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Introduction 
This child protection and welfare policy document was developed by the Youth Network 
of Family Resource Centres in Galway and Mayo and West Training & Development, 
Regional Support Agency in 2009. It aimed to ensure best practice and promote common 
standards in relation to child protection across Family Resource Centres in the Region. 
The current procedures have been drawn up using: Children First: National Guidance for 
the Protection and Welfare of Children (2011); Child Protection and Welfare Practice 
Handbook (2011) and Our Duty to Care: Principles of Good Practice for the Protection 
of Children and Young People (2002). The policy is reviewed regularly and was last 
updated in March 2012.

We are grateful to Bríd Burke, Children First Information and Advice Officer, HSE, 
Western Area, for her advice and contributions to the on-going development of this 
document.   

Throughout the document:
Child Protection Concern – when there are reasonable grounds for believing that a child 
may have been, is being, or is at risk of being physically, sexually or emotionally abused 
or neglected.  Child Protection and Welfare Practice Handbook (2011) Page 5.
Child Welfare Concern – a problem experienced directly by a child, or by the family of 
a child, that is seen to impact negatively on the child’s health, development and welfare, 
and that warrants assessment and support, but may or may not require a child protection 
response. Child Protection and Welfare Practice Handbook (2011) Page 6.
Abuse - refers to the four recognised, categories of abuse, i.e. neglect, physical abuse, 
emotional abuse and sexual abuse;
Child - refers to a person under the age of 18 years, excluding a person who is or has 
been married. Children First: National Guidance for the Protection and Welfare of 
Children (2011) Paragraph 2.1.2.
Family Resource Centre - Refers to the activities planned, organised, supervised and 
run by the staff and Voluntary Board of Directors of the Family Resource Centre or those 
appointed by them to do so;
Volunteer – refers to people who volunteer to run and manage the Family Resource 
Centre or to undertake activities as directed by the Voluntary Board of Directors;
Staff member – a paid employee of the Family Resource Centre 
Parent - refers to parent, guardian and caregiver

Disclaimer: West Training & Development Ltd. has taken all reasonable 
care in relation to the accuracy of the information in this document. The 
information is intended as a guide only and does not purport to be a legal 
interpretation. West Training & Development Ltd. does not make any 
warranties regarding the accuracy or completeness of the data.
West Training & Development Ltd. recommends that when Projects require 
legal advice they should contact their own Solicitors/Legal Advisors and 
when Projects require information on child welfare and protection they 
contact the Health Service Executive or the Gardaí.

West Training & Development Ltd., Mayoralty House, Merchants Rd. Galway
091 – 567827  www.westtraining.ie
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Child Protection and Welfare Statement

Family Resource Centres are actively committed to a child-centred approach to working
with children and young people and undertake to provide a safe and nurturing 
environment where the welfare of the child is paramount. By promoting their rights 
Family Resource Centres will support children to participate in matters that affect their 
lives. Family Resource Centres believe that children should be safe and protected in all 
aspects of their lives and that best practice in relation to child protection and welfare must 
be at the core of providing community based family supports and services. 

Family Resource Centres adhere to the recommendations of Children First: National 
Guidance for the Protection and Welfare of Children (2011) Department of Children and
Youth Affairs; the Child Protection and Welfare Practice Handbook (2011) HSE and 
Our Duty to Care: Principles of Good Practice for the Protection of Children and Young 
People (2002) HSE by implementing best practice procedures on: 

 Involving Children and Sharing Information;
 Confidentiality;
 Reporting both child protection and child welfare concerns; 
 Recruitment and Selection of staff and volunteers;
 Management and Supervision of staff and volunteers;
 Code of Behaviour for all staff and volunteers;    
 Complaints and comments;
 Incidents and accidents;
 Allegations of misconduct or abuse by staff or volunteers;
 Involvement of primary carers.

This policy will be reviewed on …………………………

Signature of the Designated Liaison Person…………………………………………

Date…………………………….
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Policy on Involving Children and Sharing Information 

…… Family Resource Centre aims to protect and promote children’s rights by centring 
its activities around their safety, enjoyment and comfort (Appendix 1) and ensuring that 
they are valued, encouraged and treated as individuals in the Centre. Children’s rights and 
entitlements will be widely communicated within the Centre using posters and age 
appropriate information leaflets, including information on the Centre’s child protection 
and welfare policy. 

Children will be unconditionally respected and will be heard, listened to and taken 
seriously in the Centre. They will be encouraged to express their opinions, ask questions 
and depending on their age and level of understanding they will be consulted in planning 
activities and drawing up codes of behaviour and an anti-bullying policy. Where possible 
and depending on resources, age appropriate workshops will be facilitated to maximise 
their participation.

….. Family Resource Centre will engage a variety of communication tools when working 
with children that have communication difficulties. Staff and volunteers will be 
encouraged to avail of appropriate training and to access whatever additional resources 
and supports that are available. The Centre will work closely in partnership with parents / 
carers and other agencies / support services that are working with the individual child.

Confidentiality 

…… Family Resource Centre is committed to ensuring peoples’ rights to confidentiality. 
However, in relation to child protection and welfare the Centre undertakes that:

 The Designated Liaison Person and the deputy Designated Liaison Person will 
immediately be made aware of any information concerning the welfare of a child; 

 No undertakings regarding secrecy can be given by ….. Family Resource Centre
where there is a child protection concern. Staff and / or volunteers that are 
working with a child and his / her family will always make this clear to all parties;

 The Centre will cooperate fully with the HSE Child and Family Services on the 
sharing of its records where a child welfare or protection issue arises. Sharing 
information in this way is not a breach of confidentiality and total confidentiality 
can never be guaranteed where the best interests of the child are at risk;

 …… Family Resource Centre will take full account of all legal requirements 
when handling information regarding child protection concerns and will access 
legal advice as required; 

 There are clear procedures in place in relation to keeping records of child 
protection and welfare concerns or reports. Records will be kept securely until the 
individual child has reached 21 years of age. Access to these records will be 
managed by the Designated Liaison Person and the Chairperson;

 Information in relation to child protection and welfare will only be shared on a
‘need to know’ basis within the Centre and will always be in the best interest of 
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the child;
 Parents / primary carers and children have a right to know if personal information 

is being shared and / or a report is being forwarded to the HSE. They will be told
unless doing so would put the child at further risk.

Reporting Procedures

If any child that …... Family Resource Centre comes in contact with is identified as being 
at risk of harm the Centre must act. ‘It is the responsibility of all agencies working with 
children and for the public to recognise child protection concerns and share those with the 
agencies responsible for assessing or investigating them, not to determine whether the 
child protection concerns are evidenced or not’. Children First: National Guidance for 
the Protection and Welfare of Children (2011) Paragraph 3.7.3.

The Criminal Justice Act, 2006 introduced the criminal charge of ‘reckless endangerment 
of children’. It states that ‘a person having authority or control over a child or abuser, 
who intentionally or recklessly endangers a child by (a) causing or permitting any child to 
be placed or left n a situation which creates a substantial risk to the child or being a 
victim of serious harm or sexual abuse or (b) failing to take reasonable steps to protect a 
child from such a risk while knowing that the child is in such a situation, is guilty of an 
offence’. 

GUIDELINES FOR RECOGNISING CHILD NEGLECT OR ABUSE
Protecting children and young people is everyone’s responsibility and staff and 
volunteers in …… Family Resource Centre must be alert to the possibility that children 
with whom they are in contact with may be experiencing abuse and / or neglect. A 
definition of the four types of abuse with a list of indicators is contained in Appendix 2. 
Commonly there are three stages in the identification of child neglect or abuse:

 Considering the possibility;
 Looking out for signs of neglect or abuse;
 Recording of information.
Children First: National Guidance for the Protection and Welfare of Children (2011) 

Paragraph 2.7.1.

REASONABLE GROUNDS FOR CONCERN
In ……Family Resource Centre staff and volunteers must follow the reporting procedures 
outlined below if they have a concern about the protection or welfare of a child or young 
person that they are working with. Each of the following constitutes reasonable grounds 
for concern:

 An injury or behaviour that is consistent both with abuse and an innocent;
explanation, but where there are corroborative indicators supporting the concern 
that it may be a case of abuse;

 Consistent indication over a period of time that a child is suffering from emotional 
or physical neglect;

 Admission or indication by someone of an alleged abuse; 
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 A specific indication from a child that he or she was abused;
 An account by a person who saw the child being abused;
 Evidence (e.g. injury or behaviour) that is consistent with abuse and unlikely to 

have been caused in any other way. 

DESIGNATED LIAISION PERSON
In accordance with Section 3.3 of Children First: National Guidance for the Protection 
and Welfare of Children (2011), the Centre has appointed a Designated Liaison Person to 
act as a liaison with outside agencies and also as a resource for any staff member or 
volunteer that needs support in relation to child protection concerns. A deputy has also 
been appointed to cover this role when the Designated Liaison Person is unavailable or if 
s/he is directly involved in a particular concern or incident. Both the Designated Liaison 
Person and the deputy are familiar with Children First: National Guidance for the 
Protection and Welfare of Children (2011); the Child Protection and Welfare Practice 
Handbook (2011) and Our Duty to Care: Principles of Good Practice for the Protection 
of Children and Young People (2002).

Designated Liaison Person: __________________________________________

Contact details: __________________________________________

Deputy Designated Liaison Person: __________________________________________

Contact details: __________________________________________

ROLE OF THE DESIGNATED LIAISON PERSON
In …………….Family Resource Centre, the Designated Liaison Person and the deputy 
Designated Liaison Person have participated in Keeping Safe / Children First training. 
The role of the Designated Liaison Person is to:

 Be fully conversant with the Family Resource Centre’s duties in relation to the 
protection and welfare of children;

 Provide information and advice on the Centre’s child protection and welfare 
policy and procedures and ensure that all of the appropriate procedures are 
implemented;

 Ensure that new staff and volunteers are supported to implement the Centre’s 
child protection and welfare policy and procedures through the induction process 
and the ongoing management, support and supervision of their work;

 Receive and consider child protection and welfare concerns and establish, in 
consultation with the individual who has raised the concern, if reasonable grounds 
for concern exist;

 Consult informally with the HSE Children and Family Services’ Duty Social 
Worker when unsure if the concern constitutes reasonable grounds for concern
and whether a formal report should be made to the HSE Children and Family 
Services’ Social Work Service;

 Make a formal referral to HSE as required using the Standard Report form 
(Appendix 3);

 Refer any ‘out of hours’ emergency situation to an Garda Síochána or if not on 
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call - ensure that staff / volunteers are aware of their obligation to contact the 
Garda Síochána in an emergency ; 

 Maintain confidential records;  
 Inform the primary carers that a child protection concern is being reported to the 

HSE or to An Garda Síochána unless doing so is likely to endanger the child. 

REPORTING A CONCERN
The definitions of abuse and guidelines for responding to a child that discloses are 
outlined in Appendix 2 and 4 respectively. A child should never be left in a situation that 
exposes him / her to harm. If a child protection or welfare concern arises the steps below 
will be followed:

 The Designated Liaison Person (or the deputy Designated Liaison Person) will be 
informed immediately; 

 The Designated Liaison Person may seek advice from the HSE Children and 
Family Services’ Duty Social Worker to decide whether a formal referral is 
required. The situation may just require ongoing monitoring;

 If there are reasonable grounds for concern the Designated Liaison Person will 
make a formal report to the HSE Children and Family Services’ Social Work 
Service without delay, using the Standard Report Form (Appendix 3). The form 
may be downloaded from www.hse.ie/go/childrenfirst or 
www.worriedaboutachild.ie;

 If the concern is urgent and there is imminent risk to a child, the Designated 
Liaison Person will make the report by telephone and then follow it up with the 
completed form;

 In an emergency outside of the HSE office hours, where the immediate safety of a 
child is threatened, An Gardaí Siochána will be contacted;

 If the Designated Liaison Person or deputy Designated Liaison Person is not 
available the person who has a concern, received a disclosure or witnessed an 
incident, should contact the HSE Children and Family Services’ Social Work 
Service or An Gardaí Siochána directly; 

 Where there is a concern about a potential risk to children posed by a specific 
person, even if the children are unidentifiable, the Centre will report the concerns 
to the HSE Children and Family Services.

