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Foreword

Concern’s Safeguarding Children Guidelines (ROI) have
been developed to ensure that the welfare of children will
always come first. The rights of children will be protected
and children will be respected at all times.

These guidelines set out in detail the expected behaviour
of staff and volunteers engaged by Concern in their
dealings and management of activities involving children,
primarily through Concern’s Active Citizenship programme
in the Republic of Ireland.
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Glossary

Child: For the purpose of this guidance a child is
any person under 18 years of age unless they are or
have been married (Child Care Act 1991).

Designated Liaison Person (DLP): A person who is
responsible for reporting allegations or suspicions
of child abuse and welfare issues to the Statutory
Authorities. This person will be a resource to anyone
in Concern who has a child protection/welfare
concern.

Mandated Person: The mandated person is a
person named under schedule 2 of Children First
Act 2015 (ROI). They have a legal responsibility to
report concerns or allegations that reach or exceed
the threshold of harm of abuse to TUSLA.

Provider of Relevant Service: As defined in the
Children First Act 2015 (ROI), this means, in relation
to a relevant service, a person-

(@) who provides a relevant service, and

(b) who in respect of the provision of such
relevant service-

(i) employs (whether under contract of
employment or otherwise) one or more
than one other person to undertake
any work or activity that constitutes a
relevant Service,

(ii) enters into a contract for services with
one or more than one other person for
the provision by the person of a relevant
service, or

(iii) permits one or more than one other
person (whether or not for commercial
or other consideration and whether or
not as part of a course of education or
training, including an internship scheme)
to undertake any work or activity, on
behalf of the person, that constitutes a
relevant service.
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Relevant Service: As defined in the Children First
Act 2015 (ROI), this means any work or activity
specified in Schedule 1 [of that Act].

Relevant Person: As defined in the Children
First Act 2015 (ROI), this means a person who
is appointed by a provider of a relevant service
to be the first point of contact in respect of the
provider’s Child Safeguarding Statement.

Statutory Authorities: The authorities who
promote the protection and welfare of young
people and who have the responsibility for the
investigation and/or validation of suspected child
abuse, in the ROTI it is TUSLA & An Garda Siochana.

Statutory Authority Guidelines on Child
Protection: In the Republic of Ireland - Children
First: National Guidance for the Protection and
Welfare of Children, Department of Health and
Children 2017 (ROI).
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1.1 Context

Concern Worldwide is committed to ensuring that
the best interests of children and young people
participating in our Active Citizenship programme
is of paramount importance.

Our guiding principles and this guidance
document are underpinned by national policy
and legislation in ROI Children First: National
Guidance for the Protection and Welfare of
Children 2017, and the requirements under The
Children First Act 2015.

This guidance is also informed by TUSLAs Child
Safeguarding: A Guide for Policy, Procedure and
Practice, the United Nations Convention on the
Rights of the Child, The Child Care Act 1991, The
Protections for Persons Reporting Child Abuse Act
1998 and the National Vetting Bureau (Children
and Vulnerable Persons) Acts 2012-2016.

1.2 What is the purpose of this
Guidance Document?

The aim of this guidance document is to ensure
that the welfare of children will always come
first. The rights of children will be protected and
children will be respected at all times.

Furthermore, this document supports the
Concern Board of Directors and Senior
Management Team to meet their child
safeguarding and child protection responsibilities
which are cognisant of, and in line with,
requirements under policy/legislation and with
best practice.

In addition, this document sets out in detail

the expected behaviour of staff and volunteers
engaged by Concern in their dealings with
children and management of activities involving
children. The guidelines also outline how Concern
will manage and report concerns and allegations
of child abuse, exploitation and neglect.

1.3 Who are these guidelines for?

These guidelines apply to all employees

and volunteers holding positions in Concern
Worldwide Rol that require or facilitate regular
and/or unsupervised contact with children. These
guidelines are also for managers, directors and
trustees who are responsible for ensuring that
policies, systems and processes are adhered to in
accordance with the Children First Act 2015.
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1.4 Values and Principles

As an integral part of our wider Public
Engagement strategy, Concern recognises the
importance of young people for who they are

in the ‘here and now’, as people who can bring
an energy, perspective and intellect in creating
a world ‘where no-one lives in poverty, fear or
oppression’. Encouraging the involvement of
young people with Concern and more broadly
with the Sustainable Development Goals agenda
includes a range of measures that inform,
emotionally engage and encourage action for
change in accordance with Concern’s vision and
mission.

All staff and volunteers engaged by Concern are
required to respect the rights and dignity of the
children, families and communities with whom
we work and/or with whom we have contact, and
always act in their best interest.

There are a number of key principles of child
protection and welfare that inform both policy
and best practice for those working with children.
These are outlined in Children First 2017 and
include the guiding principles that ‘the safety and
welfare of children is everyone’s responsibility
and the best interests of the child should be
paramount’, and these inform all of Concern’s
activities involving children.

Principles of equality are included in Concern’s
Child Safeguarding policy where all children
are treated with respect, recognising that they
all have equal right to protection regardless of
any personal characteristic, including their age,
gender, ability, family status, culture, ethnicity
and racial origin, religious beliefs and sexual
identity.

_—

-




CONCERN SAFEGUARDING CHILDREN GUIDELINES

CONCERN’S VALUES

We focus on
extreme poverty
We are driven by a clear
focus on eliminating
poverty in the most
vulnerable places
and responding to
humanitarian crises.

We believe in equality
People are equal in
rights and must be

treated with respect
and dignity.

We listen
Listening and
partnership are
key to empowering
the poorest and
most vulnerable to
transform their own
lives.

We respond rapidly
People affected by
disasters are entitled to
have their most basic
needs met through
rapid, effective, and
principled responses.

We are courageous
Taking necessary risks,
balanced with sound
judgement, allows us
to work in the most
challenging contexts.

We are committed
Going the extra mile to
support communities
in times of need and in
the face of very difficult
operating
environments.

We are innovative
Finding effective
solutions requires
innovative thinking
combined with a
pragmatic approach.

We are accountable
Accountability and
transparency are
central to all of our
actions and use of
resources.
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Concern’s work with
children and youth
in Ireland
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2.1 Concern Schools and Youth
Programme

Concern’s Active Citizenship programme engages
over 12,000 students and youth on an annual
basis through a mix of in person and online
activities and programmes. The vast majority of
contacts are with class groups in school settings/
youth centres, in conformity with Department of
Education Child Safeguarding procedures and in
the presence of teachers or other school staff.
Any out of school or extra-curricular activities -
(without a teacher or youth leader present) are
undertaken with the full permission of teachers
and parents/guardians.

Since March 2020 Concern's Active Citizenship
programme has devised an online educational unit
for schools, youth centres and teachers. Any online
events/ webinars/ workshops without a teacher

or youth leader present require permission from
parents/guardians.

Occasionally students are involved in fundraising
activities for Concern Worldwide, such as, the
FAST or on-street collections. In such instances
it is the responsibility of the school to ensure
that all Child Safeguarding measures, including
supervision and parental permission have been
put in place.

Students involved in Concern activities come from
both primary and secondary schools.

2.2 Concern All Island Debates

Concern’s largest schools based activity is the
national Concern Debates competition. The
Concern Debates are an extra-curricular activity
for senior cycle (15-18yr old) post primary
students. The Debates take place outside of
school hours (usually starting at 8pm), nearly
always on a school premises (the final rounds
take place in larger, public venues) and under
the supervision of a host teacher. Each year up
to 400 volunteer adjudicators are involved in the
competition.

AN

CoNCERN

worldwide

Preparation for the Concern Debates competition
requires children to attend a number of out-
of-school workshops as well as travel to other
schools taking part in the competition. Where

an event involving children is being organised

via their school, the teacher will follow their own
school policies to arrange parental permission.
For workshops and events not organized through
schools, Concern seeks parental permission
directly for children involved. Concern will ensure
a ratio of one Concern staff member for every 15
students, with a minimum of 2 staff being present
at all external / off-school site Concern activities.

Since March 2020 the Concern Debates
programme has been facilitated online. Schools
debate over an online platform, upload their video
to the Concern website and a volunteer adjudicator
is assigned to watch the debate remotely.
Permission from parents/guardians is sought for
the online Concern Debates programme.
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Safe Management
Practice and Code
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3.1 Recognising Child harm or
abuse

Child abuse is not always obvious. Signs of
neglect or abuse can be physical, behavioural
or developmental. They can exist in the
relationships between children and parents/
carers or between children and other family
members/other persons. A cluster or pattern of
signs is more likely to be indicative of neglect or
abuse. Children who are being abused may hint
that they are being harmed and sometimes make
direct disclosures. Disclosures should always
be taken very seriously and must be reported
immediately to the Designated Liaison Officer
(DLP). See p14: Reporting Procedures for Known
or Suspected cases of Child Abuse.

