons Protection Guidelines, and 

Procedures Manual, to supplement the Association of Sisterhoods of the Kenya Child Protection 

Policy, and ensure that the rights and privileges of all children under our care are protected and 

safeguarded. 
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VISION OF THE SISTERS OF ST. JOSEPH BENEDICT COTTOLENGO, KENYA  

The protection of vulnerable people is an integral part of the Gospel message that the Church and 

all its members are called to spread throughout the world. Indeed, Christ himself has entrusted to 

us the care and protection of the little ones and most defenseless: "Whoever welcomes one child 

like this in my name welcomes me" (Mt 18: 5). We all therefore have a duty to welcome vulnerable 

people generously and to create a safe environment for them, with priority being given to their 

interests. This requires a continuous and profound conversion, in which personal holiness and 

moral commitment can contribute to promoting the credibility of the evangelical proclamation and 

to renew the educational mission of the Church ". 

 

MISSION OF THE SISTERS OF ST. JOSEPH BENEDICT COTTOLENGO, KENYA 

The mission of the Congregation of the Sisters of St. Joseph B. Cottolengo (hereinafter SSJBC) 

consists in taking care of the poor, sick, abandoned, particularly needy person, all people who due 

to their condition must be considered "vulnerable" according to this document. The SSJBC 

Congregation promotes the dignity of such people, taking care of them in the physical, psychical 

and spiritual dimension. 

Consequently, the SSJBC Congregation is particularly careful to promote within the works a 

climate of respect for each person, of authentic relationships, and to counteract any attitude that 

could threaten this climate, in explicitly any form of abuse towards vulnerable people. 

 

CORE VALUES OF THE SISTERS OF ST. JOSEPH BENEDICT COTTOLENGO, 

KENYA  

i) Prayer 

ii) Truthfulness 

iii) Honesty 

iv) Dignity 

v) Charity 

vi) Gratitude 
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vii) Simplicity 

viii) Trust in Divine Providence 

MINORS AND VULNERABLE PERSONS PROTECTION GUIDELINES AND 

PROCEDURES MANUAL 

1.0     TITLE 

This manual shall be known as “THE SISTERS OF ST. JOSEPH BENEDICT COTTOLENGO, 

CHILD AND VULNERABLE PERSONS PROTECTION GUIDELINES AND PROCEDURES 

MANUAL “or in short, “The Manual”. 

2.0 CONSISTENCY WITH THE ASSOCIATION OF SISTERHOOD OF KENYA 

(AOSK) CHILD PROTECTION POLICY 

i) This Manual, implements the Association of Sisterhoods of Kenya Child Protection Policy 

and subsequent amendments that may be made Universal policy/promulgation of and by 

the Sisters of St. Joseph Benedict Cottolengo 

ii) Any provision of the Manual, which is inconsistent with the Association of Sisterhoods of 

Kenya Child Protection Policy, is void to the extent of the inconsistency. 

iii) The Minors and Vulnerable Persons Protection guidelines and Procedures Manual, shall 

further not contravene any Laws of the Kenya Treaty or Conventions ratified by Kenya. 

3.0           THE BINDING NATURE AND SCOPE OF APPLICATION 

This Manual applies to the Congregation, the novitiates and the affiliates of the Congregation 

including but not limited to the caregivers, visitors, partners, suppliers, service providers etc. 

This Manual applies to all members of the Congregation regardless of their station of duty or 

appointment, which may include parishes, dioceses, professional duties, Universities, Colleges etc. 
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4.0 DEFINITIONS OF TERMS 

In this manual, unless the context otherwise requires, the following words shall have the following 

meaning; 

“Minor– means an individual who has not attained the age of eighteen (18) years and in this 

context extends to the mentally challenged individuals under the care of the institutions. 

“Abuse”- refers to physical, sexual, emotional or psychological maltreatment and/ or neglect.  

“Vulnerable Person” –This refers to a minor or a person with mental, physical or emotional 

infirmity -who is unable to take care and protect themselves from significant harm, and persons in 

powerful positions who may use their power to exploit or inflict harm on others. Any mention of 

the term vulnerable persons also includes vulnerable adults. 