In addition:
 The staff member / volunteer in ….. Family Resource Centre that expressed the 

concern about a child’s welfare will be kept informed;
 If the Designated Liaison Person decides not to pass on a concern to the HSE 

Children and Family Services, a clear written statement of the reasons why the 
Centre is not taking such action will be given to the person who reported the 
concern initially. They will also be advised that if they remain concerned about 
the situation that they are free as an individual to consult with, or report to, the 
HSE or An Garda Síochána. The provisions of the Protection for Persons
Reporting Child Abuse Act, 1998 (Appendix 5) including protection from civil 
liability and penalisation by an employer, apply once they communicate 
‘reasonably and in good faith’;
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 If a report is to be submitted to the HSE Children and Family Services or to An 
Garda Siochána, the Designated Liaison Person will inform the primary carers -
unless doing so would put the child at further risk. Children First: National 
Guidance for the Protection and Welfare of Children (2011), Paragraph 3.2.9.

THIRD PARTY REFERRALS
If a member of staff or a volunteer with …. Family Resource Centre receives information
regarding a suspicion of child abuse / welfare from a third party this must be reported to 
the Designated Liaison Person who will then consult appropriately with the HSE 
Children and Family Services. The source of the information will be made aware that the 
information will be acted upon in the usual manner.

REPORTING A CONCERN THAT A CHILD IS MISSING 
If there is a concern that a child or young person has gone missing the Centre will 
immediately notify an Garda Síochána and the HSE Children and Family Services. The 
Centre will provide as much information as possible to these agencies such as: age; 
gender; height; build; hair colour; date person was last seen; where person was last seen; 
what person was wearing when last seen; any other relevant personal details or 
information and a recently taken photograph if available.

REPORTING A CONCERN ABOUT A COLLEAGUES BEHAVIOUR
 If a member of staff or a volunteer has a concern about a colleague’s behaviour 

with regards to a child they should report their concern to their line manager who 
will liaise appropriately with the Designated Liaison Person;

 If the concern is about the behaviour of their line manager they should report the 
matter to the Co-ordinator of the Centre who will liaise appropriately with the 
Designated Liaison Person (this may not be relevant in smaller Family Resource 
Centres where there is an Administrator and a Co-ordinator employed);

 If the concern is about the behaviour of the Co-ordinator of the Centre they should 
report the matter to the Chairperson of the Voluntary Board of Directors who will 
liaise appropriately with the Designated Liaison Person.

RETROSPECTIVE DISCLOSURE
If an adult discloses that s/he was abused as a child and it is possible that the alleged 
abuser is still in contact with and / or responsible for children the matter should be 
reported to the Designated Liaison Person who will consult with the HSE Children and 
Family Services. 

PROTECTED DISCLOSURE 
Protected disclosure provides legal safeguards for people who want to report serious 
concerns they have about standards of safety or quality in Irish health and social care 
services and was introduced into legislation via the Health Act, 2007. A disclosure to an 
authorised person is protected if that disclosure is made by (a) an employee of HSE, (b) 
other public health agencies, (c) service providers or bodies funded by the HSE, if it is 
made in good faith, on reasonable grounds and in accordance with the procedures 
outlined in the legislation. Each Centre should clarify the situation in relation to protected 
disclosures when it is negotiating funding levels and / or a Service Level Agreement with 
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HSE. (See Child Protection and Welfare Practice Handbook (2011), Paragraph 4.6 for 
further details).

RECORDS AND SHARING INFORMATION
 All details in relation to a child protection or welfare concern including the date, 

time, persons involved in the concern, disclosure or incident and actions and 
outcomes will be recorded and held securely by the Designated Liaison Person in 
…… Family Resource Centre. As much information as possible will be obtained 
to establish the grounds for concern. With each individual case, whether or not a 
formal report was made to the HSE Children and Family Services’ Social Work 
Service and the reasons for doing so, or not doing so, will also be noted;

 In cases where neglect is indicted over time there may be no requirement for a 
formal report to be made to the HSE initially. However, a chronological record of 
the evidence or symptoms in the child that gave rise to the concern will be 
maintained. Thus daily records of incidents /observations may become significant 
if a pattern of neglect / abuse emerges and may become part of the record of a 
child welfare or child protection concern; 

 Access to records and the extent to which information will be shared will be 
managed by the Designated Liaison Person and the Chairperson; 

 …… Family Resource Centre has a policy of cooperating fully with the HSE 
Children and Family Services on sharing the Centre’s records where a child 
welfare or protection issue arises;

 Information regarding concern or assessment of child abuse will be shared on a 
‘need to know’ basis within the Centre and always in the best interests of the 
child.

Policy on the Recruitment and Selection 
of Staff and Volunteers 

……Family Resource Centre is committed to ensuring best practice in the recruitment 
and management of staff and volunteers. ‘Where staff or volunteers have access to 
children employers / heads of organisations should at all times implement safe 
recruitment practices, including Garda vetting of applicants and staff, rigorous checking 
of references, interview procedures and monitoring of good professional practice’. 

Children First: National Guidance for the Protection and Welfare of Children (2011), 
Paragraph 4.5.5

APPLICATION FORM AND ADVERTISING
An application form must be filled out for all positions in the Centre, whether the position 
is paid or on a voluntary basis. For volunteers the Application form is combined with a 
Declaration form (Appendix 6). Advertising for positions, paid and voluntary will be 
done as widely as possible and in a fair, open and transparent manner.

GARDA VETTING
……….Family Resource Centre will ensure that all members of the Voluntary Board of 
Directors, staff and anyone involved in the delivery of services, supports and programmes 
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on behalf of the Centre have Garda Vetting. Staff or volunteers will not have 
unsupervised access to children until their vetting application has been satisfactorily 
processed. Vetting will be done through the Authorised Signatory for Family Resource 
Centres who is authorised to act as the liaison between Family Resource Centres and the 
Garda Central Vetting Unit. (Contact Maria Chrystal in Ballymote Family Resource 
Centre, Co. Sligo for further details).

DECLARATION FORM 
There may be a delay in the Garda vetting service and staff and volunteers are also 
required to sign a Declaration Form (Appendix 6) before they begin working with the 
Centre. This form details any criminal convictions, as well as any charges that are 
pending, against an individual. 

SELECTION AND INTERVIEW PROCESS
Staff will be selected by a panel of at least two or more representatives through an 
interview process. Volunteers with the Family Resource Centre will also be required to 
go through an informal interview process with the Centre Co-ordinator and a member of 
the Voluntary Board of Directors.
Any person that is deemed to constitute a risk to children or young people will not be 
engaged / employed. Some of the exclusions include:

 Any child abuse related convictions;
 Refusal to sign the application and / or declaration form;
 Insufficient documentary evidence of identity;
 Concealing information on one’s suitability for working with children.

ID AND REFERENCES
Two forms of identification, including one form of photo I.D. with a signature (e.g. 
passport or driving licence) must be provided by staff and volunteers. Contact details for 
two referees, who are not family members, must be provided. References will be sought 
in writing or by telephone and will be followed up by telephone or personal visit as 
appropriate (sample Reference Form - Appendix 7).

PROBATION
Staff and volunteers will complete a probationary / trial period of at least three months. 
During this time, their interaction with children and young people and their willingness to 
abide by, and actively implement, this child protection and welfare policy and procedures 
will be assessed. 

CODE OF BEHAVIOUR
Staff and volunteers are expected to abide by the Code of Behaviour that is an integral 
part of this child protection and welfare policy.

STAFF / VOLUNTEERS FROM OTHER ORGANISATIONS
……Family Resource Centre will clarify the nature of its relationship with the other 
organisation immediately – particularly in relation to management of staff and volunteers 
and agreement of the required policies and procedures to ensure a safe environment 
where the welfare of the child is paramount.   
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(a) If the external organisation is renting a space / room from the Centre the 
organisation will be expected to be fully responsible for managing their own 
activities and to have the appropriate policies and procedures in place. They will 
also be required to show evidence of appropriate insurance cover;

(b) Where students, Community Employment Scheme participants or people on work 
placements are engaged by the Centre the Designated Liaison Person will explore 
with their employer / supervisor the child protection and welfare policy that the 
organisation operates under and will agree who has responsibility for addressing 
any child protection or welfare issue that might arise. Codes of Behaviour will be 
discussed to identify any variances in work practices and to agree a shared 
approach as part of the placement agreement. Complaints procedures / how to 
address allegations of inappropriate behaviour will also be part of this discussion 
and both organisations will have agreed procedures in place regarding information 
sharing, should such issues arise; 

(c) Where ……..Family Resource Centre is co-managing an activity / programme in 
the Centre a written contract will be agreed with the other organisation(s). The 
contract will stipulate the agreed policies and procedures that are required to 
ensure the safe management of the activity / programme and will identify the 
Designated Liaison Person to lead any child protection or welfare concern that 
may arise. Information sharing / record keeping protocols will also be agreed in 
relation to each and every procedure outlined in the contract.

Safe Management of Staff and Volunteers

INDUCTION
 New staff and volunteers in …….Family Resource Centre must undertake an 

induction process which includes: 
(a) An introduction to the management / staff / volunteers in the Centre;
(b) A guided tour of the premises and its facilities;
(c) The background to the Centre e.g. history / guiding principles / 

management structure / aims and objectives / work plan etc.
(d) Relevant promotional material about the Centre e.g. copy of most 

recent annual report / SPEAK report / recent newsletter etc;
(e) An introduction to / information about other agencies working in the 

area; 
(f)  Information on the policies and procedures of the Centre particularly

this child protection and welfare policy. 
 All staff members and volunteers (as appropriate) will be provided with clear job 

descriptions that outline their particular roles and responsibilities;
 All volunteers and staff that work with  ………………. Family Resource Centre 

are required to sign and abide by this child protection and welfare policy.
 As stated above - if the volunteers or staff members are external to the Centre then 

it will be agreed beforehand with their respective employer or supervisor what 
policies and procedures they will be governed by as well as the level of 
responsibility both organisations have in implementing the placement agreement. 
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Appropriate induction will be an integral part of each placement agreement; 
 Where ………Family Resource Centre is managing an activity / programme in 

the Centre in partnership with another organisation (or organisations) a contract
will be drawn up and agreed with the relevant organisation(s). The contract will 
include procedures for the safe management of staff and volunteers for the 
particular co-managed activity / programme.

SUPERVISION AND SUPPORT FOR STAFF AND VOLUNTEERS IN THE CENTRE
 The Co-ordinator of …… Family Resource Centre provides support and 

supervision for staff at least every six weeks; 
 All staff members have regular access to the Staff Liaison sub-committee of the 

Voluntary Board of Directors. Meetings are scheduled at the beginning of each 
year; 

 Staff team meetings are held monthly and volunteers are invited to attend as 
appropriate;

 Staff appraisal meetings take place annually and / or in line with the terms of staff 
contracts and are overseen by the Staff Liaison sub-committee of the Voluntary 
Board of Directors. Child protection and the promotion of child welfare will be 
addressed during the appraisal meeting; 

 Volunteers are supported and supervised by the Co-ordinator;
 Volunteers will be facilitated to meet at least annually, or more often as required, 

to review their performance and discuss any emerging issues;
 Volunteers may request a meeting with the Co-ordinator to discuss their work at 

any stage. They may also request a meeting with the Staff Liaison sub-committee 
of the Voluntary Board of Directors;

 Appropriate support and supervision structures for staff / volunteers from an 
external organisation will form part of the placement agreement or contract 
described above. 

The Terms of Reference for all working groups / sub-committees of the Voluntary Board 
of Directors will include a reference to the need to abide by this child protection and 
welfare policy. A member of the Voluntary Board of Directors and / or a member of staff 
will sit on each sub-committee / working group. 

TRAINING
Staff and volunteers that have access to children and / or young must participate in 
Keeping Safe / Children First training as soon as possible. 

“Training aims to promote effective interventions in the care and protection of children. 
Effective child protection depends on the skills, knowledge and values of personnel 
working with children and families, as well as cooperation between agencies 
(interagency) and within agencies (intra-agency). Relevant training and education is an 
essential prerequisite for achieving this. All agencies involved with children have a 
responsibility to ensure that such training is available on an on-going basis”.

Children First: National Guidance for the Protection and Welfare of Children (2011), 
Paragraph 10.1.2
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Code of Behaviour for Staff and Volunteers 
working with Children 

……………Family Resource Centre promotes a child centred-approach to creating a safe 
environment for children and young people. Staff and volunteers are provided with clear 
good practice guidelines on what is acceptable behaviour when working with children 
and young people. 

EQUALITY STATEMENT
..…. Family Resource Centre is committed to providing equal opportunities for all 
children and young people regardless of their gender, age, culture, disability, religious 
beliefs, family status, sexual orientation or membership of the Traveller community. 