All employees with roles involving work with
people under eighteen must complete the
TUSLA Child Protection training to be equipped
to identify the indicators, understand and
appropriately respond to what child abuse is,

the types of abuse, neglect and exploitation that
exists and our collective duty to respond. https://
www.tusla.ie/children-first/children-first-e-
learning-programme/. All staff must also undergo
the bespoke induction programme intended for
those working with under 18s.

The welfare of the child will be paramount in any
activities involving children. Concern staff will
employ safe management practices and adhere
to a code of behaviour in order to minimise

the possibility of harm or accidents happening
to children and to protect workers from the
necessity to take risks. Staff will be aware of

the safe management practices and code of
behaviour and agree to conduct themselves
accordingly. See Appendix 2: Safe Management
Practices and Code of Behaviour for Safeguarding
Children, Employees and Volunteers.

3.2 Risk Assessments

Children First National Guidance 2017 (ROI)
states clearly that organisations that provide
services to children must ensure that they
prevent, as far as practicable, deliberate harm
or abuse to the children while availing of their
services.

The risk assessment considers the potential for
harm to come to children whilst they are in the
relevant organisation’s care. This risk assessment
precedes the Child Safeguarding Statement
(Section 11 (1b) Children First Act 2015 (ROI))

and informs the development of safeguarding
policies and procedures to manage the risk
identified. In accordance with Children First the

risk is of abuse and not general health and safety.

Under the Children First Act 2015 (ROI), if your
organisation is providing a relevant, service, you
must:

Keep children safe from harm while
they are using your service.

Carry out a risk assessment to identify
whether a child or young person

could be harmed while receiving your
services.

Develop a Child Safeguarding

Statement that outlines the policies
and procedures which are in place
to manage the risks that have been
identified.

Appoint a relevant person to be the
first point of contact in respect of the
organisation’s Child Safeguarding
Statement.

Arisk assessment is an exercise where your
organisation examines all aspects of your service
from a safeguarding perspective to establish
whether there are any practices or features

of your service that have the potential to put
children at risk of harm.

The risk assessment process is intended to
enable your organisation to:

v Identify potential risk.

s Develop policies and procedures to
minimise risk by responding in a timely
manner to potential risks.

s/ Review whether adequate precautions have
been taken to eliminate or reduce these
risks.

As stated in the Children First Act 2015 (ROI)
the risk assessment is a legal requirement that
must be undertaken by the providers of relevant
services who engage with children and young
people in Ireland.

11
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3.3 Child Safeguarding Statement

The Children First Act 2015 (ROI) requires
organisations in Ireland that are providers of
relevant services to prepare a Child Safeguarding
Statement.

The Child Safeguarding Statement is a written
statement that specifies the service being
provided and the principles, that a child availing
of the service is safe from harm. Concern’s
service will ensure that our Child Safeguarding
Statement has due regard to the Children First
Guidance or equivalent and any other child
protection guidelines issued by the relevant
government departments or any guidelines
issued by statutory authorities concerning Child
Safeguarding Statements.

What the Child Safeguarding Statement
Contains:

As outlined above, the Children First Act 2015
(ROI) places obligations on organisations that
provide relevant services to children. These
obligations are:

1. To keep children safe from harm while
they are using the service (section 10) and
promote the paramountcy principle that the
welfare of the child is core

2. Tocarry out a risk assessment to identify
whether a child or young person could be
harmed while using the service

3. Todevelop a Child Safeguarding Statement
(section 11.3) which must include both
the written risk assessment and the
procedures that are in place to appoint
a relevant person to be the first point of
contact in respect of the organisation’s Child
Safeguarding Statement

Managing any risk identified
- Investigate an allegation against any staff/
volunteer member about any act, omission
or circumstance in respect of a child availing
of the service.

« Select and recruit staff /volunteer members
who are suitable to work with children.

- Provide information and training to staff /
volunteer members on child protection and
safeguarding issues.
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e Enabling staff/volunteer members in ROI,
whether mandated persons or otherwise,
to make a report to TUSLA in accordance
with the Act or any guidelines issued by
the statutory authorities. In NI reports are
made to the Health and Social Care Trust in
accordance with their guidance.

« Maintain a list of persons in the organisation
who are mandated persons under the Act.

« Appoint a relevant person in the
organisation for the purposes of the Act.

3.4 Child Safeguarding — Policies,
Procedures and Practice

By carrying out a risk assessment and producing a
Child Safeguarding Statement Concern is required
to have in place detailed policies and procedures
outlining how the organisation safeguards
children and young people and addresses any
potential risks identified.

The policies and procedures include the roles
and responsibilities of the people within the
organisation, safe recruitment and selection of
people, and the procedures to follow in relation
to identifying and reporting child welfare or
child protection concerns, and responding

to allegations against someone within the
organisation.
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3.4.1 Safe Recruitment Procedures

Concern will endeavour to recruit employees

and volunteers who act in accordance with the
standards held in Concern’s Code of Conduct and
Associated Policies. See Appendix 1: Recruitment
Procedures for Staff who have contact with
Children in Concern ROL

3.4.2 Consultants, contractors and others
engaged on behalf of Concern

Consultants or short term events professionals,
such as photographers, do not have an ongoing
involvement; a necessary and regular part of
which consists mainly of the person having
access to, or contact with, children or vulnerable
adults and so will not require Garda Vetting or be
provided with any formal child protection related
training by Concern. They will be given a copy

of the Concern Code of Conduct and Associated
Policies which they will be required to read,
understand, sign and adhere to during the course
of their involvement and this would form part of
the agreement to engage their services.

3.4.3 Garda Vetting

Staff members in the Active
Citizenship (AC) Unit will require
satisfactory Garda Vetting prior
to commencing in the role.

See Appendix 1: Recruitment
Procedures for Staff who have
contact with Children in Concern
ROI. AC staff will renew the Garda Vetting process
every three years.

p——
APPROVED

Concern will comply with the National Vetting
Bureau (Children and Vulnerable Persons) Acts
2012-2016. This Act provides a legislative
requirement for the vetting of any person who

is carrying out work or activity, a necessary and
regular part of which consists mainly of the
person having access to, or contact with, children
or vulnerable adults.

The selection and screening process for
volunteers includes an online application form,
informal interview and Garda vetting. Training and
induction sessions are facilitated so that people
know and understand the expectations and
desired behaviours. All volunteers and employees
will be made aware of and comply with Concern’s
Safeguarding Children Guidelines along with the
already mentioned Concern Code of Conduct

and Associated Policies, will receive regular
supervision and support from their designated
supervisor.
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3.4.4 Safeguarding Training

Who is Safeguarding Training for?

Managers of those staff whose jobs require

‘the person having access to, or contact with,
children or vulnerable adults’ will ensure staff
are trained on all aspects of the Concern Code of
Conduct with Associated Policies and Concern’s
Safeguarding Children Guidelines, including the
Child Safeguarding Statement.

In addition, the employees of Concern working
with young people will attend the Child Protection
Awareness Programme (CPAP) which is formal
child protection training programme run by the
National Youth Council of Ireland (NYCI) and the
Children First E-Learning programme provided by
TUSLA.

What this training should include:

« Abasic awareness and understanding
of safeguarding issues and roles within
Concern.

« Establishing minimum standards of best
practice and codes of conduct.

« Exercises to identify, respond and report
concerns.

e Signposting for further information and
sources of support.

3.4.5 Roles and Responsibilities

In Concern, the Director of Protection and
Safeguarding will hold the role of Designated
Liaison Person (DLP) and the Head of Active
Citizenship, the Schools Programme Manager
and Safeguarding Advisor will hold the role of
Deputy Designated Liaison Persons (DDLP). The
DLP and DDLPs are knowledgeable on areas of
child protection and will ensure that the standard
reporting procedures are followed.

All complaints, allegations or suspicions of child
abuse should be made to the DLP in the first
instance without delay. If it’s an emergency, you
can contact An Garda Siochana.