“Congregation” – Any reference to the word congregation used in this manual refers to the Sisters 

of St. Joseph Benedict Cottolengo 

“Protection”- This is defined as the ‘prevention of and response to abuse, neglect, exploitation, 

and violence against minors and vulnerable persons. 

“Manual” – Any reference to the word manual means minors and vulnerable persons guidelines 

and procedures manual 

"Discrimination"- any distinction, exclusion or preference, which has an effect of nullifying 

or impairing equal enjoyment of human rights 

5.0          RATIONALE 

The development of this Manual was necessitated by the need for the Congregation to comply with 

the requirements of the AOSK Child Protection Policy and to respond to the Pope’s call to protect 

minors and vulnerable persons.  
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6.0          POLICY STATEMENT 

The Congregation is committed to respond to the care and protection of minors and vulnerable 

persons as a part of their founding charism and social responsibility.  

The Congregation along with its staff extends its support and guidance to the Congregation, the 

novitiates and the affiliates of the Congregation including but not limited to the caregivers, visitors, 

partners, suppliers, service providers etc. 

7.0          PRINCIPLES 

7.1 In addition to the principles underpinning the AOSK Child Protection Policy under 

Paragraph 3.0, the following principles shall also apply on all matters affecting 

minors and vulnerable persons dealt by the Congregation, its novitiates and affiliates 

7.1.1 To uphold the best interests of minors and vulnerable persons in all situations. 

7.1.2 To ensure minors are protected from abuse, neglect, harmful cultural practices, all 

forms of violence, inhuman treatment, punishment, and hazardous or exploitative 

labour. 

7.1.3 To ensure that parental care and protection is given to a minor, and there is 

equalresponsibility of the mother and the father to provide for the minor, whether they 

are married to each other or not. 

7.1.4 To work with the Government and other stakeholders of goodwill, with a view of 

achieving progressively the full realization of the rights of the minors. 

7.1.5 All vulnerable persons have the right to the best available mental health care, which 

shall be part of the health and social care system. 

7.1.6 All minors and vulnerable persons with mental illness shall be treated with humanity 

and respect. 

7.1.7 Minors and vulnerable persons have the right to be listened to, right to be heard and 
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right to a prompt and effective response to allegations and suspicions about their safety 

and welfare. 

7.2  There shall be no discrimination on the grounds of mental illness.  

 Special measures solely to protect the rights, or secure the advancement of minors or 

vulnerable persons shall not be deemed discriminatory.  

8.0 VARIOUS FORMS OF ABUSE AGAINST WHICH MINORS AND VULNERABLE 
PERSONS SHOULD BE PROTECTED FROM 
 

ITEM NO. ABUSE MANIFESTATION/INDICATORS 

1 Physical abuse 

i. Being hit, slapped, pushed 
or restrained. 

ii. Being denied food or 
water. 

iii. Rejection of the 
opportunity of going to 
the bathroom when one 
needs to. 

iv. Misuse of one’s 
medicines. 

 

 

Refer to paragraph 7.3 of the AOSK 
Child Protection Policy 

2 Emotional/Psychological abuse 

i. Demeaning utterances on 
physical looks. 

ii. Emotional abuse. 

iii. Threats to hurt. 

iv. Humiliating, blaming, 
controlling, intimidating 
or harassing. 

 

Refer to paragraph 7.3 of the AOSK 
Child Protection Policy 
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v. Verbal abuse. 

vi. Cyber bullying and 
isolation. 

vii. An unreasonable and 
unjustified withdrawal of 
services or support 
networks. 

viii. Withholding information 
that a person has a right to 
know. 

 

 

3 Sexual abuse 

i. Indecent exposure. 

ii. Sexual harassment. 

iii. Inappropriate looking or 
touching. 

iv. Sexual teasing or other 
innuendos. 

v. Sexual photography. 

vi. Being forced to watch 
pornography or sexual 
acts. 

vii. Being forced or pressured 
to take part in sexual acts. 

viii. Rape 

ix. Demanding sexual favors 
for grades or promotion 

 

Refer to paragraph 7.3 of the AOSK 
Child Protection Policy 
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4 Neglect 

i. Physical Neglect or 
Deprivation of Needs. 

ii. Medical Neglect. 

iii. Supervisory Neglect. 

iv. Environmental Neglect. 