WORKERS AND VOLUNTEERS WILL
 Behave in a respectful manner towards children;
 Listen to and value children’s opinions and  beliefs;
 Include children in appropriate decision making;
 Create a safe, inclusive, accessible environment;
 Recognise and nurture the individual potential of all children;
 Use encouragement and praise to positively develop confidence and self worth;
 Facilitate the young people to draw up an Anti-bullying Code of behaviour that 

will be followed while they are in the Centre or involved in any activities with 
….Family Resource Centre.

WORKERS AND VOLUNTEERS WILL NOT
 Bully children;
 Spend excessive amounts of time alone with children away from others. Meetings 

with individual children or young people will take place as openly as possible;
 Shout at or show aggression towards children,
 Subject children to any form of verbal, physical, emotional or sexual abuse;
 Exclude children from groups or activities because of difference;
 Show favouritism towards individuals;
 Have inappropriate physical contact with children; 
 Tell jokes of a racist, sexual or derogatory nature;
 Refuse to act on a child welfare concern about someone in their care;
 Engage in slagging or joking that belittles children.

ORGANISING ACTIVITIES / EVENTS
 Appropriate transport arrangements will be made for all activities; 
 Activities will be age appropriate;
 Registration forms, parental consent forms etc will be provided as required; 
 Incident / accident report forms and safety procedures will be used to ensure the 

safety and protection of children and young people;
 Clear lines of communication between organisers and parents/guardians regarding 

attendance, location, drop-off and pick-up, duration of activities will be agreed.



15

TOUCHING 
 Touching will be in response to the need of the child and not the need of the adult;
 Touching should always be with the child’s permission – resistance from the child 

will be respected;
 Breasts, buttocks and groin should always be avoided;
 Touching should be open and not secretive;
 Any touching should be governed by the developmental stage of the child
 Tasks of a personal nature will only be undertaken with the utmost of discretion in 

an emergency situation; for very young children or disabled children and always 
with the full understanding and consent of the parents.

COMMUNICATION
 All communication, including electronic email and text, between staff, volunteers 

and children will be appropriate and will only be done with parental consent;
 Communications will not contain inappropriate images or text that might be 

construed as pornographic, racist, derogatory or contain innuendo or material that 
in any way might be inappropriate or offensive;

 Young people will not be contacted by the organisation through social networking 
sites;

 Photographs, video or other images of children or young people will not be taken 
without the consent of the parents / carers and the young people themselves and 
only appropriate images will be used to promote the activities of the Centre.

Comments and Complaints Procedure

………………..Family Resource Centre promotes best practice and welcomes feedback 
at all times. We would encourage people to address their comments / concerns to us as 
soon as possible - as this will facilitate us to address the matter most effectively.  

 Informal comments or complaints should initially be addressed to the person(s) in 
question;

 Alternatively the Co-ordinator of ………..Family Resource Centre can be 
contacted. S/he will be responsible for directing the complaints / comments to the 
appropriate person;

 All comments or complaints will be treated properly, fairly and impartially;
 If the complaint relates to the safety and welfare of a child, it will be dealt with in 

accordance with this child protection and welfare policy and procedures;
 Where a complainant feels that their comment / complaint has not been addressed 

satisfactorily through the informal process outlined above, the comment / 
complaint should be put on a formal basis using the template provided in 
Appendix 8. Where possible formal complaints / comments should be made in 
writing;

 Complaints / comments will be acknowledged immediately and responded to in 
detail within 20 working days of receipt of the written comment or complaint;

 If there are outstanding issues for either party - these can be addressed with the 



16

chairperson (provide name and contact details), who will be guided by the policies 
and procedures of the organisation. 

(N.B. Some Family Resource Centres that receive funding from HSE may be required 
to include specific content in their complaints procedure to comply with the Health 
Act, 2004. Individual Centres should contact their local HSE for further information).

Procedure for Addressing Allegations of Abuse against 
Staff / Volunteers

If an allegation of abusive behaviour is made against a staff member or volunteer two 
separate procedures will be followed and managed independently by different people in 
the Centre:

(1) The Designated Liaison Person will deal with the child welfare or protection 
issue;

(2) A member of the Voluntary Board of Directors (employer), ideally a member of 
the Staff Liaison sub-committee and / or the Chairperson, will deal with the 
allegation against the staff member / volunteer.

Where an allegation of abuse is made against the Designated Liaison Person, the deputy 
Designated Liaison Person or the chairperson, then others in the organisation will be 
charged with dealing with the allegations.

Child Protection / Welfare Issue Allegation against a staff member / 
volunteer

 When an allegation against a 
member of staff or volunteer is 
received - it will be dealt with 
promptly and strictly in accordance 
with these procedures;

 The safety of the child is paramount 
and all necessary measures will be 
taken to ensure that the child is 
safe.  ………..Family Resource 
Centre will ensure that no other 
children or young people are put at 
risk during this period. This may 
include any of the following: 
suspension of duties pending the 
outcome of an investigation; re-
assignment of duties so that the 

 If an allegation has been made 
against a staff member or volunteer 
a member of Staff Liaison and / or 
the chairperson will privately 
inform them of (1) the fact that an 
allegation has been made against 
them and (2) the nature of the 
allegation;

 The employee or volunteer will be 
afforded an opportunity to respond 
and their response will be noted in 
any subsequent report to the HSE or 
an Garda Síochána;

 Once the person has been informed 
of the allegation made against them, 
the Designated Liaison Person will
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accused will not have contact with 
children or young people; working 
under increased supervision during 
the period of the investigation;

  ……….. …Family Resource 
Centre will inform other relevant 
agencies and the primary carers as 
appropriate;

 The decision to make a formal 
report will be based on reasonable 
grounds for concern and in 
consultation with the HSE Duty 
Social Worker. It will also be done 
in accordance with the role of the 
Designated Liaison Person and the 
Centre’s reporting procedures; 

 Both the child and the primary 
carers will be informed of any 
actions planned and taken;

 The child will be dealt with in an 
age appropriate manner.

consult with the HSE Children and 
Family Services and complete the 
standard reporting form (Appendix 
3) as required;

 The Centre will ensure that the 
principles of ‘natural justice’ apply 
throughout the process;

 An investigation will take place into 
the allegation(s) as soon as possible 
and in accordance with the Centre’s 
disciplinary procedures; 

 Staff Liaison and / or the 
Chairperson will inform the person 
against whom the allegation has 
been made of the outcome of the 
investigation;

 The Centre will work in 
consultation with the HSE Children 
and Family Services and an Garda 
Síochána on what action(s) should 
be taken in regard to the staff 
member / volunteer;

 The person against whom the 
allegation has been made will need 
support and the Centre will advise 
on how to access relevant support 
services.

………Family Resource Centre recognises that the reactions of other members of staff / 
volunteers to the allegations may include anger, disbelief and shock. Staff and volunteers 
will be supported in a manner that protects the child, facilitates a fair investigation into 
the allegation(s) and outlines the behaviour expected of staff and volunteers whilst the 
matter is under investigation. 

The Centre also recognises the need to support the child and his / her primary carers and 
other family members throughout the process of assessment and investigation and will 
work with the HSE Children and Family Services to provide this support. 



18

Accidents 

………..Family Resource Centre has a Health and Safety Statement that includes a risk 
assessment of each area of operation. Procedures to follow in the event of an accident are 
clearly described in this.  

PROCEDURES
 All accidents in …… Family Resource Centre must be reported to the Health and 

Safety officer (provide name and contact details) who has participated in First Aid 
training;

 All accidents / incidents must be recorded using the Centre’s Incident / Accident 
Report Form (Appendix 9);

 If a child has an accident the primary carers are always informed of the nature of 
the accident and any treatment given;

 An up to date register is maintained of the contact details of all children or young 
people involved with ……………Family Resource Centre;

 The location of the First-aid boxes are known to all staff members / volunteers
and they are re-stocked regularly;

 Children and young people are advised of any possible health and safety risks
when participating in any activities / programmes in the Centre; 

 Where trips are made ‘off site’, requirements in relation to having staff members / 
volunteers trained in first aid will be an integral part of the planning process; 

 External organisations that …………….Family Resource Centre works with are 
obliged to provide proof that they have adequate public liability insurance.

Policy on Sharing Information with Primary Carers

SHARING INFORMATION WITH PRIMARY CARERS
Primary carers are encouraged to be involved as much as possible in the work of 
……………Family Resource Centre and the Centre is committed to keeping them 
informed of all aspects of the activity / programme that their child is involved in. A copy 
of the Centre’s child protection and welfare policy and procedures is available to all 
primary carers. In the event of a child protection concern arising, the practice in …… 
Family Resource Centre is to inform primary carers immediately unless doing so is likely 
to endanger the child.

…… Family Resource Centre undertakes to: 
 Advise primary carers of the Centre’s child protection and welfare policy and 

procedures;
 Ensure that information is made available to primary carers on all of our activities 

and potential activities;
 Issue all relevant documentation including registration forms, attendance sheets, 

comment / complaint forms (Appendix 8),  accident / incident report forms 
(Appendix 9), parental consent forms (Appendix 10) as required. As part of this 
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process the Centre will provide clarification as required on who has guardianship 
rights to give parental consent (www.treoir.ie);

 Fully comply with health and safety procedures; 
 Operate child centred policies in accordance with best practice;
 Adhere to the Centre’s recruitment, selection and management procedures for 

staff and volunteers;
 Ensure that all activities are age appropriate; 
 Actively encourage primary carers to ask questions and comment on the supports 

and services that are provided by the Centre in order to support their right to 
ensure that their children are safe at all times (e.g. Keeping Children Safe: 
Helping Parents and Carers Choose Safe Services and Activities for Children –
information leaflet produced by Mayo Local Child Protection Committee)  

 Where possible support the involvement of parents, carers and / or responsible 
adults.

If …… Family Resource Centre has concerns about the welfare of any child or young 
person the Centre will:

 Respond to the needs of the child and ensure that the interests of the child are 
paramount;

 Inform the primary carers unless it is thought that this action would put the child 
at further risk;

 Encourage the primary carers to work in partnership with the Centre and ensure 
that they have an opportunity  to consult with the Designated Liaison Person;  

 Liaise with the HSE Children and Family Services and / or an Garda Síochána as 
appropriate; 

 In the event of a complaint against a member of staff or a volunteer with ………... 
Family Resource Centre the Centre will immediately take the appropriate steps to 
ensure the safety of the child and inform the primary carers as appropriate.
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Appendix 1

Protecting and Promoting Children’s Rights 

Staff and volunteers in ……. Family Resource Centre have a responsibility to promote 
children’s rights by:

 Treating them with dignity, sensitivity and respect;

 Making time to listen, talk to and get to know the children;

 Making sure that children know the organisation’s rules about behaviour;

 Encouraging children to have an input into how things are run;

 Helping children to be safe, happy and having as much fun as possible;

 Never favouring one child or children over others;

 Enabling children to regard their bodies as their own property;

 Encouraging them to express feelings, fears and experiences openly;

 Giving written information about the organisation to children and their parents / 

carers;

 Knowing about the principles and practices of child protection including their 

legal duties;

 Never engaging in sexually provocative games or making suggestive comments, 

even in fun;

 Respecting children’s privacy in bathrooms and in changing rooms;

 Sensitively ensuring that children know about the child protection policy;

 Always responding to complaints or allegations;

 Helping children realise the difference between confidentiality and secrecy;

 Being sensitive to the fact that some children are more vulnerable and have 

special needs;

 Never using physical punishment with children.

Our Duty to Care: Principles of Good Practice for the Protection of Children and Young 
People (2002) p.6.
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Appendix 2

Definitions and Indicators of Child Abuse 

1. NEGLECT
Neglect can be defined in terms of an omission, where the child suffers significant harm 
or impairment of development by being deprived of food, clothing, warmth, hygiene, 
intellectual stimulation, supervision and safety, attachment to, and affection from adults 
and / or medical care. Neglect generally becomes apparent in different ways over a period 
of time rather than at one specific point. 

Harm can be defined as the ill-treatment or impairment of the health or development of a 
child. Whether it is significant is determined by the child’s health and development as 
compared to that which could reasonably be expected of a child of similar age. The 
threshold of significant harm is reached when the child’s needs are neglected to the extent 
that his / her well –being and / or development are severely affected. 