It is not the responsibility of anyone
working in a paid or voluntary capacity, or
those working in affiliated organisations,
to take responsibility or to decide whether

or not child abuse is taking place. However
there is a responsibility to protect children
in order that appropriate agencies can then
make enquiries and take any necessary
action to protect the young person.
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Reporting of Child Safeguarding Concerns

Teacher
or School
Authority

Statutory
Authorities:
5 ?ont(;ern y Mandated Tusla Helpline
rotection an Person(s) / 1800 805 665

Safeguarding DLP or
Unit An Gardai
Siochana 999

Any other
relevent
person

Parent/
Guardian

If you believe a child is at imminent risk of significant harm, you should contact An Garda Siochana by ringing 999.
If you feel child safeguarding that was previously reported and not acted upon contact safeguarding@concern.net
or whistleblowing@concern.net

3.4.6 Reporting and Protection

The procedure in ROI for reporting child protection or welfare concerns to TUSLA is a specified procedure
under the Children First Act 2015 (ROI) and should be done online following a discussion with TUSLA staff.

Staff and volunteers should be alert to the possibility that children with whom they are in contact may be
being abused or at risk of being abused. They should know how to recognise and respond to the possibility
of abuse or neglect, so as to ensure that the most effective steps are taken to protect a child and to
contribute to the ongoing safety of children.

HOW TO REPORT

STEP 1: The person making the allegation or reporting a reasonable grounds
of concern must complete the Child Protection Standard Report Form for or
with the DLP, including as much detail as possible with regard to the grounds
for concern they have in relation to the child. Observations should include
dates, times, names, locations, context and any other information that may
be relevant. See Appendix 7: Child Protection Standard Report Form.

STEP 2: The person making the report will meet with the DLP to go through

the complaint in detail. If the DLP is unavailable, the Deputy DLP will take
their place.

STEP 3: The DLP will consider whether there are reasonable grounds to report
the matter to the Child and Family Agency (TUSLA) or An Garda Siochana.

If there is some doubt about whether to report the matter formally, the DLP
will call the Child and Family Agency/An Garda Siochana for advice without
disclosing any names of the people involved. See Appendix 8: Contact Details
for the Child and Family Agency and An Garda Siochana.
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The following examples cause reasonable
grounds for concern and would be formally
reported:

You should always inform TUSLA when you have
reasonable grounds for concern that a child
may have been, is being, or is at risk of being
abused or neglected. If you ignore what may be
symptoms of abuse, it could result in ongoing
harm to the child. It is not necessary for you to
prove that abuse has occurred to report a concern
to TUSLA. All that is required is that you have
reasonable grounds for concern. It is TUSLA’s
role to assess concerns that are reported to it.

If you report a concern, you can be assured that
your information will be carefully considered
with any other information available and a child
protection assessment will be carried out where
sufficient risk is identified.

Reasonable grounds for a child protection or
welfare concern include:

« Evidence, for example, an injury or
behaviour, that is consistent with abuse and
is unlikely to have been caused in any other
way

e Any concern about possible sexual abuse

- Consistent signs that a child is suffering
from emotional or physical neglect

e Achild saying or indicating by other means
that he or she has been abused

« Admission or indication by an adult or a
child of an alleged abuse they committed

« Anaccount from a person who observed or
is suspicious of a child being abused

e Achild or adult reporting a possible or
actual concern regarding a past experience
of physical, sexual, psychological abuse or
neglect.

The guiding principles on reporting child abuse
or neglect may be summarised as follows:

1. The safety and well-being of the child must
take priority over concerns about adults
against whom an allegation may be made.
Parents will be notified that a report is being
made, unless there is a risk to the child, the
investigation or the reporting party. In the
event of any potential or actual risk of harm
to any party involved, advice and guidance
will be sought immediately from TUSLA duty
social workers or/and An Garda Siochana

2. Reports of concerns should be made
without delay to TUSLA
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The above procedure will be followed for all
allegations/complaints of child abuse including
allegations/complaints made against employees,
volunteers, consultants or other third parties.

The DLP will remain in contact with the
authorities during any investigations that they
are conducting until the external processes are
concluded.

These procedures will be conducted in
accordance with the Children First National
Guidance for the Protection and Welfare of
Children 2017.

Under no circumstances should any individual
be left with a worry or concern about a child and
feel they are unable to discuss it with Concern’s
Designated Liaison Person (DLP).

Any individual can contact TUSLA to discuss or
report a child protection/welfare concern. Please
see link to TUSLA website below.

If you think the child is in immediate danger and
you cannot contact TUSLA, you should contact
the Gardai without delay.

3.4.7 Deciding Not to Make a Report to the
Authorities

If in doubt, the DLP will seek advice from the
Child and Family Agency on whether or not to
report a complaint to the authorities. Following
this, the DLP may decide that reasonable
grounds for reporting the incident or suspicion
to the authorities are not met and the DLP will
then provide a statement to the person making
the report stating clearly the reason why the
organisation is not reporting the matter to the
authorities.

The person making the report will also be advised
that if they remain concerned about the situation,
they are free to consult with, or report to, the
Child and Family Agency or An Garda Siochana
themselves. The provisions of the Protections for
Persons Reporting Child Abuse Act, 1998 apply
once the matter is reported ‘reasonably and in
good faith’.

3.4.8 Disciplinary, Complaints, and Appeals
of Code of Behaviour Breaches

It is important to note that the investigation

of suspected child abuse is the responsibility
of the Statutory Authorities and should not be
undertaken by the Protection and Safeguarding
Unit/Mandated Persons or Designated Liason
Persons.
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The standard reporting procedure outlined in
the Statutory Authorities guidelines should be
followed and adhered to.

Only following advice from statutory agencies
about suspected child abuse cases should
Concern begin their own internal disciplinary
procedures to ensure they do not impact on any
statutory investigation.

3.4.9 Dealing with Allegations

Concern will follow the best practice guidelines
as outlined in the ‘Child Safeguarding: A Guide for
Policy, Procedure and Practice’, as follows:

Reported allegations/suspicions of child abuse
will be investigated externally by the relevant
authorities including the Child and Family Agency
and An Garda Siochana. Concern will cooperate
fully with an external investigation as required.

If the allegation/complaint relates to a Concern
employee or volunteer, they will be informed of
the allegation/complaint or suspicion against
them and that the matter has been reported to
the authorities (so long as informing the staff
member does not compromise the safety of the
child, guidance will sought from the Child and
Family Agency or An Garda Siochana).

The employee/volunteer will be informed of any
decision to remove or suspend them from any

or all duties or solely duties that involve working
with children. This decision will be made using
the guiding principle that the safety of the child is
always the most important consideration.

Concern has investigation procedures in place to
ensure an internal administrative investigation

is conducted in a thorough and fair manner. Any
corrective action will be taken under Concern’s
disciplinary procedures up to and including
dismissal of an employee or end of involvement for
volunteers or consultants and (sub-)contractors.
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Having an external investigation and an internal
administrative investigation under way at

the same time may compromise the external
investigation and so it may be appropriate to
delay the internal administrative investigation.
Guidance will be taken from the relevant
authorities as to whether an internal and external
investigation can run simultaneously.

Concern does not have the right to interview
any child or other external parties with regard
to a complaint of child abuse in any internal
investigation procedure.

3.4.10 Retrospective Reporting

In the case of receiving a retrospective disclosure
from an adult, consideration will be given to the
current or potential risk to any child who may

be in contact with the alleged abuser. Adult
reporters should be encouraged and supported to
report their abuse. Investigations of disclosures
by adult victims of past abuse frequently uncover
current incidences of abuse. This is therefore an
effective means of stopping the cycle of abuse.
Concern has a duty to report any concerns they
have. Advice will be sought from TUSLA on
reporting retrospective disclosures.

3.4.11 Provision of Support

If an alleged incident of child abuse takes
place in connection with Concern activities,
Concern undertakes to provide support for the
alleged victims and the alleged abuser whilst
any investigation is on-going, either by the civil
authorities or internally.

3.4.12 Confidentiality

All complaints/reports will be handled with the
strictest confidentiality and the information will
only be shared with relevant parties (The Child
and Family Agency, An Garda Siochana, Parents/
Guardians, staff of Concern Worldwide) on a
need-to-know basis. Sharing information with the
statutory authorities and other relevant parties
will not be regarded as a breach of confidentiality.
Advice will be taken from the statutory authorities
with regard to sharing information with any other
relevant parties. Those involved in any internal
investigation will be required to sign a pledge

of confidentiality. Breach of confidentiality will
result in disciplinary action up to and including
dismissal or the ending of the volunteer
placement.
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3.4.13 Record Keeping

The Internal Audit and Investigations Unit will
keep a record of all child safeguarding complaints
received and note whether or not the matter

was reported to the Child and Family Agency/

An Garda Siochana. The rationale for not making
a report to the authorities will also be noted.
Records will be stored with perpetuity in a secure
location.