v. Educational Neglect. 

vi. Emotional Neglect 

 

Refer to paragraph 7.3 of the AOSK 
Child Protection Policy 

 

 Others 

a) Minors against other minors 

i. Child to child bullying. 

ii. Verbal and physical abuse. 

iii. Coercion. 

iv. Discrimination. 

v. Pornographic exposure. 

vi. Indecent treatment. 

b) Workstation abuse 

i. Cyber bullying. 

ii. Coercive or threatening 
actions. 

iii. Social bullying. 

iv. Obscene verbal 

 

The abuses under this broad category 
may be manifested in one or more of 
the indicators in the other four 
categories (Physical, 
Psychological/Emotional, Sexual and 
Neglect) 
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utterances. 

v. Indecent dress code. 

vi. Unwarranted advances. 

c) Discriminatory abuse 

i. Discrimination on basis of 
race, nationality or 
ethnicity. 

ii. Discrimination on basis of 
gender and gender 
identity. 

iii. Discrimination on basis of 
age. 

iv. Discrimination on basis of 
disability. 

v. Discrimination on basis of 
religion. 

 

d) Financial abuse 

i. Stealing money or 
valuables from other 
colleagues. 

ii. Borrowing from other 
persons without refund. 

iii. Inappropriate use of 
official funds. 

iv. Internet financial scams 
(Use of passwords to 
transfer cash from 
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colleague’s accounts). 

v. Abuse of mutual financial 
support groups.  

vi. Demanding money in 
exchange for grades or 
promotion 

 

 

 

 

 

 

9.0 CODE OF CONDUCT OF THE CONGREGATION AND ITS AFFILIATES  
 

The congregation and its affiliates should at all times in their dealing with minors and vulnerable 

persons uphold the code of conduct stipulated below; 

i. Value and respect each child and vulnerable adult as an individual in his/her own right. 

ii. Respect the relationship of the minors and vulnerable person to his/her parents, his/her 

siblings, other members of his/her family and other significant persons, taking account of 

his/her natural ties and interdependent rights and responsibilities. 

iii. Facilitate the optimal growth and development of each minor or vulnerable person, to 

achieve his or her potential in all functioning aspects. 

iv. Help each minor or vulnerable person for whom he or she bears responsibility, by 

preventing problems where possible. 

v. Offer protection where necessary, by providing care and rehabilitation to counteract and 

resolve the herein problems. 

12



17 
 

vi. Use information appropriately, respecting the privacy of the minors and vulnerable 

persons. 

vii. Maintain confidentiality where necessary, respecting the rights of the minors and 

vulnerable persons. 

viii. Oppose at all times any form of discrimination, oppression or exploitation of the Minors 

and vulnerable persons. 

ix. Maintain personal and professional integrity. 

x. Develop skills and knowledge in order to work with competence, ensuring high quality 

service at all times. 

10.0 CODE OF CONDUCT OF MINORS AND VULNERABLE PERSONS 

The minors and vulnerable persons should at all times uphold the code of conduct stipulated below; 

i. Observe self-dignity, control and respect to others. 

ii. Refrain from demeaning and disrespecting their peers and other people. 

iii. Respect the Catholic faith and practices. 

iv. Maintain personal demeanor in language and dressing. 

v. Use official language. 

vi. Maintain high morals and ethical standards 

11.0         GENERAL IMPLEMENTATION GUIDELINES 

The manual shall be disseminated through workshops, seminars, orientation and induction of new 

employees by the Congregation and its affiliates; 

i. All members, staff and caregivers shall be required to sign a declaration form confirming 
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that they have read, understood and are committed to adhering to the provisions of this 

manual. 

ii. Open discussions about minors and vulnerable persons in relation to their protection should 

be encouraged through relevant forums. 

iii. There is established the Minors and Vulnerable Persons Protection and Investigations 

Office at the Congregation and its affiliates (where possible). The said office shall be 

headed by a Minors Protection and Investigations Officer. The duties of the said officer 

shall include but not limited to; receiving, investigating, dealing, reporting and forwarding 

complaints to the Superior General. 

iv. The Minors Protection and Investigations Officer shall act as the link between the 