INDICATORS OF NEGLECT

 Abandonment or desertion
 Children persistently being left alone without adequate care and supervision
 Malnourishment, lacking food, inappropriate food or erratic feeding
 Lack of warmth
 Lack of adequate clothing
 Inattention to basic hygiene
 Lack of protection and exposure to danger, including moral danger or lack of 

supervision appropriate to the child’s age
 Persistent failure to attend school
 Non-organic failure to thrive i.e. child not gaining weight due not only to 

malnutrition but also to emotional deprivation
 Failure to provide adequate care for the child’s medical and developmental 

problems
 Exploited, overworked
 Behavioural signs e.g. overactive, aggressive, poor coping skills, impulsive 

behaviour, indiscriminate friendliness, withdrawn, poor social skills development, 
bed wetting, soiling or destructive behaviours, substance misuse, running away, 
sexual promiscuity, self harm, offending behaviours.

Further detail available from: Children First: National Guidance for the Protection and Welfare of 
Children, Department of Children and Youth Affairs 2011 and Child Protection and Welfare Practice 
Handbook, HSE 2011.

2. EMOTIONAL ABUSE
Emotional abuse is normally to be found in the relationship between a parent / carer and a 
child rather than in a specific event of pattern of events. It occurs when a child’s 
developmental need for affection, approval, consistency and security are not met. Unless 
other forms of abuse are present, it is rarely manifested in terms of physical signs or 
symptoms.   
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Emotional abuse can be manifested in terms of the child’s behavioural, cognitive, 
affective or physical functioning. The threshold of significant harm is reached when 
abusive interactions dominate and become typical of the relationship between the child 
and the parent / carer.

INDICATORS OF EMOTIONAL ABUSE

 Rejection
 Lack of comfort and love
 Lack of attachment
 Lack of proper stimulation e.g. fun and play
 Lack of continuity of care e.g. frequent moves, particularly unplanned
 Continuous lack of praise and encouragement
 Serious over-protectiveness
 Inappropriate non-physical punishment e.g. locking in rooms
 Family conflicts and / or violence
 Every child who is abused sexually, physically or neglected is also emotionally 

abused
 Inappropriate expectations of a child relative to his / her age and stage of 

development.

Further detail available from: Children First: National Guidance for the Protection and Welfare of 
Children, Department of Children and Youth Affairs 2011 and Child Protection and Welfare Practice 
Handbook, HSE 2011.

3. PHYSICAL ABUSE
Physical abuse of a child is that which results in actual or potential physical harm from an 
interaction or lack of interaction, which is reasonably within the control of a parent or 
person in a position of responsibility, power or trust. There may be single or repeated 
incidents. 

INDICATORS OF PHYSICAL ABUSE

 Bruises
 Fractures
 Swollen joints
 Burns / scalds
 Abrasions / lacerations
 Haemorrhages 
 Damage to body organs
 Poisonings – repeated (prescribed drugs, alcolol)
 Failure to thrive
 Coma / unconsciousness
 Death.

Further detail available from: Children First: National Guidance for the Protection and Welfare of 
Children, Department of Children and Youth Affairs 2011 and Child Protection and Welfare Practice 
Handbook, HSE 2011.
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4. SEXUAL ABUSE
Sexual abuse occurs when a child is used by another person for his or her gratification or 
sexual arousal or for that of others.

INDICATORS OF SEXUAL ABUSE

 Bleeding from the vagina / anus
 Difficulty / pain in passing urine / faeces
 An infection may occur secondary to sexual abuse which may or may not be a 

definitive sexually transmitted disease. Professionals should be informed if a child 
has persistent vaginal discharge or warts / rash in the genital area

 Noticeable and uncharacteristic change in behaviour
 Hints about sexual activity
 Age-inappropriate understanding of sexual behaviour
 Inappropriate seductive behaviour
 Sexually aggressive behaviour with others
 Uncharacteristic sexual play with peers / toys
 Unusual reluctance to join in normal activities that involve undressing e.g. games 

/ swimming

Further detail available from: Children First: National Guidance for the Protection and Welfare of 
Children, Department of Children and Youth Affairs 2011 and Child Protection and Welfare Practice 
Handbook, HSE 2011.
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Appendix 3

Standard Reporting Form and Guidance Notes 
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Guidance Notes 

The HSE has a statutory responsibility under the Child Care Act, 1991, to promote the 
welfare and protection of children in their area. The HSE therefore has an obligation to 
receive information about any child who is not receiving adequate care and/or protection.
This reporting form is for use by: 

 Any professional, individual or group involved in services to children, including 
HSE personnel, who becomes aware of a child protection or welfare concern, or 
to whom a child protection or welfare concern is reported.

 Professionals and individuals in the provision of child care services in the 
community who have service contracts with the HSE.

 Designated Liaison Persons in a voluntary or community agency 

Please fill in as much information and detail as is known to you. This will assist the 
Social Work Department in assessing the level of risk to the child, or the support services 
required. If the information requested is not known to you, please indicate this by putting 
a line through the question. It is likely that a social worker will contact you to discuss 
your report.

The HSE aims to work in partnership with parents. If you are making this report in 
confidence you should note that the HSE cannot guarantee absolute confidentiality for the 
following reasons:

 A Court could order that information be disclosed.
 Under the Freedom of Information Act, 1997, the Freedom of Information 

Commissioner may order that information be disclosed.
You should also note that in making a ‘bona fide report’ you are protected under the 
Protection for Persons Reporting Child Abuse Act, 1998.

If you are unsure if you should report your concerns, please telephone the HSE duty 
social worker and discuss your concerns with them. (See below).
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National Contact Details for HSE Children and Family Services

Also listed on HSE website (www.hse.ie/go/socialworkers) and from HSE LoCall Tel. 1850 241850. 
These contract numbers may be updated from time to time. Please check HSE websites for latest 
information.
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Appendix 4

Guidelines for Responding to a Disclosure 

 Be as calm and natural as possible;

 Remember that you have been approached because you are trusted and possibly 
liked. Do not panic;

 Be aware that disclosures can be very difficult for the child;

 Remember, the child may initially be testing your reactions and may only fully 
open up over a period of time;

 Listen to what the child has to say. Give them the time and opportunity to tell as 
much as they are able and wish to;

 Do not pressurise the child. Allow him / her to disclose in their own language and 
at their own pace;

 Conceal any signs of disgust, anger or disbelief;

 Accept what the child has to say – false disclosures are very rare;

 It is important to differentiate between the person who carried out the abuse and 
the act of abuse itself. The child quite possibly may love or strongly like the 
alleged abuser while also disliking what was done to them. It is important 
therefore to avoid expressing any judgement on, or anger towards, the alleged 
perpetrator while talking with the child;

 It may be necessary to reassure the child that your feelings towards him / her have 
not been affected in a negative way as a result of what they have disclosed.
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Appendix 5

Protections for Persons Reporting Act, 1998

The Protection for Persons Reporting Child Abuse Act, 1998 provides immunity from 
civil liability to persons who report child abuse “reasonably and in good faith” to the HSE
or and Garda Síochána. This means that, even if a reported suspicion of child abuse 
proves unfounded, a plaintiff who took an action would have to prove that the reporter 
had not acted reasonably and in good faith in making the report. 

Its main provisions are: 

1. The provision of immunity from civil liability to any person who reports child 
abuse “reasonably and in good faith” to designated officers of Health Boards or 
any member of the Garda Síochána;

2. The provision of significant protections for employees who report child abuse. 
These protections cover all employees and all forms of discrimination up to and 
including, dismissal;

3. The creation of a new offence of false reporting of child abuse where a person 
makes a report of child abuse to the appropriate authorities “knowing that 
statement to be false”. This is a new criminal offence designed to protect innocent 
persons from malicious reports. 

However, where a person reports abuse or makes a complaint their anonymity cannot be 
guaranteed and their identity may be revealed as part of investigations and considerations 
by the HSE, an Garda Síochána  and the Courts. 
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Appendix 6

Volunteer Application and Declaration Form 
(This form should be accompanied by two forms of identification including one photo ID)

First Name/s:  Surname: 

Address: 

Date of Birth: Tel. No. email address:

Please outline your experience of voluntary work:

Please provide names and addresses of two people (who are not related to you) whom we 
can contact for a reference:
Name: Name: 

Address: Address:

Tel: Tel: 

Are you willing to participate in Keeping Safe / Children First training?    YES    NO

Will you read and implement our child protection policies and procedures?   YES    NO

Do you agree to read and abide by our Confidentiality policy                YES    NO

DECLARATION OF SUITABILITY TO WORK WITH CHILDREN / YOUNG PEOPLE

 I _________________________ hereby declare that there is no reason known to me and 
there are no convictions, claims or complaints (past or pending) against me relating to 
children or young people that would deem me to be unsuitable to work with children / 
young people and carry out my role within ………………..Family Resource Centre.

Should any criminal charges be made against me, whilst I am associated with 
………Family Resource Centre, I undertake to immediately inform the Chairperson.

I understand that making a false declaration would be grounds for terminating my 
voluntary work with ……………….Family Resource Centre. 

I give permission to ……..Family Resource Centre to vet me with the Garda Central 
Vetting Unit. 

Signed: Date:
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Appendix 7

Volunteer Reference Form (adapted from Our Duty to Care)

Name of Volunteer _____________________________________
has expressed an interest in becoming a volunteer with the Family Resource Centre and 
has given your name as a referee.

 I enclose information on the Family Resource Centre and volunteer job description
 This post involves substantial access to children. 
 Do you have any reason at all to be concerned about this volunteer being in contact 

with children or young people?

Yes      No   

If you have answered yes, we will contact you by phone or in writing.

If you are happy to complete this reference, all information other than for reasons of child 
protection and court order, will remain confidential. Information will only be shared with 
the applicant’s supervisor, should they be offered a volunteer position. 

How long have you known this person? 

In what capacity? 

What attributes do you think that this person has which makes them a suitable volunteer 
for the post outlined above? Please consider attributes like sense of responsibility, 
maturity, trustworthiness and reliability in your response. 

Signed: 

Date: 

Occupation: 
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Appendix 8
……………Family Resource Centre

Comment / Complaint Form

YOUR DETAILS

Name: ____________________________________________________________

Address: ____________________________________________________________

Telephone: ______________________________________
You do not have to provide us with your telephone number but it will be easier for us to get in 
touch if you do.

NATURE OF YOUR COMMENT / COMPLAINT

What is your comment / complaint about?

________________________________________________________________________

________________________________________________________________________

When did what you are commenting on / complaining about take place?

________________________________________________________________________

________________________________________________________________________

Give details of your comment / complaint
e.g. Background / what you think the Centre failed to do or did wrongly / how you suffered as a 
result

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Signature: ______________________________________ Date:___________________
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Appendix 9

Incident / Accident Report Form

Event / where the incident / accident occurred___________________________________

Date__________________________________

Location______________________________________

Brief description of what happened___________________________________________

________________________________________________________________________

________________________________________________________________________

Who was involved?________________________________________________________

Name and contact details for any witnesses_____________________________________

________________________________________________________________________

________________________________________________________________________

Any injury sustained / damage done to property? ________________________________

________________________________________________________________________

________________________________________________________________________

Who dealt with the situation?________________________________________________

How was it resolved / dealt with?_____________________________________________

________________________________________________________________________

Any follow up required?____________________________________________________

________________________________________________________________________



37

Additional information _____________________________________________________

________________________________________________________________________

________________________________________________________________________

Signature________________________________________________________________

Name (Block letters)_______________________________________________________
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Appendix 10

Parental / Guardian Consent Form 

For participation in (activity / programme / club):

Location:

Transport information (if relevant):

Date(s):

Name of child:___________________________________________________________ 

Address:________________________________________________________________

_______________________________________________________________________

Date of birth:______________________Email:_________________________________

Home tel:___________________Mobile:________________________ Sex       M         F

Other relevant information:

(Please mention any medical conditions, allergies, special needs or dietary requirements)

________________________________________________________________________

________________________________________________________________________

________________________________________________________________________

Contact details for parent / guardian

Name:__________________________________________________________________

Address:________________________________________________________________

_______________________________________________________________________

Email:_________________________Home tel:_____________Mobile:______________

Other contact person in case of an emergency (different to the person listed above) 

Name__________________________________________________________________

Address:________________________________________________________________

_______________________________________________________________________

Home tel:____________________________Mobile:_____________________________

In case of medical emergency:
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In the event of illness or accident, I give permission for medical treatment to be 
administered by a suitably qualified practitioner and / or hospital. I understand that every 
effort will be made to contact me as soon as possible. 