3.4.14 Victimisation and Retaliation

Anyone reporting allegations or suspicions

of child abuse and/or involved in resulting
investigations will be protected against any form
of intimidation, threats, reprisal or retaliation
resulting from the alleged incident.

Victimisation and retaliation will be taken very
seriously by Concern and will not be tolerated.
Anyone who is being subjected to any form of
victimisation should report it immediately to the
Protection and Safeguarding Unit. Such reports
will be investigated and if the investigation
confirms that the witness has experienced
victimisation and the perpetrator is an employee
of Concern, the normal disciplinary proceedings
will be instigated against the perpetrator.
Employees are also protected under the 1998
‘Protection for Persons Reporting Act’ if the
report was made reasonably and in good faith.

3.4.15 Malicious Complaints

The Concern Code of Conduct and Associated
Policies require that employees and volunteers
report any incident, abuse or concern that they
have witnessed, been made aware of or suspect.
So long as a complaint has been made in good
faith, there will not be any recrimination against
the complainant. 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
Child and Family Agency or An Garda Siochana.
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Investigation findings may prove that an
allegation or complaint was intentionally false
and made maliciously or in bad faith. In such a
case, disciplinary procedures will be initiated
against the complainant where they are an
employee and a similar procedure would apply
to volunteers where they would be afforded the
principles of natural justice, however should the
claim be substantiated, it may result in dismissal
or the end of the volunteer placement.

It should be noted that just because a complaint
is found to be unsubstantiated or untrue, it does
not automatically mean that the complaint was
made maliciously.

3.5 Implementation, Monitoring
and Review

Concern has a long established practice to
ensure that all of its policies, procedures and
practices are fully implemented, which requires
an implementation plan. This plan sets out the
tasks required to fully realise all procedures, and
to ensure that these are regularly reviewed and
updated in line with ongoing risk assessments,
developments in best practice and any changes
to policy and legislation.



CHAPTER 4

Information for
Children, Parents
and Teachers
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4.1 Information on Concern activities

Information on Concern activities with children is
made available on Concern’s website. This information
includes Concern’s safe management practices, code
of conduct and associated policies and our complaints
procedure.

See Appendix 5: Information for Parents/Guardians,
Teachers and Students attending a Concern Worldwide
event or activity.

4.2 Parental Permission and Best
Practice working with schools and
partners

Parental permission forms will not be sought for

any school based activities, but will be sought by
Concern for any external (off site) events/ workshops.
Parental permission will not be sought for online talks/
workshops and webinars if teachers/ youth leaders are
on the call with their students. Schools/youth centres
participating in off-site activities organised by Concern
Worldwide will fall under the Concern’s Safeguarding
Children Guidelines.

Children taking part in Concern online talks/workshops
or webinars without teachers/ youth leaders present
on the call, will also be asked for their parents/
guardians to sign consent form in order to attend.
Parents/Guardians will be asked to sign consent forms
for students to attend events and to inform Concern

of any medical, dietary or other special needs of
participating children.

It is our practice to discuss and agree with the
organising teacher of the school which child
safeguarding principles apply; that of the school
or Concern.

Typically, it will be that of the school/youth centre
where a Concern staff member is on school/youth
centre premises. The DLP would be that of the
school/youth centre in this instance.

Employees arranging such events should refer to the
Appendix 10 checklist to establish agreement with the
school on applicable safeguarding framework.

There is also a Checklist for Employees Facilitating a
Talk or Workshop in External Venue such as Concern
office or local community centre — Appendix 12—

and this should be used to establish agreement
between Concern and the school, to confirm that the
safeguarding principles of Concern apply and this has
been communicated appropriately.
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For overseas trips, parents will also be asked to sign
a permission form, allowing their child to attend the
activity.

For out-of-school activities where children sign up as
individuals to an event via their school, permission
will be sought from the child’s parents/guardians,
who will be informed of Concern’s Safeguarding
Children Guidelines, Concern Code of Conduct and
Associated Policies and our complaints procedure
(as outlined earlier).

4.3 Incidents and Accidents
Procedures

An incident log for non-school based activities /
online events will be maintained for Concern
activities where Concern staff are present. Staff will
record any accidents or incidents as soon as possible
after the event occurs by completing the Incident
Record Form, see Appendix 6: Incident Record Form.
On return to the Concern office, the staff member
will report the incident to the Schools and Youth
Programme Coordinator and log the incident in the
central Incident log. Where appropriate, incidents
of a potential or actual safeguarding matter will

be shared with the Director of Protection and
Safeguarding/DLP.

In the event that a child is injured during a Concern
event, the parents will be contacted immediately;
either directly or through the school where the
school has arranged relevant permissions.

In the event of any incident involving children
engaging in bullying or any form of abuse, the
incident will be reported to the school or parent
where appropriate and to the Concern Protection
and Safeguarding Unit or DLP. At least one staff
member on any non-school based activity will be
trained in basic first aid procedures and will ensure
that a first aid box is readily available.

Emergency numbers will also be on hand for non-
school based activities.



CHAPTER 5

Information for
Volunteer Adjudicators
with the Concern
Debates Programme
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Concern’s largest schools based activity is the All
Island Concern Debates competition. The Concern
Debates are an extra-curricular activity for both
Primary and Post Primary students. All adjudicators
must be Garda Vetted every three years (see
Appendix One) and interviewed by focal Concern
staff member. Volunteer Adjudicators also must
complete safeguarding training with the Concern
Debates team on an annual basis. A record of
volunteers attending training will be kept in a
Concern internal database.

Concern has developed the following procedures
that volunteer adjudicators are obliged to follow
when coming into contact with children (any person
under the age of 18 years) in the course of their
work or volunteer activity. By adhering to these
procedures, children will be safe from abuse by
employees and volunteers of Concern and the
possibility of misunderstanding, or the potential for
allegations of misconduct will be minimised.

All volunteers adjudicating IN
PERSON Debates MUST;

- Endeavour to never be alone with a student.
If greeted alone by a single student when
entering a school premises, adjudicators
should remain the reception area and ask
student to return with another student or a
member of staff.

e interact with children in a respectful and
appropriate manner.

- safeguard children and avoid situations that
could be misinterpreted or lead to false
allegations of child abuse. For example offering
lifts to children to or from Concern Active
Citizenship events.

« report any known or suspected cases of child
abuse to the Designated Liaison Officer (see
below for details) in Concern.

- respect a child’s right to personal privacy.
« behave in a way that sets a good example for
children.

« challenge inappropriate behaviour among
children such as bullying.

e create an environment which encourages
children to raise any issues regarding poor
behaviours or attitudes in others.

« avoid inappropriate physical or verbal contact
with children, particularly when delivering
feedback.

e be mindful that caution is required in one-to-
one situations, even in sensitive situations
such as dealing with an upset child.

« avoid showing favouritism to any individual.
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All volunteers adjudicating
an online debate (live or pre
recorded);

«  Must not take photos or screenshots when
adjudicating an online debate.

« Must not post photos or screenshots to
social media.

« Must not attempt to contact students
through chat feature (live debates).

« Must not attempt to contact teacher or
school through chat feature.

« Make sure all feedback delivered either
in person or written is appropriate and
respectful.

v
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Appendix

Background:

Concern Worldwide will comply with the National
Vetting Bureau (Children and Vulnerable Persons)
Acts 2012-2016. This Act provides a legislative
requirement for the vetting of persons who seek
positions of employment relating to children or
vulnerable persons.

Any position that requires or facilitates regular and/or
unsupervised contact with children will require Garda
Vetting prior to commencement.

Vetting in the Recruitment Process:

In recruitment for positions of employment roles
that work with young people, Concern will

1. Look at a safeguarding risk assessment of the
role

2. Make sure job description/ volunteer role
includes safeguarding competencies

3. Ensure permission is sought and understood
re self declaration of criminal convictions,
reference and qualifications checking

. Assess safeguarding awareness at interview
5. Share CCoC and APs (Signed)

6. Ensure successful applicants to complete
Learning 365 module

7. Ensure successful volunteer applicants to
complete safeguarding training on annual
basis

8. Ensure safeguarding is standing agenda item
when meeting with staff and volunteers

Where Garda Vetting is required for a particular role,
the following process will apply:

« Job descriptions/ volunteer roles will state
that Garda Vetting is required as part of the
recruitment process.