Congregation and the AOSK Child Protection Officer. In this role, the Minors Protection 

and Investigations Officer shall update the AOSK Child Protection Officer/Office, of all 

cases of abuses and the actions taken by the Congregation within thirty days of the 

occurrence of the incidence of abuse in line with paragraph 8 (n) of the AOSK Child 

Protection Policy. 

v. The Congregation shall ensure that all its communities, affiliates and any other person 

coming into contact with minors and vulnerable persons understand their duty to report 

concerns that arise about minors or vulnerable persons, or a worker’s conduct towards 

minors to the institutions designated person for child protection. 

vi.  The manual will be reviewed after every three years, or depending on emerging need to 

ensure that it addresses its objectives of creating a conducive, safe and enabling 

environment which will go a long way in ensuring that the rights of minors and vulnerable 

persons are protected at all times. 

12.0 TRAINING WITHIN THE CONGREGATION, AFFILIATES AND CAREGIVERS 

ON IMPLEMENTATION OF THE POLICY 

The Congregation, its affiliates shall be trained on the following key thematic areas, relevant to 

Minors and Vulnerable Persons protection: 
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i. AOSK Child Protection Policy 

ii. Abuse behavioral and physical indicators and the impact of abuse 

iii. Responding to abuse and disclosures 

iv. Adhering to professional conduct 

v. Minors protection and Vulnerable Persons risk management. 

vi. Minors and Vulnerable Persons participation strategies. 

vii. Personal safety skills for minors and vulnerable persons. 

viii. Developing an internal Minors and Vulnerable Persons protection referral and reporting 

procedure. 

ix. Minors and Vulnerable Persons safe recruitment. 

x. Conducting a Minors and Vulnerable Persons protection audit. 

xi. Dynamics of sex offending. 

xii. Minors and Vulnerable Persons trafficking and child sex tourism information. 

xiii. Minors and Vulnerable Persons protection in emergencies. 

xiv. Train the trainers. 

xv. Positive discipline – to enhance our commitment to end physical and humiliating 

punishment of minors and vulnerable persons 

xvi. Internet and social media safety for minors and vulnerable persons. 

xvii. Protecting minors and vulnerable persons in Research Contexts 

xviii. Any other relevant issues on Minors and Vulnerable Persons protection policies. 
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13.0 MINORS AND VULNERABLE PERSONS PROTECTION POLICY SIGN OFF 

PROCEDURE 

13.1 The Congregation including priest, brothers, volunteers, employees and all caregivers; 

i. The Congregation will distribute the Child and Vulnerable Persons Protection Procedures 

Manual to all its members including priest, brothers, volunteers, employees and all 

caregivers for reading and execution. 

ii. The Congregation is responsible for ensuring all its members and workers have                       

read, understood and signed the Declaration Form and a Commitment Form at Appendix 

3 and 4 of this manual respectively.  

iii. Once signed, the declaration form and commitment form must be retained by the 

Congregation in their records 

13.2 Consultants and Individual Contractors 

i. All Consultants or Individual Contractors working in premises there are minors and 

vulnerable persons must sign the declaration form and commitment form at Appendix 3 

and 4. 

ii. The signed forms must be returned to the responsible Officer for storage  

14.0      CONSEQUENCES FOR BREACH OF THE MANUAL 

Breach of this manual may lead to the following sanctions: 

i. Disciplinary action which may lead to dismissal from the Congregation or work 

ii. Terminations of contracts and severing of relationships. 

iii. Any other appropriate remedy deemed fit by the congregation. 
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15.0 GUIDING PRINCIPLES WHEN HANDLING COMPLAINTS 

 

i. The Congregation will treat all concerns raised seriously and ensure that all parties will be 

treated fairly. 

 

ii. All reports will be handled in a professional, confidential and in an expedient manner.  

iii. All reports made in good faith will be viewed as being made in the best interests of the 

minors and vulnerable persons, regardless of the outcome of any investigation. 

iv. The Congregation will ensure that anyone reporting abuse in good faith is protected. Any 

person who intentionally makes false and malicious allegations will face disciplinary 

action. 

v. The rights and welfare of the minors and vulnerable persons are of prime importance. Every 

effort must be made to protect their rights and safety throughout the investigation. 

vi. The rights and welfare of any accused persons will also be upheld during the investigation 

process. 

vii. The Minors and Vulnerable Persons Protection Officer will securely file all the reports. 