I agree to allow the child named to participate in ________________________________ 
I understand that there will be suitable supervision while the young people are in the care 
of …………………..Family Resource Centre. I agree that s/he will be under the authority 
of, and answerable to, the staff and volunteers of the Family Resource Centre.  

I give my consent for my child to be photographed / videoed as I understand that the 
proceedings may be photographed / videoed and used for promotional purposes by 
…………….Family Resource Centre. 

Name of family doctor:____________________________________________________

Address:________________________________________________________________

Telephone:_______________________________________________

Facebook 
I agree to allow my child to go onto the facebook social network during the Youth Club 
meeting in ……….Family Resource Centre. Please note that to join facebook, an online 
form must be completed stating that they are over 13 years of age.  
……….Family Resource Centre operates an online internet security system and internet 
access on the computers in the Centre is supervised.

This Consent form will be shared within ……………….Family Resource Centre on a “need to 
know basis”. If you do not fully understand any of the questions, need further information or wish 
to discuss any of your answers it is most important that you contact the Family Resource Centre 
immediately.

Signed:_______________________________ Name:_____________________________
(Guardian)   (Block letters)

Relationship to child:________________________________________________

Signed:_____________________________________
(Child)

Date:_________________________



West Training & Development Ltd.


Family Resource Centres 

Child Protection and Welfare 


Policy & Procedures

     

April 2012





Introduction 


This child protection and welfare policy document was developed by the Youth Network of Family Resource Centres in Galway and Mayo and West Training & Development, Regional Support Agency in 2009. It aimed to ensure best practice and promote common standards in relation to child protection across Family Resource Centres in the Region. The current procedures have been drawn up using: Children First: National Guidance for the Protection and Welfare of Children (2011); Child Protection and Welfare Practice Handbook (2011) and Our Duty to Care: Principles of Good Practice for the Protection of Children and Young People (2002). The policy is reviewed regularly and was last updated in March 2012.


We are grateful to Bríd Burke, Children First Information and Advice Officer, HSE, Western Area, for her advice and contributions to the on-going development of this document.   

Throughout the document:


Child Protection Concern – when there are reasonable grounds for believing that a child may have been, is being, or is at risk of being physically, sexually or emotionally abused or neglected.  Child Protection and Welfare Practice Handbook (2011) Page 5.

Child Welfare Concern – a problem experienced directly by a child, or by the family of a child, that is seen to impact negatively on the child’s health, development and welfare, and that warrants assessment and support, but may or may not require a child protection response. Child Protection and Welfare Practice Handbook (2011) Page 6.

Abuse - refers to the four recognised, categories of abuse, i.e. neglect, physical abuse, emotional abuse and sexual abuse;

Child - refers to a person under the age of 18 years, excluding a person who is or has been married. Children First: National Guidance for the Protection and Welfare of Children (2011) Paragraph 2.1.2.

Family Resource Centre - Refers to the activities planned, organised, supervised and run by the staff and Voluntary Board of Directors of the Family Resource Centre or those appointed by them to do so;

Volunteer – refers to people who volunteer to run and manage the Family Resource Centre or to undertake activities as directed by the Voluntary Board of Directors;

Staff member – a paid employee of the Family Resource Centre 

Parent - refers to parent, guardian and caregiver



 

Disclaimer: West Training & Development Ltd. has taken all reasonable care in relation to the accuracy of the information in this document. The information is intended as a guide only and does not purport to be a legal interpretation. West Training & Development Ltd. does not make any warranties regarding the accuracy or completeness of the data.


West Training & Development Ltd. recommends that when Projects require legal advice they should contact their own Solicitors/Legal Advisors and when Projects require information on child welfare and protection they contact the Health Service Executive or the Gardaí.


West Training & Development Ltd., Mayoralty House, Merchants Rd. Galway


091 – 567827  




www.westtraining.ie
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Child Protection and Welfare Statement


Family Resource Centres are actively committed to a child-centred approach to working with children and young people and undertake to provide a safe and nurturing environment where the welfare of the child is paramount. By promoting their rights Family Resource Centres will support children to participate in matters that affect their lives. Family Resource Centres believe that children should be safe and protected in all aspects of their lives and that best practice in relation to child protection and welfare must be at the core of providing community based family supports and services. 

Family Resource Centres adhere to the recommendations of Children First: National Guidance for the Protection and Welfare of Children (2011) Department of Children and Youth Affairs; the Child Protection and Welfare Practice Handbook (2011) HSE and Our Duty to Care: Principles of Good Practice for the Protection of Children and Young People (2002) HSE by implementing best practice procedures on: 


· Involving Children and Sharing Information;


· Confidentiality; 


· Reporting both child protection and child welfare concerns;  

· Recruitment and Selection of staff and volunteers;

· Management and Supervision of staff and volunteers;


· Code of Behaviour for all staff and volunteers;
   


· Complaints and comments;

· Incidents and accidents; 

· Allegations of misconduct or abuse by staff or volunteers;


· Involvement of primary carers.

This policy will be reviewed on …………………………


Signature of the Designated Liaison Person…………………………………………


Date…………………………….

Policy on Involving Children and Sharing Information  


…… Family Resource Centre aims to protect and promote children’s rights by centring its activities around their safety, enjoyment and comfort (Appendix 1) and ensuring that they are valued, encouraged and treated as individuals in the Centre. Children’s rights and entitlements will be widely communicated within the Centre using posters and age appropriate information leaflets, including information on the Centre’s child protection and welfare policy. 


Children will be unconditionally respected and will be heard, listened to and taken seriously in the Centre. They will be encouraged to express their opinions, ask questions and depending on their age and level of understanding they will be consulted in planning activities and drawing up codes of behaviour and an anti-bullying policy. Where possible and depending on resources, age appropriate workshops will be facilitated to maximise their participation.

….. Family Resource Centre will engage a variety of communication tools when working with children that have communication difficulties. Staff and volunteers will be encouraged to avail of appropriate training and to access whatever additional resources and supports that are available. The Centre will work closely in partnership with parents / carers and other agencies / support services that are working with the individual child.

Confidentiality 


…… Family Resource Centre is committed to ensuring peoples’ rights to confidentiality. However, in relation to child protection and welfare the Centre undertakes that:


· The Designated Liaison Person and the deputy Designated Liaison Person will immediately be made aware of any information concerning the welfare of a child; 


· No undertakings regarding secrecy can be given by ….. Family Resource Centre where there is a child protection concern. Staff and / or volunteers that are working with a child and his / her family will always make this clear to all parties;


· The Centre will cooperate fully with the HSE Child and Family Services on the sharing of its records where a child welfare or protection issue arises. Sharing information in this way is not a breach of confidentiality and total confidentiality can never be guaranteed where the best interests of the child are at risk;


· …… Family Resource Centre will take full account of all legal requirements when handling information regarding child protection concerns and will access legal advice as required; 


· There are clear procedures in place in relation to keeping records of child protection and welfare concerns or reports. Records will be kept securely until the individual child has reached 21 years of age. Access to these records will be managed by the Designated Liaison Person and the Chairperson;

· Information in relation to child protection and welfare will only be shared on a ‘need to know’ basis within the Centre and will always be in the best interest of the child;


· Parents / primary carers and children have a right to know if personal information is being shared and / or a report is being forwarded to the HSE. They will be told unless doing so would put the child at further risk.

Reporting Procedures

If any child that …... Family Resource Centre comes in contact with is identified as being at risk of harm the Centre must act. ‘It is the responsibility of all agencies working with children and for the public to recognise child protection concerns and share those with the agencies responsible for assessing or investigating them, not to determine whether the child protection concerns are evidenced or not’. Children First: National Guidance for the Protection and Welfare of Children (2011) Paragraph 3.7.3.


The Criminal Justice Act, 2006 introduced the criminal charge of ‘reckless endangerment of children’. It states that ‘a person having authority or control over a child or abuser, who intentionally or recklessly endangers a child by (a) causing or permitting any child to be placed or left n a situation which creates a substantial risk to the child or being a victim of serious harm or sexual abuse or (b) failing to take reasonable steps to protect a child from such a risk while knowing that the child is in such a situation, is guilty of an offence’. 

GUIDELINES FOR RECOGNISING CHILD NEGLECT OR ABUSE


Protecting children and young people is everyone’s responsibility and staff and volunteers in …… Family Resource Centre must be alert to the possibility that children with whom they are in contact with may be experiencing abuse and / or neglect. A definition of the four types of abuse with a list of indicators is contained in Appendix 2. Commonly there are three stages in the identification of child neglect or abuse:


· Considering the possibility;

· Looking out for signs of neglect or abuse;

· Recording of information.

Children First: National Guidance for the Protection and Welfare of Children (2011) Paragraph 2.7.1.


REASONABLE GROUNDS FOR CONCERN

In ……Family Resource Centre staff and volunteers must follow the reporting procedures outlined below if they have a concern about the protection or welfare of a child or young person that they are working with. Each of the following constitutes reasonable grounds for concern:

· An injury or behaviour that is consistent both with abuse and an innocent; explanation, but where there are corroborative indicators supporting the concern that it may be a case of abuse;


· Consistent indication over a period of time that a child is suffering from emotional or physical neglect;


· Admission or indication by someone of an alleged abuse; 


· A specific indication from a child that he or she was abused;


· An account by a person who saw the child being abused;


· Evidence (e.g. injury or behaviour) that is consistent with abuse and unlikely to have been caused in any other way. 


DESIGNATED LIAISION PERSON

In accordance with Section 3.3 of Children First: National Guidance for the Protection and Welfare of Children (2011), the Centre has appointed a Designated Liaison Person to act as a liaison with outside agencies and also as a resource for any staff member or volunteer that needs support in relation to child protection concerns. A deputy has also been appointed to cover this role when the Designated Liaison Person is unavailable or if s/he is directly involved in a particular concern or incident. Both the Designated Liaison Person and the deputy are familiar with Children First: National Guidance for the Protection and Welfare of Children (2011); the Child Protection and Welfare Practice Handbook (2011) and Our Duty to Care: Principles of Good Practice for the Protection of Children and Young People (2002).

Designated Liaison Person: 

__________________________________________


Contact details:


__________________________________________


Deputy Designated Liaison Person: 
__________________________________________


Contact details:


__________________________________________


ROLE OF THE DESIGNATED LIAISON PERSON


In …………….Family Resource Centre, the Designated Liaison Person and the deputy Designated Liaison Person have participated in Keeping Safe / Children First training. The role of the Designated Liaison Person is to:


· Be fully conversant with the Family Resource Centre’s duties in relation to the protection and welfare of children;


· Provide information and advice on the Centre’s child protection and welfare policy and procedures and ensure that all of the appropriate procedures are implemented;

· Ensure that new staff and volunteers are supported to implement the Centre’s child protection and welfare policy and procedures through the induction process and the ongoing management, support and supervision of their work; 


· Receive and consider child protection and welfare concerns and establish, in consultation with the individual who has raised the concern, if reasonable grounds for concern exist; 


· Consult informally with the HSE Children and Family Services’ Duty Social Worker when unsure if the concern constitutes reasonable grounds for concern and whether a formal report should be made to the HSE Children and Family Services’ Social Work Service;

· Make a formal referral to HSE as required using the Standard Report form (Appendix 3);


· Refer any ‘out of hours’ emergency situation to an Garda Síochána or if not on call - ensure that staff / volunteers are aware of their obligation to contact the Garda Síochána in an emergency ; 

· Maintain confidential records;  


· Inform the primary carers that a child protection concern is being reported to the HSE or to An Garda Síochána unless doing so is likely to endanger the child. 

REPORTING A CONCERN


The definitions of abuse and guidelines for responding to a child that discloses are outlined in Appendix 2 and 4 respectively. A child should never be left in a situation that exposes him / her to harm. If a child protection or welfare concern arises the steps below will be followed:


· The Designated Liaison Person (or the deputy Designated Liaison Person) will be informed immediately; 


· The Designated Liaison Person may seek advice from the HSE Children and Family Services’ Duty Social Worker to decide whether a formal referral is required. The situation may just require ongoing monitoring;

· If there are reasonable grounds for concern the Designated Liaison Person will make a formal report to the HSE Children and Family Services’ Social Work Service without delay, using the Standard Report Form (Appendix 3). The form may be downloaded from www.hse.ie/go/childrenfirst or www.worriedaboutachild.ie;

· If the concern is urgent and there is imminent risk to a child, the Designated Liaison Person will make the report by telephone and then follow it up with the completed form;

· In an emergency outside of the HSE office hours, where the immediate safety of a child is threatened, An Gardaí Siochána will be contacted;


· If the Designated Liaison Person or deputy Designated Liaison Person is not available the person who has a concern, received a disclosure or witnessed an incident, should contact the HSE Children and Family Services’ Social Work Service or An Gardaí Siochána directly; 


· Where there is a concern about a potential risk to children posed by a specific person, even if the children are unidentifiable, the Centre will report the concerns to the HSE Children and Family Services.