- Candidates who meet the criteria of the role
will be progressed in the recruitment process
which, depending on the position, may include
a presentation and face-to-face or skype
interview.

Recruitment Procedures for Staff who have
Contact with Children in Concern ROI

At interview, the candidate will be asked to
produce photographic evidence as proof of
identification (in person or by skype call) and to
confirm that they are eligible to be employed in
Ireland as part of the recruitment process (the
latter for employees only).

They will also be required to provide proof of
address. HR will take a copy of the photographic
evidence and verify that they have seen the
original. This documentation must be obtained
before a candidate can be appointed.

Following interview, reference checks will
be conducted for the shortlisted candidate.
Two references (minimum) will be secured
for each candidate (employee). Referees
will be nominated by the candidate and will
be requested to complete the reference
questionnaire form.

Referees will be specifically asked about the
candidate’s suitability to work with children and
vulnerable people and if they know of any matter
related to the character, integrity or personal
behaviour of the candidate that should prevent
Concern from offering them a job or volunteer
placement.

Referees must be previous supervisors in an
employment or volunteering relationship.
Should candidates have limited employment

or volunteering experience, references from
academic institutions in which they attended or
members of standing within the community can
provide character references but it is preferable
that previous employment references are
obtained, ideally from the latest employer.

After the normal selection process (interviews,
technical tests and references checks etc.) the
shortlisted candidate will be asked to complete
a Garda Vetting Application form. Concern will
submit the Garda Vetting Application form to the
National Vetting Bureau. This can be done online
and the candidate should be advised to check
their email account to progress this.

The Garda Vetting Disclosure will be received by
Concern prior to taking any decision to extend a
job or volunteer offer to a candidate.
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Garda Vetting for Existing Staff

Garda vetting for existing staff will be conducted
every 3 years.

Concern reserves the right to re-vet employees at
their discretion should any new information come to
their attention.

Storage and Retention of Garda
Vetting Disclosures

Garda Vetting Disclosures will be stored in line with
GDPR requirements.

Garda Vetting Disclosure will be kept in Concern’s
employee file and will store a copy of the vetting
disclosure which will only be accessible to HR or
designated staff.

Garda Vetting Disclosures of unsuccessful
candidates will be stored with the interview notes
and destroyed after 12 months in compliance with
GDPR.

Sharing of Garda Vetting
Disclosures

All data received from the National Vetting Bureau
is for the sole use of Concern Worldwide and will not
be shared with anyone outside of the organisation.

A copy of the Garda Vetting Disclosure form will be
made available to the candidate on request if within
the retention period.

Dispute Resolution

A Garda Vetting subject who disputes the findings
of the Garda Vetting Disclosure may wish to activate
the dispute resolution procedures. They can do this
by indicating the basis of their dispute in writing to
the authorized signatory in Concern who received
the Garda Vetting Disclosure. The authorized
signatory then resubmits the complete application
file to the National Vetting Bureau who will conduct
further checks. The authorized signatory contact
details are available from line managers or the
Concern Home HR Department.

Deciding on the suitability of
candidates to work in positions that
require contact with children

Concern Worldwide is committed to the principles

of being an equal opportunities employer and
recognizes that many potential employees and
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volunteers may be ex-offenders and / or have
criminal records, and might be reluctant to apply
for roles that would involve the disclosure of them.
We understand that people are often ashamed and
embarrassed about their cautions and convictions,
and fear they will not be treated fairly because of
them. We also understand that obtaining gainful
employment or voluntary work can enable people
who have put their criminal past behind them

to become productive, financially independent
members of society. We would like to reassure all
our potential employees that we judge everybody
first and foremost on their skills, experience and
merits.

Details of Garda Vetting Disclosures will be verified
with the Vetting Subject in advance of a decision
being made which may adversely affect them. This
will be done in a face to face meeting. Following this
discussion, the line manager and a member of the
Protection and Safeguarding Unit team will conduct
arisk assessment as outlined below prior to making
the decision to extend a job role offer.

Decisions will be made on an individual basis using
the following risk assessment;

«  Concern’s Code of Conduct and Associated
Policies

« the nature and seriousness of the crime
« when it happened

- the circumstances involved

- thesentence

- if there are any convictions, the age, pattern
and number of convictions

« the conduct of the individual in the time
elapsed since any such offence was
committed

« relevance of the conviction(s) to the post
- safeguards against offending at work

« possible reactions of employees, families,
funders etc

(Reasonable measures must be taken to ensure the
candidates suitability; this may include contacting
the relevant Gardai with the candidate’s consent.)

Permission will be sought from the Director of
Protection and Safeguarding or the Chief Operations
Officer to employ or continue to employ a person
who has been the subject of previous criminal
charges or who has a previous criminal convictions
record.

If the person is already employed they will be given
the opportunity to clarify the circumstances around
their conviction.
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Appendix

Background:

Concern Worldwide will comply with the National
Vetting Bureau (Children and Vulnerable Persons)
Acts 2012-2016. This Act provides a legislative
requirement for the vetting of persons who seek
positions of employment relating to children or
vulnerable persons. Any position that requires or
facilitates regular and/or unsupervised contact
with children will require Garda Vetting prior to
commencement.

Vetting in the Recruitment
Process:

In recruitment for volunteer roles that work with
young people, Concern will

1. Look at a safeguarding risk assessment of
the role

2. Make sure volunteer role includes
safeguarding competencies

Assess safeguarding awareness at interview

4. Share CCoC and APs through volunteer
registration

5. Ensure successful volunteer applicants to
complete bespoke safeguarding training on
annual basis with Concern Active Citizenship
Unit and recommend that all volunteers
undertake the Tusla children first e-learning
modaule https://www.tusla.ie/children-first/
children-first-e-learning-programme/

Where Garda Vetting is required for a volunteering
role the following process will apply:

« Job descriptions/ volunteer roles will state
that Garda Vetting is required as part of the
recruitment process.

- Candidates who meet the criteria of the
role will be progressed in the recruitment
process which will include phone or zoom
interview.

- Atinterview, the candidate will be asked
to produce photographic evidence as proof

Recruitment Procedures for Volunteers who have
contact with children in Concern ROI

of identification (in person or by skype call) .
Volunteers may also email documents after
interview

«  Concern staff will assess interview answers
and decide if candidate is suitable and
successful.

- After the normal selection process (interviews,
technical tests) the shortlisted candidate
will be asked to complete a Garda Vetting
Application form. Concern will submit the
Garda Vetting Application form to the National
Vetting Bureau. This can be done online and
the candidate should be advised to check their
email account to progress this.

e The Garda Vetting Disclosure will be received
by Concern prior to taking any decision to
extend a job or volunteer offer to a candidate.

Garda Vetting for Existing
Volunteers

Garda vetting for existing volunteers will be
conducted every 3 years.

Concern reserves the right to re-vet volunteers at
their discretion should any new information come to
their attention.

Concern will ask volunteers to reregister and interview
once again as part of the registration process.

Storage and Retention of Garda
Vetting Disclosures

Garda Vetting Disclosures will be stored in line with
GDPR requirements.

Garda Vetting Disclosure will be kept in Concern’s
employee file and will store a copy of the vetting
disclosure which will only be accessible to
designated staff.

Garda Vetting Disclosures of unsuccessful
candidates will be stored with the interview notes
and destroyed after 12 months in compliance with
GDPR.
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Sharing of Garda Vetting
Disclosures

All data received from the National Vetting
Bureau is for the sole use of Concern Worldwide
and will not be shared with anyone outside of the
organisation.

A copy of the Garda Vetting Disclosure form will
be made available to the candidate on request if
within the retention period.

Dispute Resolution

A Garda Vetting subject who disputes the findings
of the Garda Vetting Disclosure may wish to
activate the dispute resolution procedures. They
can do this by indicating the basis of their dispute
in writing to the authorized signatory in Concern
who received the Garda Vetting Disclosure. The
authorized signatory then resubmits the complete
application file to the National Vetting Bureau
who will conduct further checks. The authorized
signatory contact details are available from line
managers or the Concern Home HR Department.

Deciding on the suitability of
candidates to work in positions
that require contact with children

Concern Worldwide is committed to the principles
of being an equal opportunities employer and
recognizes that many potential employees and
volunteers may be ex-offenders and / or have
criminal records, and might be reluctant to

apply for roles that would involve the disclosure
of them. We understand that people are often
ashamed and embarrassed about their cautions
and convictions, and fear they will not be treated
fairly because of them. We also understand

that obtaining gainful employment or voluntary
work can enable people who have put their
criminal past behind them to become productive,
financially independent members of society. We
would like to reassure all our potential volunteers
that we judge everybody first and foremost on
their skills, experience and merits.