Copies of the reports will also be filed by the HR department, if the incident involves a 

staff member or a volunteer of the Congregation. Further, it will be filed by the Dean of 

Students or designated officers for cases involving students. 

viii. Minors, vulnerable persons and community members will be provided with information 

about how to report any Minors and Vulnerable Persons protection concerns about 

employees and others. 

16.0     REPORTING PROCESS 

i. Persons, who receive information about abuse or risk of abuse, should ensure immediate 

safety of the child or vulnerable person by taking emergency action if required. This can 

mainly be done by contacting Police/Social worker/Medical services. 
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ii. Persons who receive information should make a full record of what has been said, heard 

and/or seen as soon as possible, including signs and dates of the information, and later pass 

the report to the Minor and Vulnerable Persons Protection and Investigations Officer. The 

report should be prepared in line with the Form in Appendix 1. 

iii. Minors and Vulnerable Persons Protection and Investigations Officer, upon receipt of the 

information, will carry out an interview with the child in the presence of the person who 

reported the abuse. He or she will then record the interview in the Form in Appendix 1. 

iv. Upon receipt of the complaints, the Minors Protection and Investigation Officer shall 

conduct investigation and prepare a bound report as per paragraph 8.4 (k) of the AOSK 

Minor Protection Policy and forward the same to the Superior Delegate within a period of 

fourteen (14) days from the date of the receipt of the complaint 

i. The Superior Delegate shall upon the receipt of the report from the Minors Protection and 

Investigation Officer constitute an ad hoc panel to hear the allegations and complaints. The 

ad hoc panel shall consist of: 

a. Representative of the Superior Delegate, who must be a member of the General 

Council and who shall act as the Chairperson. 

b. Two other members of the Congregation to be appointed by the Regional 

Superior  

c. A civil lawyer. 

d. A canon Lawyer. 

e. Minors and Vulnerable Adult Protection and Investigations Officer who shall 

act as the prosecutor. 

ii. If aggrieved by the ad hoc panel’s findings, a party may appeal to the Regional Superior, 

whose decision shall be final and binding. 

iii. All complaints, allegations should be taken seriously at every level. Reports and 
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information should be treated with confidentiality on a strictly “need to know” basis. 

iv. In case of sexual abuse Minor and Vulnerable Adult Protection and Investigations Officer 

ensures that: 

 The minor is taken to a health facility for medical care immediately 

 Preserve the evidence- do not bathe the child, wrap any clothing if not worn with 

appropriate paper i.e. newspaper, brown paper. Never use polythene or plastic.  

 Report to police immediately so that investigations are initiated within 24 hours of 

reported abuse and that all legal actions are taken against the abuser in the Sexual 

Offences Act, 2006 

 Inform the District Children’s Officer, AOSK Child Protection Officer and the 

Regional Superior about the incidence.  

 Protect the child from having further contact with the alleged abuser.  

 All details of the abuse and action taken are recorded and filed in the minor’s file.  

v.  It is important to complete the investigation before going to the media or publishing 

information: Do not go to the media with no established facts.  

17.0 PRUDENTIAL MEASURES TO BE OBSERVED TO PREVENT OCCURRENCES 
OF INCIDENCES OF MINORS AND VULNERABLE PERSONS ABUSE 

The following measures if observed can prevent/avoid occurrence of incidences of 

Minor and Vulnerable Persons abuse: 

a) All minors should be treated with respect at all times. 

b) Corporal punishment is NOT to be administered. 

c) Anyone dealing with minors should always ensure that they are in a position where 

they can be seen by other people and also maintain appropriate distance of contact 

with them. 

d)  People should avoid spending excessive amounts of time alone with minors or 

away from other adults. 
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e) It is highly recommended that when one is meeting a minor, they should do so in 

an open place in the presence of a responsible adult person. 

f) All manner of relationships with minors which can be deemed to be exploitative 

or abusive should be avoided. 

g)  Minors should NOT be helped to do things which they can comfortably do for 

themselves. For instance; grooming, dressing, bathing etc. 

h) One should NOT show favourism or spend excessive amounts of time with one minor. 