In addition:


· The staff member / volunteer in ….. Family Resource Centre that expressed the concern about a child’s welfare will be kept informed;


· If the Designated Liaison Person decides not to pass on a concern to the HSE Children and Family Services, a clear written statement of the reasons why the Centre is not taking such action will be given to the person who reported the concern initially. They will also be advised that if they remain concerned about the situation that they are free as an individual to consult with, or report to, the HSE or An Garda Síochána. The provisions of the Protection for Persons Reporting Child Abuse Act, 1998 (Appendix 5) including protection from civil liability and penalisation by an employer, apply once they communicate ‘reasonably and in good faith’;

· If a report is to be submitted to the HSE Children and Family Services or to An Garda Siochána, the Designated Liaison Person will inform the primary carers - unless doing so would put the child at further risk. Children First: National Guidance for the Protection and Welfare of Children (2011), Paragraph 3.2.9.

THIRD PARTY REFERRALS


If a member of staff or a volunteer with …. Family Resource Centre receives information regarding a suspicion of child abuse / welfare from a third party this must be reported to the Designated Liaison Person who will then consult appropriately with the HSE Children and Family Services. The source of the information will be made aware that the information will be acted upon in the usual manner.

REPORTING A CONCERN THAT A CHILD IS MISSING 


If there is a concern that a child or young person has gone missing the Centre will immediately notify an Garda Síochána and the HSE Children and Family Services. The Centre will provide as much information as possible to these agencies such as: age; gender; height; build; hair colour; date person was last seen; where person was last seen; what person was wearing when last seen; any other relevant personal details or information and a recently taken photograph if available.

REPORTING A CONCERN ABOUT A COLLEAGUES BEHAVIOUR


· If a member of staff or a volunteer has a concern about a colleague’s behaviour with regards to a child they should report their concern to their line manager who will liaise appropriately with the Designated Liaison Person;


· If the concern is about the behaviour of their line manager they should report the matter to the Co-ordinator of the Centre who will liaise appropriately with the Designated Liaison Person (this may not be relevant in smaller Family Resource Centres where there is an Administrator and a Co-ordinator employed);

· If the concern is about the behaviour of the Co-ordinator of the Centre they should report the matter to the Chairperson of the Voluntary Board of Directors who will liaise appropriately with the Designated Liaison Person.

RETROSPECTIVE DISCLOSURE


If an adult discloses that s/he was abused as a child and it is possible that the alleged abuser is still in contact with and / or responsible for children the matter should be reported to the Designated Liaison Person who will consult with the HSE Children and Family Services.  


PROTECTED DISCLOSURE 


Protected disclosure provides legal safeguards for people who want to report serious concerns they have about standards of safety or quality in Irish health and social care services and was introduced into legislation via the Health Act, 2007. A disclosure to an authorised person is protected if that disclosure is made by (a) an employee of HSE, (b) other public health agencies, (c) service providers or bodies funded by the HSE, if it is made in good faith, on reasonable grounds and in accordance with the procedures outlined in the legislation. Each Centre should clarify the situation in relation to protected disclosures when it is negotiating funding levels and / or a Service Level Agreement with HSE. (See Child Protection and Welfare Practice Handbook (2011), Paragraph 4.6 for further details).

RECORDS AND SHARING INFORMATION


· All details in relation to a child protection or welfare concern including the date, time, persons involved in the concern, disclosure or incident and actions and outcomes will be recorded and held securely by the Designated Liaison Person in …… Family Resource Centre. As much information as possible will be obtained to establish the grounds for concern. With each individual case, whether or not a formal report was made to the HSE Children and Family Services’ Social Work Service and the reasons for doing so, or not doing so, will also be noted;


· In cases where neglect is indicted over time there may be no requirement for a formal report to be made to the HSE initially. However, a chronological record of the evidence or symptoms in the child that gave rise to the concern will be maintained. Thus daily records of incidents /observations may become significant if a pattern of neglect / abuse emerges and may become part of the record of a child welfare or child protection concern;  

· Access to records and the extent to which information will be shared will be managed by the Designated Liaison Person and the Chairperson; 


· …… Family Resource Centre has a policy of cooperating fully with the HSE Children and Family Services on sharing the Centre’s records where a child welfare or protection issue arises;


· Information regarding concern or assessment of child abuse will be shared on a ‘need to know’ basis within the Centre and always in the best interests of the child. 


Policy on the Recruitment and Selection 


of Staff and Volunteers 

……Family Resource Centre is committed to ensuring best practice in the recruitment and management of staff and volunteers. ‘Where staff or volunteers have access to children employers / heads of organisations should at all times implement safe recruitment practices, including Garda vetting of applicants and staff, rigorous checking of references, interview procedures and monitoring of good professional practice’. 


Children First: National Guidance for the Protection and Welfare of Children (2011), Paragraph 4.5.5

APPLICATION FORM AND ADVERTISING

An application form must be filled out for all positions in the Centre, whether the position is paid or on a voluntary basis. For volunteers the Application form is combined with a Declaration form (Appendix 6). Advertising for positions, paid and voluntary will be done as widely as possible and in a fair, open and transparent manner.


GARDA VETTING


……….Family Resource Centre will ensure that all members of the Voluntary Board of Directors, staff and anyone involved in the delivery of services, supports and programmes on behalf of the Centre have Garda Vetting. Staff or volunteers will not have unsupervised access to children until their vetting application has been satisfactorily processed. Vetting will be done through the Authorised Signatory for Family Resource Centres who is authorised to act as the liaison between Family Resource Centres and the Garda Central Vetting Unit. (Contact Maria Chrystal in Ballymote Family Resource Centre, Co. Sligo for further details).

DECLARATION FORM 


There may be a delay in the Garda vetting service and staff and volunteers are also required to sign a Declaration Form (Appendix 6) before they begin working with the Centre. This form details any criminal convictions, as well as any charges that are pending, against an individual. 


SELECTION AND INTERVIEW PROCESS


Staff will be selected by a panel of at least two or more representatives through an interview process. Volunteers with the Family Resource Centre will also be required to go through an informal interview process with the Centre Co-ordinator and a member of the Voluntary Board of Directors.


Any person that is deemed to constitute a risk to children or young people will not be engaged / employed. Some of the exclusions include:

· Any child abuse related convictions;

· Refusal to sign the application and / or declaration form;

· Insufficient documentary evidence of identity;

· Concealing information on one’s suitability for working with children. 


ID AND REFERENCES

Two forms of identification, including one form of photo I.D. with a signature (e.g. passport or driving licence) must be provided by staff and volunteers. Contact details for two referees, who are not family members, must be provided. References will be sought in writing or by telephone and will be followed up by telephone or personal visit as appropriate (sample Reference Form - Appendix 7).


PROBATION

Staff and volunteers will complete a probationary / trial period of at least three months. During this time, their interaction with children and young people and their willingness to abide by, and actively implement, this child protection and welfare policy and procedures will be assessed. 


CODE OF BEHAVIOUR

Staff and volunteers are expected to abide by the Code of Behaviour that is an integral part of this child protection and welfare policy.


STAFF / VOLUNTEERS FROM OTHER ORGANISATIONS


……Family Resource Centre will clarify the nature of its relationship with the other organisation immediately – particularly in relation to management of staff and volunteers and agreement of the required policies and procedures to ensure a safe environment where the welfare of the child is paramount.   


(a) If the external organisation is renting a space / room from the Centre the organisation will be expected to be fully responsible for managing their own activities and to have the appropriate policies and procedures in place. They will also be required to show evidence of appropriate insurance cover;


(b) Where students, Community Employment Scheme participants or people on work placements are engaged by the Centre the Designated Liaison Person will explore with their employer / supervisor the child protection and welfare policy that the organisation operates under and will agree who has responsibility for addressing any child protection or welfare issue that might arise. Codes of Behaviour will be discussed to identify any variances in work practices and to agree a shared approach as part of the placement agreement. Complaints procedures / how to address allegations of inappropriate behaviour will also be part of this discussion and both organisations will have agreed procedures in place regarding information sharing, should such issues arise; 


(c) Where ……..Family Resource Centre is co-managing an activity / programme in the Centre a written contract will be agreed with the other organisation(s). The contract will stipulate the agreed policies and procedures that are required to ensure the safe management of the activity / programme and will identify the Designated Liaison Person to lead any child protection or welfare concern that may arise. Information sharing / record keeping protocols will also be agreed in relation to each and every procedure outlined in the contract.

Safe Management of Staff and Volunteers

INDUCTION


· New staff and volunteers in …….Family Resource Centre must undertake an induction process which includes: 


(a) An introduction to the management / staff / volunteers in the Centre;


(b) A guided tour of the premises and its facilities;


(c) The background to the Centre e.g. history / guiding principles / management structure / aims and objectives / work plan etc.


(d) Relevant promotional material about the Centre e.g. copy of most recent annual report / SPEAK report / recent newsletter etc;


(e) An introduction to / information about other agencies working in the area; 


(f)  Information on the policies and procedures of the Centre particularly this child protection and welfare policy. 


· All staff members and volunteers (as appropriate) will be provided with clear job descriptions that outline their particular roles and responsibilities; 

· All volunteers and staff that work with  ………………. Family Resource Centre are required to sign and abide by this child protection and welfare policy.

· As stated above - if the volunteers or staff members are external to the Centre then it will be agreed beforehand with their respective employer or supervisor what policies and procedures they will be governed by as well as the level of responsibility both organisations have in implementing the placement agreement. Appropriate induction will be an integral part of each placement agreement; 

· Where ………Family Resource Centre is managing an activity / programme in the Centre in partnership with another organisation (or organisations) a contract will be drawn up and agreed with the relevant organisation(s). The contract will include procedures for the safe management of staff and volunteers for the particular co-managed activity / programme.


SUPERVISION AND SUPPORT FOR STAFF AND VOLUNTEERS IN THE CENTRE

· The Co-ordinator of …… Family Resource Centre provides support and supervision for staff at least every six weeks; 


· All staff members have regular access to the Staff Liaison sub-committee of the Voluntary Board of Directors. Meetings are scheduled at the beginning of each year; 


· Staff team meetings are held monthly and volunteers are invited to attend as appropriate;


· Staff appraisal meetings take place annually and / or in line with the terms of staff contracts and are overseen by the Staff Liaison sub-committee of the Voluntary Board of Directors. Child protection and the promotion of child welfare will be addressed during the appraisal meeting; 


· Volunteers are supported and supervised by the Co-ordinator;


· Volunteers will be facilitated to meet at least annually, or more often as required, to review their performance and discuss any emerging issues;


· Volunteers may request a meeting with the Co-ordinator to discuss their work at any stage. They may also request a meeting with the Staff Liaison sub-committee of the Voluntary Board of Directors;


· Appropriate support and supervision structures for staff / volunteers from an external organisation will form part of the placement agreement or contract described above. 


The Terms of Reference for all working groups / sub-committees of the Voluntary Board of Directors will include a reference to the need to abide by this child protection and welfare policy. A member of the Voluntary Board of Directors and / or a member of staff will sit on each sub-committee / working group.  


TRAINING


Staff and volunteers that have access to children and / or young must participate in Keeping Safe / Children First training as soon as possible. 

“Training aims to promote effective interventions in the care and protection of children. Effective child protection depends on the skills, knowledge and values of personnel working with children and families, as well as cooperation between agencies (interagency) and within agencies (intra-agency). Relevant training and education is an essential prerequisite for achieving this. All agencies involved with children have a responsibility to ensure that such training is available on an on-going basis”.


Children First: National Guidance for the Protection and Welfare of Children (2011), Paragraph 10.1.2  


Code of Behaviour for Staff and Volunteers 

working with Children 


……………Family Resource Centre promotes a child centred-approach to creating a safe environment for children and young people. Staff and volunteers are provided with clear good practice guidelines on what is acceptable behaviour when working with children and young people. 

EQUALITY STATEMENT


..…. Family Resource Centre is committed to providing equal opportunities for all children and young people regardless of their gender, age, culture, disability, religious beliefs, family status, sexual orientation or membership of the Traveller community. 