Details of Garda Vetting Disclosures will be
verified with the Vetting Subject in advance of a
decision being made which may adversely affect
them. This will be done in a face to face meeting.
Following this discussion, the line manager and

a member of the HR team will conduct a risk
assessment as outlined below prior to making the
decision to extend a job or volunteer role offer.
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Decisions will be made on an individual basis using
the following risk assessment;

« Concern’s Code of Conduct and Associated
Policies

« the nature and seriousness of the crime
« when it happened

» the circumstances involved

- thesentence

- if there are any convictions, the age,
pattern and number of convictions

« the conduct of the individual in the time
elapsed since any such offence was
committed

- relevance of the conviction(s) to the post
- safeguards against offending at work

« possible reactions of employees,
families, funders etc.

(Reasonable measures must be taken to ensure
the candidates suitability; this may include
contacting the relevant Gardai with the candidate’s
consent.)

Permission will be sought from the Director of
Human Resources or the Chief Operations Officer
to employ or continue to recruit the person who
has been the subject of previous criminal charges
or who has a previous criminal convictions record.

If the person is already in a volunteer position
they will be given the opportunity to clarify the
circumstances around their conviction.

Please note- due to the limited nature of
interaction of volunteers and children as a result
of online Concern Debates Programme, references
will not be required for volunteer adjudicators.
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Appendix Safe Management Practices and Code of
Behaviour for Safeguarding Children for in person
events/ trips and online events

Safe Management Practices Concern Staff Facilitating Online
Children are less likely to experience harm Workshop/Talk for Schools/Youth
or accidents if they are supervised properly. Centres with teachers/youth

ACtI\'/It.IeS wlll be organised so that they maximise leaders present on call
participation, fun and learning but also safety.

When Concern is running an online workshop/
talk with school/youth centre with teachers/youth
leaders on the call, Concern staff will:

Concern Staff Attending Schools/
Youth Centres for a Workshop/

« Set up zoom call as per guidelines. See

Talk Appendix 9
When invited toa school/youth centre premises, « Ensure teacher/ youth leader remain present
Concern staff will: on the call at all times

+ attend a school only if invited by a teacher/ «  Fillin relevant checklist. See Appendix 10

youth leader or administrator to the school

for a specific talk or activity; « No consent forms are needed if teacher of

school/ youth centre is present
« where possible, register their presence at

the school reception; Concern Staff Facilitating an

e request ffhat a teacher/youth leader remains externalin person (Off school/youth
present in the classroom or hall at all times .
while the talk/workshop is being given; centre site) Workshop/ Talk

«  request name of DLP on school premises. When Concern is running an external workshop

with children, Concern staff will:
« fillin relevant checklist. See Appendix 10.
«  Ensure aratio of one adult for every 15

children with a minimum of 2 Concern staff
present at all times

«  Obtain consent forms for children. See
Appendix 14

« Maintain attendance list and note any late
arrivals, no shows or early departures.
Schools/Youth centres to be contacted if a
child fails to turn up

e Ensure students wear name tags with colour
codes to indicate their consent around
photography

SAFETY

FIRST

g

/ » Endeavour never to alone with a child, unless
in exceptional circumstances such as brining
late comer to the group/ medical emergency

- Have content /trigger warnings included at
' the start of the session if some of the talk/
workshop deals with sensitive issues

«  Follow and fill in checklist as per Appendix 12
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Concern Staff Facilitating an external
online (off school/youth centre site
with no teachers/youth leaders
present) Workshop/ Talk

When Concern is running an external online
workshop with children, Concern staff will:

Set up zoom call as per guidelines. See
Appendix 9

Ensure a ratio of one adult for every 15 children
with a minimum of 2 Concern staff present at all
times

Maintain attendance list and note any late
arrivals, no shows or early departures. Schools/
Youth centres to be contacted if a child fails to
turn up

Have content /trigger warnings included at
the start of the session if some of the talk/
workshop deals with sensitive issues

Ensure consent forms obtained for all children
attending. See Appendix 14

Fill in relevant checklist. See Appendix 13

Concern Staff taking children on
overseas trip

When Concern is taking children on an overseas trip,
Concern staff will:

Ensure consent is obtained from parents/
guardians

Have pre departure meeting with parents/
guardians and children

Have debriefing meeting after trip if necessary

Ensure that the child will have participated in
security briefing sessions with Concern staff
including the Concern Health Officer and have
fulfilled any medical requirements prior to
departing

Ensure at least one staff member on the trip is
trained in basic first aid procedures and that

a first aid box is readily available, and that
emergency contact numbers are available

Ensure the students and accompanying
staff receive a security briefing on arrival by
the security focal point in country (Concern
Programme Country only) and sign that they
have attended this briefing

Make sure children sign and agree to a
behaviour contract
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Make sure children sign Concern Code of
Conduct and Associated Policies,

= Give children a ‘help me’ card (Concern
Programme Country) and contact details for
leaders

« Beresponsible to support visa applications
but ultimately it is the responsibility of the
student and parent / guardian that there is an
in-date passport

«  Give copies of documents and passport
numbers are with leaders at home and away

-  Ensure insurance cover for all aspects of
traveling

«  Share detailed travel itinerary shared with
students and parents

Ensure children are aware of the options available
to provide feedback or complain, and what the
expected and prohibited behaviours of Concern
staff and associated personnel.



CONCERN SAFEGUARDING CHILDREN GUIDELINES

Appendix

4

Photographs, Social Media and
Communication

Where social media and/or photographs are a
feature of any Concern activity, staff will:

« Ensure that consent is obtained prior to
taking any photos/videos

- ensure children wear name tags at events
with colour coded sticker to indicate consent
re photography

- ensure that photographs taken focus on
the event itself rather than focusing on a
particular child

- protect the identity of a child by naming the
school but not necessarily give the name
of a child in the picture (unless explicit
permission is given by a teacher or parent/
guardian)

- only use images of students in uniform or
other suitable attire

- not contact children privately through on-
line chat-rooms or personal social media
accounts such as Facebook, Twitter and
Instagram

« not give children access to personal social
network accounts or send ‘friend requests’
of any kind
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Safe Management Practices and Code of
Behaviour regarding photography, email and
video recording and use of social media

« notindividually ‘tag’ photographs of students
on social media sites without the expressed
permission of a teacher or the child’s parent/
guardian

«  Communication with children only takes place
when prior consent has been obtained from
parent / guardian and always in relation to
specific programme / activities that the child is
already engaged in. When emails are received by
Concern Worldwide, they are verified and cc’d to
teacher or parent/guardian.

Concern Code of Conduct and
Associated Policies

Concern takes all reasonable steps to protect
beneficiaries from harassment and will endeavour to
prevent abuse being perpetrated by Concern staff, our
partner organisations or others involved with our work,
such as consultants, volunteers, interns or visitors.

Our Concern Code of Conduct and Associated
Policies; the Programme Participant Protection
Policy, Child Safeguarding Policy and the Anti-
Trafficking in Persons Policy have been developed

to ensure the maximum protection of programme
participants from exploitation and to clarify the
responsibilities of Concern staff and the standards of
behaviour expected of them.

The associated policies of Anti Trafficking and Child
Safeguarding and Programme Participant Protection
Policy form part of our overall Concern Code of
Conduct. . In this context, staff are expected to
behave in an acceptable way when carrying out duties
on behalf of the organisation. Staff should seek to
obtain the highest standards in their work and be
mindful of the public profile of the organisation.

You are required to adhere to the Concern Code

of Conduct and Associated Policies at all times.
Any breach of the Concern Code of Conduct and
Associated Policies will result in disciplinary action
up to and including dismissal or termination of

the volunteer placement. You can find the full
Concern Code of Conduct and Associated Policies
at https://www.concern.net/accountability/codes-
and-policies/safeguarding or through relevant line
manager or Supervisor.
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Appendix

Introduction

Concern is committed to ensuring the welfare of
children involved in any of our events or activities.
This document lays out the key points from our
Safeguarding Children Guidelines which parents,
guardians and teachers need to be aware of if their
children/students under 18 years of age are taking
part in a Concern Worldwide event or activity in the
Republic of Ireland.

Concern will provide this information to all teachers
whose students are taking part in Concern events,
and to parents/guardians and children when children
are taking part in events organised independently

of the school or when children are participating on
overnight activities and/or trips abroad.