i) One should NEVER act in ways that are intended to shame, humiliate, belittle or 

degrade a minor or a vulnerable person. 

j) One should avoid inappropriate use of the media, the internet, videos and 

photographs whose content is pornographic in nature. 

k)  Remarks or statements that are suggestive should NEVER be used at all costs 

towards minors and vulnerable persons. 

l) One should NEVER behave physically in a manner that is sexually provocative 

towards minors and vulnerable persons, or in the presence of minors. 

m) One should NOT engage in or allow sexually provocative games with minors to 

take place. 

n) The language to be used towards minors should be one that mentally and 

emotionally empowers a minor. 

o)  One should always maintain neutrality and impartiality towards minors and 

vulnerable persons regardless of race, culture, age, gender, disability, family 

background, social status or religious beliefs. 

p)  One should keep in mind that actions, no matter how well intended, can be subject 

to misinterpretation or even malicious intent by third parties. 
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In addition to the above: 

17.1 With Regard to Recruitment  
The Congregation shall exercise due diligence to screen out all people who might use the 

congregation’s premises/ facilities to harm minors and vulnerable persons. These shall include but 

not limited to addressing minors protection on application forms in interviews and in reference on 

the suitability of the candidate to work with minors or for minors focused agency. All necessary 

documentation will be kept on the file reference. 

Minors protection screening measures are applied to all candidates for staff, intern, volunteers, 

board members and independent contractors/consultants. 

Background checks: candidates for staff, board members, interns and volunteers whose contracted 

responsibilities will be expected to include interaction with or access to minors have an 

identification check and criminal record check prior to employment and periodically thereafter as 

required by the Kenyan law. People with past conviction or crime against minors and vulnerable 

persons shall not be hired.  

At the point of employment, the persons shall provide evidence of good conduct which must be 

produced within 30 days of recruitment. Failure to avail the certificate within this period may lead 

to termination of contract.   

17.2 With Regard to Communication 
The Congregation will ensure that in all forms of communication, minors and vulnerable persons 

are treated and portrayed with dignity and not as helpless victims or in sexually suggested poses.  

All photos, stories and video and other communication activities and materials will put the best 

interest of minors as the top priority and comply with the following: 

 The Congregation’s staff, visitors, volunteers and partners are sensitive and do not exploit 

child vulnerability at times of trauma or grief and always assess how the communication 

could impact the safety, well – being and rights of minors.  

 Minors are portrayed with dignity and not helpless victims. 
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 Minors are adequately clothed and not sexually suggestive poses. 

 Materials do not identify minor or vulnerable person as sexually abused or personal 

medical information (including HIV status) without the consent from the guardian. 

Minors who are primary subject of text photo or video resource gathering by staff, visitors or 

partners must provide informed consent. Meaning, the subject has general understanding of the 

purpose of the reporting or photography and gives verbal or written permission thereof.  

Materials related to a minor should not carry minor or family name, minor personal information 

and location or address. Personal information that is captured stored or sent through electronic, 

online or mobile devices is either password protected and or encrypted.  

17.3 With Regard Minors against other minor abuse: 
a. No more than one minor is allowed in the same toilet cubicle at any one time. 

b. Two or more minor of the same gender or opposite gender should not be allowed to lie 

on the same bed together. 

c. There should be adequate supervision of all enclosed areas: minors’ rooms and 

bathrooms etc. 

d. Rooms or facilities not in use by minors and vulnerable persons should remain locked.  

17.4 With regard to Vulnerable Persons with Mental Challenges: 
1. Get as much information as possible about the illness from books, websites etc. 

2. Encourage them to take an active role in their mental health recovery.  

3. Let them know what you can provide and what you cannot provide. 

4. Encourage them to join a mental health support group to meet other people with similar 

situations. 

5. Take any type of self-harm /suicide attempts seriously and the concerned individuals to go 

for medical check as soon as possible. 

6. Do not stigmatize or judge them. 

7. Consider the uniqueness of each individual. 
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8. Treat them with respect. 

9. It is highly recommended that when one is meeting a vulnerable person, the caregiver 

should do so in an open place in the presence of a responsible adult person. 