WORKERS AND VOLUNTEERS WILL

· Behave in a respectful manner towards children;

· Listen to and value children’s opinions and  beliefs;

· Include children in appropriate decision making;

· Create a safe, inclusive, accessible environment; 

· Recognise and nurture the individual potential of all children;

· Use encouragement and praise to positively develop confidence and self worth;

· Facilitate the young people to draw up an Anti-bullying Code of behaviour that will be followed while they are in the Centre or involved in any activities with ….Family Resource Centre.

WORKERS AND VOLUNTEERS WILL NOT

· Bully children;

· Spend excessive amounts of time alone with children away from others. Meetings with individual children or young people will take place as openly as possible;

· Shout at or show aggression towards children,

· Subject children to any form of verbal, physical, emotional or sexual abuse;

· Exclude children from groups or activities because of difference;

· Show favouritism towards individuals; 

· Have inappropriate physical contact with children; 

· Tell jokes of a racist, sexual or derogatory nature; 

· Refuse to act on a child welfare concern about someone in their care;

· Engage in slagging or joking that belittles children. 

ORGANISING ACTIVITIES / EVENTS

· Appropriate transport arrangements will be made for all activities; 


· Activities will be age appropriate; 


· Registration forms, parental consent forms etc will be provided as required; 

· Incident / accident report forms and safety procedures will be used to ensure the safety and protection of children and young people;


· Clear lines of communication between organisers and parents/guardians regarding attendance, location, drop-off and pick-up, duration of activities will be agreed.


TOUCHING 

· Touching will be in response to the need of the child and not the need of the adult;

· Touching should always be with the child’s permission – resistance from the child will be respected;

· Breasts, buttocks and groin should always be avoided;

· Touching should be open and not secretive;

· Any touching should be governed by the developmental stage of the child

· Tasks of a personal nature will only be undertaken with the utmost of discretion in an emergency situation; for very young children or disabled children and always with the full understanding and consent of the parents.

COMMUNICATION 


· All communication, including electronic email and text, between staff, volunteers and children will be appropriate and will only be done with parental consent; 

· Communications will not contain inappropriate images or text that might be construed as pornographic, racist, derogatory or contain innuendo or material that in any way might be inappropriate or offensive; 

· Young people will not be contacted by the organisation through social networking sites;


· Photographs, video or other images of children or young people will not be taken without the consent of the parents / carers and the young people themselves and only appropriate images will be used to promote the activities of the Centre.

Comments and Complaints Procedure


………………..Family Resource Centre promotes best practice and welcomes feedback at all times. We would encourage people to address their comments / concerns to us as soon as possible - as this will facilitate us to address the matter most effectively.  

· Informal comments or complaints should initially be addressed to the person(s) in question;


· Alternatively the Co-ordinator of ………..Family Resource Centre can be contacted. S/he will be responsible for directing the complaints / comments to the appropriate person;


· All comments or complaints will be treated properly, fairly and impartially;


· If the complaint relates to the safety and welfare of a child, it will be dealt with in accordance with this child protection and welfare policy and procedures;


· Where a complainant feels that their comment / complaint has not been addressed satisfactorily through the informal process outlined above, the comment / complaint should be put on a formal basis using the template provided in Appendix 8. Where possible formal complaints / comments should be made in writing; 

· Complaints / comments will be acknowledged immediately and responded to in detail within 20 working days of receipt of the written comment or complaint;


· If there are outstanding issues for either party - these can be addressed with the chairperson (provide name and contact details), who will be guided by the policies and procedures of the organisation. 

(N.B. Some Family Resource Centres that receive funding from HSE may be required to include specific content in their complaints procedure to comply with the Health Act, 2004. Individual Centres should contact their local HSE for further information).

Procedure for Addressing Allegations of Abuse against 

Staff / Volunteers


If an allegation of abusive behaviour is made against a staff member or volunteer two separate procedures will be followed and managed independently by different people in the Centre: 

(1) The Designated Liaison Person will deal with the child welfare or protection issue;


(2) A member of the Voluntary Board of Directors (employer), ideally a member of the Staff Liaison sub-committee and / or the Chairperson, will deal with the allegation against the staff member / volunteer.


Where an allegation of abuse is made against the Designated Liaison Person, the deputy Designated Liaison Person or the chairperson, then others in the organisation will be charged with dealing with the allegations.

		Child Protection / Welfare Issue

		Allegation against a staff member / volunteer



		· When an allegation against a member of staff or volunteer is received - it will be dealt with promptly and strictly in accordance with these procedures;


· The safety of the child is paramount and all necessary measures will be taken to ensure that the child is safe.  ………..Family Resource Centre will ensure that no other children or young people are put at risk during this period. This may include any of the following: suspension of duties pending the 

outcome of an investigation; re-assignment of duties so that the 

accused will not have contact with 

children or young people; working under increased supervision during the period of the investigation;


·  ……….. …Family Resource Centre will inform other relevant 


agencies and the primary carers as appropriate;


· The decision to make a formal report will be based on reasonable grounds for concern and in consultation with the HSE Duty Social Worker. It will also be done in accordance with the role of the Designated Liaison Person and the Centre’s reporting procedures; 


· Both the child and the primary carers will be informed of any actions planned and taken;


· The child will be dealt with in an age appropriate manner.




		· If an allegation has been made against a staff member or volunteer a member of Staff Liaison and / or the chairperson will privately inform them of (1) the fact that an allegation has been made against them and (2) the nature of the allegation;


· The employee or volunteer will be afforded an opportunity to respond and their response will be noted in any subsequent report to the HSE or an Garda Síochána;


· Once the person has been informed of the allegation made against them, the Designated Liaison Person will

consult with the HSE Children and Family Services and complete the 

· standard reporting form (Appendix 3) as required;


· The Centre will ensure that the principles of ‘natural justice’ apply throughout the process;


· An investigation will take place into the allegation(s) as soon as possible 


and in accordance with the Centre’s disciplinary procedures; 


· Staff Liaison and / or the Chairperson will inform the person against whom the allegation has been made of the outcome of the investigation;


· The Centre will work in consultation with the HSE Children and Family Services and an Garda Síochána on what action(s) should be taken in regard to the staff member / volunteer;

· The person against whom the allegation has been made will need support and the Centre will advise on how to access relevant support services.








………Family Resource Centre recognises that the reactions of other members of staff / volunteers to the allegations may include anger, disbelief and shock. Staff and volunteers will be supported in a manner that protects the child, facilitates a fair investigation into the allegation(s) and outlines the behaviour expected of staff and volunteers whilst the matter is under investigation. 


The Centre also recognises the need to support the child and his / her primary carers and other family members throughout the process of assessment and investigation and will work with the HSE Children and Family Services to provide this support. 


Accidents 


………..Family Resource Centre has a Health and Safety Statement that includes a risk assessment of each area of operation. Procedures to follow in the event of an accident are clearly described in this.  


PROCEDURES

· All accidents in …… Family Resource Centre must be reported to the Health and Safety officer (provide name and contact details) who has participated in First Aid training;


· All accidents / incidents must be recorded using the Centre’s Incident / Accident Report Form (Appendix 9);


· If a child has an accident the primary carers are always informed of the nature of the accident and any treatment given;


· An up to date register is maintained of the contact details of all children or young people involved with ……………Family Resource Centre;


· The location of the First-aid boxes are known to all staff members / volunteers and they are re-stocked regularly;


· Children and young people are advised of any possible health and safety risks when participating in any activities / programmes in the Centre; 


· Where trips are made ‘off site’, requirements in relation to having staff members / volunteers trained in first aid will be an integral part of the planning process; 


· External organisations that …………….Family Resource Centre works with are obliged to provide proof that they have adequate public liability insurance.


Policy on Sharing Information with Primary Carers 


SHARING INFORMATION WITH PRIMARY CARERS


Primary carers are encouraged to be involved as much as possible in the work of ……………Family Resource Centre and the Centre is committed to keeping them informed of all aspects of the activity / programme that their child is involved in. A copy of the Centre’s child protection and welfare policy and procedures is available to all primary carers. In the event of a child protection concern arising, the practice in …… Family Resource Centre is to inform primary carers immediately unless doing so is likely to endanger the child.


…… Family Resource Centre undertakes to: 


· Advise primary carers of the Centre’s child protection and welfare policy and procedures;


· Ensure that information is made available to primary carers on all of our activities and potential activities;


· Issue all relevant documentation including registration forms, attendance sheets, comment / complaint forms (Appendix 8),  accident / incident report forms (Appendix 9), parental consent forms (Appendix 10) as required. As part of this process the Centre will provide clarification as required on who has guardianship rights to give parental consent (www.treoir.ie);

· Fully comply with health and safety procedures; 


· Operate child centred policies in accordance with best practice;


· Adhere to the Centre’s recruitment, selection and management procedures for staff and volunteers;


· Ensure that all activities are age appropriate; 


· Actively encourage primary carers to ask questions and comment on the supports and services that are provided by the Centre in order to support their right to ensure that their children are safe at all times (e.g. Keeping Children Safe: Helping Parents and Carers Choose Safe Services and Activities for Children – information leaflet produced by Mayo Local Child Protection Committee)  

· Where possible support the involvement of parents, carers and / or responsible adults.


If …… Family Resource Centre has concerns about the welfare of any child or young person the Centre will:


· Respond to the needs of the child and ensure that the interests of the child are paramount;


· Inform the primary carers unless it is thought that this action would put the child at further risk;


· Encourage the primary carers to work in partnership with the Centre and ensure that they have an opportunity  to consult with the Designated Liaison Person;  


· Liaise with the HSE Children and Family Services and / or an Garda Síochána as appropriate; 


· In the event of a complaint against a member of staff or a volunteer with ………... Family Resource Centre the Centre will immediately take the appropriate steps to ensure the safety of the child and inform the primary carers as appropriate.
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Appendix 1 

Protecting and Promoting Children’s Rights 

Staff and volunteers in ……. Family Resource Centre have a responsibility to promote children’s rights by:

· Treating them with dignity, sensitivity and respect;


· Making time to listen, talk to and get to know the children;


· Making sure that children know the organisation’s rules about behaviour;


· Encouraging children to have an input into how things are run;


· Helping children to be safe, happy and having as much fun as possible;


· Never favouring one child or children over others;


· Enabling children to regard their bodies as their own property;


· Encouraging them to express feelings, fears and experiences openly;


· Giving written information about the organisation to children and their parents / carers;


· Knowing about the principles and practices of child protection including their legal duties;


· Never engaging in sexually provocative games or making suggestive comments, even in fun;


· Respecting children’s privacy in bathrooms and in changing rooms;


· Sensitively ensuring that children know about the child protection policy;


· Always responding to complaints or allegations;


· Helping children realise the difference between confidentiality and secrecy;


·  Being sensitive to the fact that some children are more vulnerable and have special needs;

· Never using physical punishment with children.


Our Duty to Care: Principles of Good Practice for the Protection of Children and Young People (2002) p.6.

Appendix 2 

Definitions and Indicators of Child Abuse 

1. NEGLECT

Neglect can be defined in terms of an omission, where the child suffers significant harm or impairment of development by being deprived of food, clothing, warmth, hygiene, intellectual stimulation, supervision and safety, attachment to, and affection from adults and / or medical care. Neglect generally becomes apparent in different ways over a period of time rather than at one specific point. 


Harm can be defined as the ill-treatment or impairment of the health or development of a child. Whether it is significant is determined by the child’s health and development as compared to that which could reasonably be expected of a child of similar age. The threshold of significant harm is reached when the child’s needs are neglected to the extent that his / her well –being and / or development are severely affected. 


INDICATORS OF NEGLECT 

· Abandonment or desertion


· Children persistently being left alone without adequate care and supervision


· Malnourishment, lacking food, inappropriate food or erratic feeding


· Lack of warmth


· Lack of adequate clothing


· Inattention to basic hygiene


· Lack of protection and exposure to danger, including moral danger or lack of supervision appropriate to the child’s age


· Persistent failure to attend school


· Non-organic failure to thrive i.e. child not gaining weight due not only to malnutrition but also to emotional deprivation


· Failure to provide adequate care for the child’s medical and developmental problems


· Exploited, overworked

· Behavioural signs e.g. overactive, aggressive, poor coping skills, impulsive behaviour, indiscriminate friendliness, withdrawn, poor social skills development, bed wetting, soiling or destructive behaviours, substance misuse, running away, sexual promiscuity, self harm, offending behaviours.


Further detail available from: Children First: National Guidance for the Protection and Welfare of Children, Department of Children and Youth Affairs 2011 and Child Protection and Welfare Practice Handbook, HSE 2011.

