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                           Care for Uganda – Staff Policy Document

        ‘How it’s meant to work’ 

1. Sponsorship


1.1 Waiting List

A waiting list of twelve children in Bbowa should be kept at all times. This is to be drawn up  by Monday, Nicholas and Annette after checking the home circumstances. If possible this list should consist of six girls and six boys. 

Information required at this stage is: child’s name, sex, age, details of parents and relatives (brothers and sisters). School to be attended, class, fees. A photograph should be taken of each child being placed on this list.

This list is sent to Sarah in the UK and children are allocated sponsors as they become available.

Andy will notify Monday when new children are taken onto the sponsorship programme. At this point gaps on the waiting list should be filled. New details together with photographs should be sent to Sarah by Email.
1.2 School Fees
School fees will be paid by Care for Uganda at the start of the next term.

As far as possible school fees will be paid at banks. Some fees may need to be paid at schools. No fees are to be given directly to sponsored children or their parents/guardians. 

If fees are  paid during the holidays they could all be paid by the first week of each term.

1.3 Reports and letters/questionnaires

Reports and letters/questionnaires should be collected for EVERY child each term. These should be sent to Sarah during the first week of each school holiday. Photographs should be taken for EVERY  child once a year to be given to Andy during January visit.

1.3.1 Procedure for writing letters/questionnaires to sponsors or friends in the UK

1) All sponsored children must write a letter or answer a questionnaire to send their sponsors each term using form 

2) If the child is too young or too ill to write this letter, someone may write this letter on their behalf, but this must be clearly stated on the bottom of the letter.

3) Brother Monday will check these letters and questionnaires to make sure that the guidelines below have been observed. If they have not, the child will be asked to re-write the letter. Monday will also advise Andy or Sarah if a child mentions something in their letter/questionnaire that might cause sponsors to ask questions – eg health of themselves or family, not attending school etc.
Guidelines

DO

· Write about your life (good points as well as bad points!)

· Write about school life (things you have particularly liked)

· Write about church life (things you are involved in and things you like)

· Write about other family members

· Ask questions about the sponsor and their family

· Thank sponsors for their support

DO NOT

· Ask for money

· Ask for gifts

· Asks for relatives to be sponsored

· Say you would like to visit the UK

Please do not write exactly the same thing in every letter!

Questions to be included on questionnaires

Questionnaire 1

What is your favourite subject at school?

Are you happy with your school report?

Are there any areas you think you can improve on at school?
Do you help at home? If yes, what do you do?

Do you have any problems at the current time?

Questionnaire 2

What do you like to do in your spare time?

What do you like to eat?

Who are you friends with?

Is anyone at home ill? If yes, what is their illness?

Are you happy at the current time?

1.4 School Welfare visits

Monday and Nicholas should visit schools on a rolling programme to monitor the pupil’s progress.

I am not sure if the head teachers of all the schools have Monday’s mobile number but they should probably have it so that they can contact Monday in case of problems etc.
1.5 Home Welfare visits

Nicholas should visit homes on a rolling programme to complete a visitation form. These should then be sent to Sarah.

Questions on visitation form

1. Are the parents alive?

2. Names of parents

3. Occupation of parents

4. How many brothers and sisters?

5. Is the house they stay in owned, rented or are they squatting?

6. How many rooms in the house?

7. How many sleep in the house in total?

8. Does the sponsored child have a mattress?

9. Is the house made of mud or brick?

10. Is the house concrete-rendered?

11. Is the house water-tight?

12. Do they have a concrete or mud floor?

13. Does the house have electricity?

14. How far is the nearest water source?

15. Do they have a pit latrine?

16. Do they own any animals? If so, what?

17. Do they grow any of their own food? If so, what?

2. Daniel’s House

Our experiment with this small orphanage has been costly in many ways. We have no plans to take any more children on in this way. 

2.1 Financial arrangements for Daniels house based on 8/9 children – October 2008

Based on actual expenditure  

	Daniel’s House Upkeep (Sponsorship)
	

	Assistant housemother
	40,000

	Milk
	10,000

	Sugar (25kg)
	38,500

	Maize flour (25kg)
	29,500

	Rice (25kg)
	49,000

	Cooking oil (5 litres)
	19,000

	Beans (25kg)
	32,500

	Charcoal
	50,000

	Paraffin
	18,500

	Soap (1/2 box)
	17,000

	Vaseline (7)
	10,400

	Bathing soap
	13,000

	Toothpaste (7)
	6,400

	Shoe polish (7)
	9,600

	Pads 
	14,000

	Candles (3 pkts)
	4,200

	Transport for shopping 
	10,000

	Porter
	1,000

	Electricity
	70,000

	Water
	60,000

	TOTAL
	502,600


Weekly shopping will then be 40,000

Money for clothes is sent three times per year.

3. Transfers from the UK

	January
	Salaries (Direct)

Uniforms (Kairos direct)

DH haircuts, clothes and shoes

Kairos school fees (Direct)

External school fees

Scholastic materials

	February
	Salaries (Direct)

	March
	Salaries (Direct)

	April
	Salaries (Direct)

	May
	Salaries (Direct)

Kairos school fees (Direct)

External school fees 

Scholastic materials 

DH haircuts and clothes

	June
	Salaries (Direct)

	July
	Salaries (Direct)

	August
	Salaries (Direct)

	September
	Salaries (Direct)

Kairos school fees (Direct)

External school fees 

Scholastic materials 

DH haircuts and clothes

	October
	Salaries (Direct)

	November
	Salaries (Direct)

	December
	Salaries (Direct)

Christmas present/treat


4. Uganda Team meetings

Held fortnightly at Bbowa. Minutes are sent to the UK

5. Income Generation loans

Florence to check the feasibility of extending this programme to Bbowa

6. UK Team visits

We need to think through these trips so that the Uganda team members are still able to carry out their jobs during these times!