Background

Concern organises various educational activities

to encourage young people to play an active part

in shaping a more equal and just world. These
activities include the Concern Debates, and a range
of workshops, talks and events specifically for young
people. Occasionally as part of these activities
Concern staff accompany students on overnight stays
on trips overseas to Europe, the USA and Concern’s
programme areas in Africa, Asia and the Caribbean.
Concern occasionally facilitates students on work
experience placements in our office in Dublin. This
guide applies to all of these activities.

The Concern’s policy on Child Protection is provided
as part of this document, the management practices
Concern uses to ensure the safety of children taking
part in our activities, and the Concern Code of
Conduct and Associated Policies which all our staff
and volunteers who work with children must adhere
to. It also explains the process parents or guardians,
teachers and school administration, and children
themselves can use to make a complaint regarding
any aspect of a Concern activity. Specifically it
outlines the complaints process a person should
follow if they have any concerns relating to the
safety and welfare of a child engaged in Concern
activities. It also covers the behavior expected by a
child taking part in Concern’s activities.
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Information for Parents and Teachers whose
Children/Students will be attending a Concern
Worldwide event or activity

Concern - Safeguarding Children

Concern has a document called Concern Safeguarding
Children Guidelines which lays out our child
protection guidelines for the Republic of Ireland.
These guidelines are in line with the Children First
Legislation and National Vetting Bureau (Children and
Vulnerable Persons) Act. All Concern ROI staff and
volunteers whose roles require or facilitate regular
and/or unsupervised contact with children must

read and adhere to these guidelines. The Concern
Safeguarding Children Guidelines build on the
existing Concern Code of Conduct and Associated
Policies; namely the the Programme Participant
Protection Policy, Child Safeguarding Policy and the
Anti-Trafficking in Persons Policy which all Concern
staff must adhere to. In addition any staff members
employed in arole in the Republic of Ireland working
directly with children undergo Garda Vetting and
reference checking,.

If you would like to read either of these documents
in full you can request a copy by phoning 01 417
8078 or emailing schools@concern.net.

Code of Behaviour for Students

At our events Concern wishes to create an
atmosphere in which children feel safe to express
their views, ask questions, enjoy and actively
engage in activities. Our events and workshops

are intended to be fun and engaging as well as
educational. We hope students will go away feeling
that they can make a difference in the world. To
make sure this happens, all participants must
uphold a certain level of behaviour. Students are
asked to:

« behave in a manner which is respectful to
all other participants, event organizers and
facilitators;

= engage in group activities and exercises in a
way that is constructive and meaningful;

« take their turn in activities, and allow others to
also take their turn;

« listen to others and be willing to consider
other points of view;
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« not cause any damage to property or the
venue, including making sure to put rubbish in
bins or take it away with them;

« be ontime for activities;

- remember that on trips they are representing
both their school and Concern and should
behave appropriately;

- tell Concern staff at an event immediately if they
are ill, feel uncomfortable about any situation, or
have a problem;

- follow instructions of Concern staff with regard
to health and safety, and security on overseas
trips;

« abstain from drugs or alcohol, before and during
a Concern event.

Concern reserves the right to remove children from
activities or send them home from trips if they

are behaving in a disruptive manner, or causing
potential danger to other participants. This is
especially relevant on overseas trips to Concern field
programmes where their behaviour could have an

impact on Concern’s reputation in a particular country.

Accidents and Incidents

Concern staff will maintain a log of any accidents or
incidents which take place at any events or activities
organized by Concern.

If a child is injured during a Concern event, contact
will be made immediately with the child’s school
(if the activity was arranged through the school)

or parent (if the activity was arranged directly with
them).

Any other incidents, for example bullying, will be
reported to the school or parent as above.

Incidents or suspicions of child abuse witnessed by,
or reported to Concern staff or volunteers will be
reported to the Concern Designated Liaison Person
who will decide on the best course of action including
reporting to An Garda Siochana, the Child and Family
Agency, schools and parents.

Complaints process

Any child involved in Concern’s events and activities,
their parents or guardians, and their teachers

or school management, have the right to make

a complaint to Concern about the organisation

or content of our schools programme activities

and events, the behavior of our staff involved in

such events and activities, and any suspected or
reported incidents of child abuse regarding any
child participating in a Concern run activity or event.
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Concern will make all students, teachers and parents
aware of the right to make a complaint, and the
procedures for doing so. This information is also
available on the Concern website.

There are three levels of complaint you can make
about one of Concern’s educational activities.

a. Making a complaint to Concern’s Active
Citizenship team

You can complain directly to Concern’s

Active Citizenship team, who run Concern’s
educational activities, if you think there was

a problem with any of our activities or events.
For example, if you had a complaint about
something that happened at a Concern Debate
or a workshop, if you thought our competition
rules were unfair, or if you were unhappy about
the venue for an event, you should contact us
directly by telephone or email. We are happy

to talk through complaints but we will request
that you put your complaint in writing, so that
we have a full record of it, and can investigate
it thoroughly. The complaint will be followed up
by the Active Citizenship team, and a written
response will be issued within two weeks. If a
complaint involves a specific member of staff,
it will be handled by that person’s line manager
through the applicable procedure.

We also accept positive feedback! So if your
child really enjoyed taking part in Concern’s
activities or learnt a lot from the experience,
please do let us know.

» By post to: Concern Active Citizenship
Team, Concern Worldwide, 52-55
Lower Camden Street, Dublin 2

« Phone: 01417 7733;

e Email: schools@concern.net
(or debates@concern.net for complaints
or feedback specifically related to the
Concern Debates competition).

b. Making a complaint to Concern’s head office
complaints management group

If you are not satisfied with the response you
receive from the Active Citizenship team, you
can make a direct and formal complaint to
Concern’s Head Office Complaints Management
Group, through Concern’s official Complaints
Response Mechanism (CRM). This might also be
a relevant option to take if it relates to a legal

or health and safety issue, or if you think your
complaint is of a child safeguarding nature, or

if your complaint relates to the behavior of a
member of staff. You can find further details
about this on Concern’s website at https://www.
concern.net/contact-us/complaints or contact
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the Complaints Management Group using the
following methods:

« By post marked “Private & Confidential”
to: HO Complaints Management Group,
Concern Worldwide, 52-55 Lower Camden
Street, Dublin 2.

e Email: complaints@concern.net

« Phone: 01 417 7700 and state you wish to
make a complaint

c. Reporting abuse or making a complaint
regarding the safety and welfare of a child

If you have a complaint specifically related

to the welfare of a child, or believe you have
information about an incident of child abuse
involving a child taking part in Concern’s
educational activities, or a Concern staff
member or volunteer you can report it directly to
Concern’s Designated Liaison Officer (DLP). The
DLP is the Head of Safeguarding who has been
trained in Child Protection issues. Depending
on the level of seriousness of the incident,
Concern’s DLP may then refer the matter to the
Child and Family Agency or An Garda Siochana.

Designated Liaison Person (DLP):
Sara Barnes Safeguarding Adviser

Email: sara.barnes@concern.net
or
safeguarding@concern.net

Deputy Designated Liaison Person (DDPP):
Michael Doorly  Head of Active Citizenship
Work Phone: 01417 7785

Mobile: 087 9555979

Email: michael.doorly@concern.net

All complaints are investigated regardless of the
source or date of occurence. The quality and nature
of information available in anonymous complaints
may impact on the capacity to investigate and
respond appropriately. Regarding historical
complaints, the welfare and wishes of the person and
the potential for ongoing risk will guide the response.
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Any person who is identified in the complaint
whether historical or current, made anonymously
or otherwise has a right to be made aware of the
information received (retrospective disclosure).

Permission

When children still in formal second level education
take part in Concern events without teacher
supervision, Concern will seek permission directly
from the child’s parents/guardian and school for
the child to participate in overnight trips, travel and
external events (not on the school/youth centre site
or online without teacher/youth leader supervision).

In all other cases, where the child’s involvement is
being arranged through the school (and teachers
are attending a Concern event), it is expected

that the school will follow its own child protection
procedures and permission procedures. This
includes for example attendance at workshops,
talks, collections, fairs, and any other Concern
events taking place outside the school premises. In
this case, Concern will not be seeking permission
forms; however we will seek the following
information from teachers:

«  Permission to use photos and video of the
event in the media, online and in promotional
materials, including permission to name
schools and/or individual students;

» Information on students medical
requirements, allergies, dietary requirements,
or other special needs (where relevant to the
activities taking place).