2. EMOTIONAL ABUSE

Emotional abuse is normally to be found in the relationship between a parent / carer and a child rather than in a specific event of pattern of events. It occurs when a child’s developmental need for affection, approval, consistency and security are not met. Unless other forms of abuse are present, it is rarely manifested in terms of physical signs or symptoms.   

Emotional abuse can be manifested in terms of the child’s behavioural, cognitive, affective or physical functioning. The threshold of significant harm is reached when abusive interactions dominate and become typical of the relationship between the child and the parent / carer.

INDICATORS OF EMOTIONAL ABUSE 


· Rejection


· Lack of comfort and love


· Lack of attachment


· Lack of proper stimulation e.g. fun and play


· Lack of continuity of care e.g. frequent moves, particularly unplanned


· Continuous lack of praise and encouragement


· Serious over-protectiveness


· Inappropriate non-physical punishment e.g. locking in rooms


· Family conflicts and / or violence


· Every child who is abused sexually, physically or neglected is also emotionally abused


· Inappropriate expectations of a child relative to his / her age and stage of development.


Further detail available from: Children First: National Guidance for the Protection and Welfare of Children, Department of Children and Youth Affairs 2011 and Child Protection and Welfare Practice Handbook, HSE 2011.


3. PHYSICAL ABUSE

Physical abuse of a child is that which results in actual or potential physical harm from an interaction or lack of interaction, which is reasonably within the control of a parent or person in a position of responsibility, power or trust. There may be single or repeated incidents. 

INDICATORS OF PHYSICAL ABUSE 


· Bruises


· Fractures


· Swollen joints


· Burns / scalds


· Abrasions / lacerations


· Haemorrhages 


· Damage to body organs


· Poisonings – repeated (prescribed drugs, alcolol)


· Failure to thrive


· Coma / unconsciousness


· Death.


Further detail available from: Children First: National Guidance for the Protection and Welfare of Children, Department of Children and Youth Affairs 2011 and Child Protection and Welfare Practice Handbook, HSE 2011.


4. SEXUAL ABUSE

Sexual abuse occurs when a child is used by another person for his or her gratification or sexual arousal or for that of others.


INDICATORS OF SEXUAL ABUSE 


· Bleeding from the vagina / anus

· Difficulty / pain in passing urine / faeces


· An infection may occur secondary to sexual abuse which may or may not be a definitive sexually transmitted disease. Professionals should be informed if a child has persistent vaginal discharge or warts / rash in the genital area


· Noticeable and uncharacteristic change in behaviour


· Hints about sexual activity


· Age-inappropriate understanding of sexual behaviour


· Inappropriate seductive behaviour


· Sexually aggressive behaviour with others


· Uncharacteristic sexual play with peers / toys


· Unusual reluctance to join in normal activities that involve undressing e.g. games / swimming


Further detail available from: Children First: National Guidance for the Protection and Welfare of Children, Department of Children and Youth Affairs 2011 and Child Protection and Welfare Practice Handbook, HSE 2011.


Appendix 3 

Standard Reporting Form and Guidance Notes 






Guidance Notes 

The HSE has a statutory responsibility under the Child Care Act, 1991, to promote the welfare and protection of children in their area. The HSE therefore has an obligation to receive information about any child who is not receiving adequate care and/or protection.


This reporting form is for use by: 


· Any professional, individual or group involved in services to children, including HSE personnel, who becomes aware of a child protection or welfare concern, or to whom a child protection or welfare concern is reported.

· Professionals and individuals in the provision of child care services in the community who have service contracts with the HSE.

· Designated Liaison Persons in a voluntary or community agency 


Please fill in as much information and detail as is known to you. This will assist the Social Work Department in assessing the level of risk to the child, or the support services required. If the information requested is not known to you, please indicate this by putting a line through the question. It is likely that a social worker will contact you to discuss your report.


The HSE aims to work in partnership with parents. If you are making this report in confidence you should note that the HSE cannot guarantee absolute confidentiality for the following reasons:


· A Court could order that information be disclosed.


· Under the Freedom of Information Act, 1997, the Freedom of Information Commissioner may order that information be disclosed.


You should also note that in making a ‘bona fide report’ you are protected under the Protection for Persons Reporting Child Abuse Act, 1998.


If you are unsure if you should report your concerns, please telephone the HSE duty social worker and discuss your concerns with them. (See below).


National Contact Details for HSE Children and Family Services


Also listed on HSE website (www.hse.ie/go/socialworkers) and from HSE LoCall Tel. 1850 241850. These contract numbers may be updated from time to time. Please check HSE websites for latest information.








Appendix 4

Guidelines for Responding to a Disclosure 


· Be as calm and natural as possible;

· Remember that you have been approached because you are trusted and possibly liked. Do not panic;

· Be aware that disclosures can be very difficult for the child;

· Remember, the child may initially be testing your reactions and may only fully open up over a period of time;

· Listen to what the child has to say. Give them the time and opportunity to tell as much as they are able and wish to;

· Do not pressurise the child. Allow him / her to disclose in their own language and at their own pace;

· Conceal any signs of disgust, anger or disbelief;

· Accept what the child has to say – false disclosures are very rare;

· It is important to differentiate between the person who carried out the abuse and the act of abuse itself. The child quite possibly may love or strongly like the alleged abuser while also disliking what was done to them. It is important therefore to avoid expressing any judgement on, or anger towards, the alleged perpetrator while talking with the child;

· It may be necessary to reassure the child that your feelings towards him / her have not been affected in a negative way as a result of what they have disclosed.


Appendix 5

Protections for Persons Reporting Act, 1998

The Protection for Persons Reporting Child Abuse Act, 1998 provides immunity from civil liability to persons who report child abuse “reasonably and in good faith” to the HSE or and Garda Síochána. This means that, even if a reported suspicion of child abuse proves unfounded, a plaintiff who took an action would have to prove that the reporter had not acted reasonably and in good faith in making the report. 


Its main provisions are: 


1. The provision of immunity from civil liability to any person who reports child abuse “reasonably and in good faith” to designated officers of Health Boards or any member of the Garda Síochána;

2. The provision of significant protections for employees who report child abuse. These protections cover all employees and all forms of discrimination up to and including, dismissal; 


3. The creation of a new offence of false reporting of child abuse where a person makes a report of child abuse to the appropriate authorities “knowing that statement to be false”. This is a new criminal offence designed to protect innocent persons from malicious reports. 


However, where a person reports abuse or makes a complaint their anonymity cannot be guaranteed and their identity may be revealed as part of investigations and considerations by the HSE, an Garda Síochána  and the Courts. 


Appendix 6

Volunteer Application and Declaration Form 

(This form should be accompanied by two forms of identification including one photo ID)


First Name/s:  




Surname: 


Address: 


Date of Birth: 


 Tel. No. 


email address:

Please outline your experience of voluntary work:


Please provide names and addresses of two people (who are not related to you) whom we can contact for a reference:

Name: 






Name: 


Address: 





Address:


Tel: 






Tel: 


Are you willing to participate in Keeping Safe / Children First training? 
   YES
   NO

Will you read and implement our child protection policies and procedures?
   YES 
   NO


Do you agree to read and abide by our Confidentiality policy
               YES    NO

DECLARATION OF SUITABILITY TO WORK WITH CHILDREN / YOUNG PEOPLE


 I _________________________ hereby declare that there is no reason known to me and there are no convictions, claims or complaints (past or pending) against me relating to children or young people that would deem me to be unsuitable to work with children / young people and carry out my role within ………………..Family Resource Centre.


Should any criminal charges be made against me, whilst I am associated with ………Family Resource Centre, I undertake to immediately inform the Chairperson. 


I understand that making a false declaration would be grounds for terminating my voluntary work with ……………….Family Resource Centre. 


I give permission to ……..Family Resource Centre to vet me with the Garda Central Vetting Unit. 


Signed: 




Date:


Appendix 7 


Volunteer Reference Form (adapted from Our Duty to Care)

Name of Volunteer _____________________________________
has expressed an interest in becoming a volunteer with the Family Resource Centre and has given your name as a referee.


· I enclose information on the Family Resource Centre and volunteer job description 

· This post involves substantial access to children.  

· Do you have any reason at all to be concerned about this volunteer being in contact with children or young people?


Yes  (    No (  


If you have answered yes, we will contact you by phone or in writing.

If you are happy to complete this reference, all information other than for reasons of child protection and court order, will remain confidential. Information will only be shared with the applicant’s supervisor, should they be offered a volunteer position. 


How long have you known this person? 


In what capacity? 


What attributes do you think that this person has which makes them a suitable volunteer for the post outlined above? Please consider attributes like sense of responsibility, maturity, trustworthiness and reliability in your response. 

Signed: 


Date: 


Occupation: 


Appendix 8

……………Family Resource Centre


Comment / Complaint Form


YOUR DETAILS


Name:

____________________________________________________________

Address:
____________________________________________________________

Telephone: 
______________________________________

You do not have to provide us with your telephone number but it will be easier for us to get in touch if you do.

NATURE OF YOUR COMMENT / COMPLAINT


What is your comment / complaint about? 

________________________________________________________________________


________________________________________________________________________


When did what you are commenting on / complaining about take place?


________________________________________________________________________


________________________________________________________________________


Give details of your comment / complaint

e.g. Background / what you think the Centre failed to do or did wrongly / how you suffered as a result

________________________________________________________________________


________________________________________________________________________

________________________________________________________________________


________________________________________________________________________


Signature: ______________________________________ Date:___________________

Appendix 9

Incident / Accident Report Form

Event / where the incident / accident occurred___________________________________


Date__________________________________


Location______________________________________


Brief description of what happened___________________________________________


________________________________________________________________________


________________________________________________________________________


Who was involved?________________________________________________________


Name and contact details for any witnesses_____________________________________


________________________________________________________________________


________________________________________________________________________


Any injury sustained / damage done to property? ________________________________


________________________________________________________________________


________________________________________________________________________


Who dealt with the situation?________________________________________________


How was it resolved / dealt with?_____________________________________________


________________________________________________________________________


Any follow up required?____________________________________________________


________________________________________________________________________


Additional information _____________________________________________________


________________________________________________________________________


________________________________________________________________________


Signature________________________________________________________________


Name (Block letters)_______________________________________________________


Appendix 10

Parental / Guardian Consent Form 

For participation in (activity / programme / club):

Location:


Transport information (if relevant):


Date(s):

Name of child:___________________________________________________________ Address:_______________________________________________________________________________________________________________________________________

Date of birth:______________________Email:_________________________________


Home tel:___________________Mobile:________________________ Sex       M         F

Other relevant information:


(Please mention any medical conditions, allergies, special needs or dietary requirements)


________________________________________________________________________________________________________________________________________________________________________________________________________________________


Contact details for parent / guardian


Name:__________________________________________________________________


Address:_______________________________________________________________________________________________________________________________________

Email:_________________________Home tel:_____________Mobile:______________

Other contact person in case of an emergency (different to the person listed above) 


Name__________________________________________________________________Address:_______________________________________________________________________________________________________________________________________Home tel:____________________________Mobile:_____________________________


In case of medical emergency:


In the event of illness or accident, I give permission for medical treatment to be administered by a suitably qualified practitioner and / or hospital. I understand that every effort will be made to contact me as soon as possible. 


I agree to allow the child named to participate in ________________________________ I understand that there will be suitable supervision while the young people are in the care of …………………..Family Resource Centre. I agree that s/he will be under the authority of, and answerable to, the staff and volunteers of the Family Resource Centre.  


I give my consent for my child to be photographed / videoed as I understand that the proceedings may be photographed / videoed and used for promotional purposes by …………….Family Resource Centre. 


Name of family doctor:____________________________________________________


Address:________________________________________________________________


Telephone:_______________________________________________


Facebook 


I agree to allow my child to go onto the facebook social network during the Youth Club meeting in ……….Family Resource Centre. Please note that to join facebook, an online form must be completed stating that they are over 13 years of age.  


……….Family Resource Centre operates an online internet security system and internet access on the computers in the Centre is supervised.


This Consent form will be shared within ……………….Family Resource Centre on a “need to know basis”. If you do not fully understand any of the questions, need further information or wish to discuss any of your answers it is most important that you contact the Family Resource Centre immediately.


Signed:_______________________________ Name:_____________________________

(Guardian)




  (Block letters)

Relationship to child:________________________________________________


Signed:_____________________________________


(Child)



Date:_________________________


West Training & Development Ltd.


Regional Support Agency
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