17.5 With Respect to the deaf: 
a) It is prudent to install smoke alarms to be used for emergency purposes. 

b) It is also good to have a sign language interpreter in order to enable them communicate 

effectively. 

17.6 With cases of handicap: 
a) When constructing, put in place slopes in addition to the stairs 

b) Hand rails and safety bars to be put in places for easy movement. 

18.0 RESIDENTIAL CARE PRINCIPLES 

18.1  Admission and exit of child from residential homes 
 Details of every minor who is admitted at the Congregation’s residential care facility, even 

for an overnight are recorded in the admission and exit book.  

 Every entry and exit of a minor is reported to the District Child Officer in the monthly 

population return form.  

 The Congregation shall NOT pre-select minors with the aim of offering them for adoption 

to generate income. 

 The Congregation is aware that in cases of adoption, a birth certificate is issued by registrar 

of Births and Deaths.   

 In case of transfer from one district to another, the Congregation shall report to the District 

Child Officer (DCO) of the two districts by formally informing them of the number of 

minors, their details that include the original residential care facility and those of the final 

destination. 

 Any form of foster care of a minor child should be in collaboration with the area District 

Children Officer.  
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18.2 Overnight stays of minors 
Ensure that all overnight stays are fully assessed and approved by the social worker in 

collaboration with the officer in charge of the residential care. The caregiver must be informed that 

the minor should not be harmed or ill treated whilst in their care.  All overnight stays must be 

recorded and filed in the minor’s file.  

18.3 Missing of a minor 
The Congregation will ensure there is enough security that offer minors safety and protect them 

from intruders.  

The minors should not be left unattended or unsupervised at all times.  

In case of missing child, the Congregation will report to the police and District Child Officer 

immediately and details of OB number are recorded in minor’s file.  

The family, relative and friend of the minor will be informed accordingly and details of the 

incidents and action taken to trace the minor must be filed in minor’s file.  

18.4 Personal care of minors and room searches 
Minors should receive personal care from staff of the same sex so as to avoid possible abuse. Staff 

of opposite sex from that of the minor must never be involved in personal care of the minors. 

18.5  Welfare and development 
The Congregation will ensure the welfare of minors in relation to medical care, shelter, food, 

clothing, safe drinking water, education(age appropriate) and reintegration of minor back to the 

family is provided as per individual care plan of the minor.  

18.6 Risk assessment policy 
The Congregation will provide to all staff and minors on disaster prevention and response. All 

staff should be aware of possible emergences relating to acute disease outbreak, fire, chocking and 

drugs overdose.  
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It is mandatory for the Sisters of St. Joseph Benedict  Cottolengo Kenya members, 

caregivers, volunteers and Affiliates to report immediately any concerns regarding 

allegations of minor or vulnerable person abuse against staff members, associates of the 

Sisters of St. Joseph Benedict  Cottolengo, or the safety and/or wellbeing of a minor and 

vulnerable person, in accordance with the Reporting Process outlined above. Failure of the 

Sisters of St. Joseph Benedict  Cottolengo community members to submit a report of an 

abuse in either of these instances will be regarded as a in the breach of the Manual. 

This policy has been reviewed and is recommended for approval by:   

 

 

__________________________ 

Signed 

Superior Delegate 

Date: 01/12/2021 
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APPENDICES 

APPENDIX 1 

CHILDREN AND VULNERABLE ADULTS ABUSE REPORTING FORM 

• Background Information 

Name of Minor/ Vulnerable Person --------------------------------------------------- 

Nationality    ---------------------------------------------------- 

Date of Birth    ----------------------------------------------------- 

Age     ----------------------------------------------------- 

Gender     ------------------------------------------------------ 

Name and Address of the other Personnel or agency involved with this minor and vulnerable 

adult:     ------------------------------------------------------ 

Institution     ------------------------------------------------------ 

Police     ------------------------------------------------------ 

Hospital     ----------------------------------------------------- 

Doctor     ------------------------------------------------------ 
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Public Health    ------------------------------------------------------ 

 

Case Details 

Time and date of Incident   ----------------------------------------------------------- 

Physical and Emotional State of the minor/Vulnerable Person (Describe any cuts, bruises, 

lacerations, behaviour, mood etc.)-----------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------

-------------------------------------------------------------------------------------------------------------- 

Witness names and contact details -------------------------------------------------------------- 

Brief description of the incidence:-----------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------

------------------------------------------------------------------------------------------------------------- 

• Details of person(s) 

Details of the person(s) alleged causing concern in relation to the minor and vulnerable  

person   

Name   ------------------------------------------------------ 

Age   ------------------------------------------------------ 

Address   ------------------------------------------------------ 

Relationship to the child/vulnerable person------------------------------------------------------ 

Occupation  ------------------------------------------------------ 

Name of Person against whom the Complaint is made --------------------------------------------- 
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Position and Department of work at the Sisters of St. Joseph Benedict of Cottolengo ----------

----------------------------------------------------------------------------------------------------------------

----------------------------------------------If not a member of the Sisters of St. Joseph Benedict of 

Cottolengo Kenya Staff indicate their role/organization ---------------------------------------------

--------------------------------------------------------------------------------------------------

Address/Contact Details(If known) ------------------------------------------- 

Age     ----------------------------------------- 

Gender     ------------------------------------------- 

Any other details to identify or locate the accused person ------------------------------------

---------------------------------------------------------------------------------------------------------------- 

• Any Previous Report to the Police 

Have the Police been contacted by the vulnerable person\minor or guardian: Yes ( ) No (  ) 

yes, what was the subsequent action taken ------------------------------------------------------

----------------------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------- 

• Any Other Relevant Information 

Do you have any further information? ---------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------
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----------------------------------------------------------------------------------------------------------------

----------------------------------------------------------------------------------------------------------------

---------------------------------------------------------------------------------------------------------------- 

APPENDIX 2 

REPORTING PROCESS FLOW CHART 

Appendix III: Reporting Process Flow Chart 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1. Minors and vulnerable persons 
2. The Staff, Volunteers, Caregivers , the 

Sisters of St. Joseph Benedict of 
Cottolengo. Any other person witnessing 
abuse 

Who can 
Report 

What to 
report 

Allegations, disclosures or observations of Child and 
Vulnerable Persons, or suspected breaches of the 
Manual 

All incidents must be reported as soon as possible 
When to 

report 

What will 
happen 

Depending on the circumstances, possible outcomes 
include; arrest, disciplinary action, criminal charges, 
and any other relevant action 

Details will be recorded in the Minor and 
Vulnerable Persons Abuse Reporting Form. 
Further, the situation will be investigated and a 
confidential report of the findings will be made. 

Possible 
outcomes 

Minors and Vulnerable Persons Protection and 
Investigations Officer 

Who to 
report to 
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APPENDIX 3 

DECLARATION FORM 

I, _____________________________________________holder of ID/Passport 

number,_______________________,P.O Box_____________________________, as part 

of the staff /student of (Insert the name of the particular member of  the Sisters of St. Joseph 

Benedict of Cottolengo) herein state as follows. 

i. I have read and understood the Sisters of St. Joseph Benedict of Cottolengo Minor and 

Vulnerable Adults Protection Manual 

ii. I agree to be bound by the same and to adhere fully to all its provisions. 

Name   __________________________________________ 

Job title   _______________________________________ 

Employee Number  ___________________ 

Faculty   ______________________Reg. No._____________________ 

Year of Admission  ____________________________ 

Signature  ____________________________    

Date   ____________________________ 

Witness Name  _____________________________________________ 

Witness Signature  ___________________________________________ 
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APPENDIX 4 

CONFIDENTIALITY COMMITMENT 

 

I,________________________________________________, holder of ID/Passport 

number___________________, P. O. Box.___________________________, as part of the 

staff of [insert the name of the particular member the Sisters of St. Joseph Benedict of 

Cottolengo], commit myself to: 

• Uphold professional confidentiality of all the information accessed during the time I 

exercise the competences given in the present job; except in those instances in which 

the law requires me to disclose. 

• To report all cases of minor and vulnerable adult abuse to the relevant persons as soon 

as they come to my knowledge, and to keep the same as confidential information in 

regards to third parties- those who do not need to know. 

• Fulfill the above commitments even after my employment contract is terminated or 

comes to an end. 

And in order to effect it I sign this undertaking; 

Signature _____________________________________ 

Date ____________________________________ 
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