Emailing Students/Young People
under 18

If a young person emails Concern staff member, the
Concern staff member will

1. Thank the young person for their email

2. Askyoung person to cc in teacher/youth
leader or parent guardian

3. Once young person has cc'd adult in email
communication, Concern staff member will
respond

4. Concern staff will not communicate with
young people via email without parent/
guardian/teacher/youth leader cc'd OR
without prior consent

If young person emails Concern staff member in
which communication consent has been obtained
by parent/guardian, Concern staff member will
email young person as per consent preferences (
with or without parent/guardian cc'd)
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Incident Record Form

This record sheet is to be used to log any accidents
or incidents which take place in the course of, or
directly related to, Concern Worldwide events
(both in person and online) or activities involving
children under the age of 18. Incidences should be
taken to include any accidents or injuries, or any
inappropriate behaviour.

Child Protection Standard
Incident Record Form

This form should be completed by the Concern
staff member who witnessed the incident involved
within 24 hours of the incident occurring. The
Concern DLP or DDLP should be notified of the
incident prior to completing this form. On return
to the Concern office, the incident should be
reported to the Schools Programme and Youth
Manager and logged in the Incident Log.

Name of Concern staff
member filling out this log:

Other Concern staff present
at the incident:

Date and Time of incident:

Location of incident:

Name(s) and school(s) of
children involved:

Name(s) and school(s) of
teachers involved:

Details of any other
witnesses:

Description of the incident:
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Did you intervene in the
incident, and if so how?

Has the incident been
reported to Parents/
Guardians and or a teacher?
If so, please provide details

Include date and time.

Are there any follow up
actions required on behalf of
Concern?

Any other relevant
information:

Has the incident been
reported to any other agency
/ person — Please state
details of this report i.e.

to whom, date, time, and
provide full their contact
details.

Concern Staff member
signature and date and time
form completed:

Name of DLP or DDLP and
contact Details
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Appendix

Child Protection and Welfare Report Form

Use block letters when filling out this form.
Fields marked with an * are mandatory.

1. Tusla Area (this is where the child resides)*

2. Date of Report*

3. Details of Child

First Name* Surname*
Male* |:| Female* |:|
Address* Date of Birth*

Estimated Age*

School Name

School Address

Eircode

4. Details of concerns*

Please complete the following section with as much detail about the specific child protection or welfare
concern or allegation as possible. Include dates, times, incident details and names of anyone who observed any
incident. Please include the parents and child’s view, if known. Please attach additional sheets, if necessary.

Please see ‘Tusla Children First — A Guide for the Reporting of Child Protection and Welfare Concerns’ for
additional assistance on the steps to consider in making a report to Tusla

5. Type of Concern

Child Welfare Concern

Emotional Abuse Physical Abuse

.
i

Neglect Sexual Abuse
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6. Details of Reporter
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First Name

Surname

Address If reporting
in a professional
capacity, please use

Organisation

Position Held

ycc)ll:]r professional Mobile No.
address

Telephone No.
Eircode Email Address

Act 2015?*

Is this a Mandated Report made under Sec 14, Children First Yes

No

Mandated Person’s Type

7. Details of Other Persons Where a Joint Report is Being Made

First Name

Surname

Address If reporting
in a professional
capacity, please use

Organisation

Position Held

in a professional
capacity, please use

your professional Mobile No.
address

Telephone No.
Eircode Email Address
First Name Surname
Address If reporting Organisation

Position Held

ygzr professional Mobile No.
address

Telephone No.
Eircode Email Address

8. Parents Aware of Report

Are the child’s parents/carers aware that this Yes No
concern is being reported to Tusla?*
If the parent/carer does not know, please indicate
reasons:
9. Relationships
Details of Mother
First Name Surname
Address Mobile No.
Telephone No.
Email Address
Eircode
Is the Mother a Legal Guardian?* Yes No
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Details of Father
First Name Surname
Address Mobile No.
Telephone No.
Email Address
Eircode
Is the Father a Legal Guardian?* Yes [] No []

10. Household Composition

First Name Surname Relationship

Date of Birth

Estimated Age

Additional
Information

e.g. school,
occupation, other

11. Details of Person(s) Allegedly Causing Harm

First Name*

Surname*®

Male* |:|

Female*

Address

Date of Birth

Estimated Age

Mobile No.

Telephone No.

Eircode

Email Address

Occupation

Organisation

Position Held

Relationship to Child

Address at time of alleged incident

If name unknown please indicate reason
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First Name* Surname*
Male* |:| Female* |:|
Address Date of Birth

Estimated Age

Mobile No.

Telephone No.

Eircode Email Address

Occupation Organisation

Position Held

Relationship to Child

Address at time of alleged incident

If name unknown please indicate reason

12. Name and Address of Other Organisations, Personnel or Agencies Known to be Involved Currently or
Previously with the Family

Profession First Name Surname Address Contact Recent Contact
Number e.g.3/6/9
months ago

Social Worker

Public Health Nurse

GP

Hospital

School

Gardai

Pre-school/ creche

Other

13. Any Other Relevant Information, Including any Previous Contact with the Child or Family

Please ensure you have indicated if this is a mandated report in section 6.

Thank you for completing the report form.
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In completing this report form you are providing details on yourself and on others. Details such as name,
address and date of birth fall under the definition of ‘Personal Data’ in the Data Protection Acts, 1988 &
2003. Tusla has a responsibility under these Acts in its capacity as a Data Controller to, amongst other
things, obtain and process this data fairly; keep it safe and secure; and to keep it for a specified lawful
purpose. That purpose is to fulfil our statutory responsibility under the Child Care Act 1991 to promote
the protection and welfare of children. Tusla may, during the course of the assessment of this report
disclose such Personal Data to other agencies including An Garda Siochana. Further details about Tusla’s
responsibilities as a Data Controller and your rights as a Data Subject can be found on our website, www.
tusla.ie. As you are providing Personal Data on others, you are a Data Processor. We ask that you only
provide those details that are necessary for the report and that you keep this report and the Personal
Data contained in it secure from unauthorised access, disclosure, destruction or accidental loss.

14. For Completion by Tusla Authorised Person on Receipt of Report

Report Received by

First Name Surname Date

Mandated Report Acknowledgement by

First Name Surname Date Sent

Authorised Person Signature*

Date*

Child Previously Known Yes |:| No |:|

Allocated Case No
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Appendix Contact Details for The Child & Family Agency
(TUSLA) and An Garda Siochana

TUSLA The Child and Family Agency

Concerns about a child will be reported to the Child and Family Agency in the first instance. Reports
should be made to the local social work duty service in the area where the child lives.

Web: www.tusla.ie
Phone: 01 7718500
Email: info@tusla.ie

Contact numbers for each county can be found at: www.tusla.ie/services/child-protection-welfare/
contact-a-social-worker

An Garda Siochana

Any serious concerns in relation to children out of hours should be reported immediately to An Garda
Siochana. Contact details for Garda stations can be found at: http://www.garda.ie/Stations/Default.
aspx

In the event of an emergency where a child is in immediate danger, An Garda Siochana can be
reached at
999 or 112
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Appendix

an AC event

Running Sessions over Zoom with
Under 18s

« Familiarise yourself with the Zoom Security
settings in advance of the session starting and
then once the zoom session has started check
the options available are correct

- If some options are missing, go to the zoom
settings on the website

« Insome cases, settings need to be
established before the meeting link has been
sent

« Registration links should be used for sessions
where appropriate

In the first image below all settings
are enabled we must edit these
before a session begins

Default Recommended
Settings Settings

Lock Meeting
Lock Meeting ¥ Enable Waiting Room
¥ Enable Waiting Room Hide Profile Pictures

Hide Profile Pictures
Allow participants to:

Allow participants to: Share Screen

+ Share Screen Chat

¥ Chat Rename Themselves
~ Rename Themseives ¥ Unmute Themselves
¥ Unmute Themselves | Start Video

| ¥ Start Video
Suspend Participant Activities

Suspend Participant Activities Q

a1 -
Security Participants

General Settings to be used on
Zoom Sessions

- A Waiting Room must be used
« Allow Participants to unmute themselves

e Only allow Screen Share at Specific Times
e.g. during presentations etc.
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Zoom Guidelines for Employees when running

How many participants can share at the same time?

Who can start sharing when somecns ese is sharing?

« Don’t allow renaming unless required

¢ Only Allow chat at specific times, otherwise
chat should be set to HOST ONLY
See below:

Save Chat

e Evenvone s | | participant Can Chat With: |

iReimessae herr.; +¥ No One |

i Host Only
Everyone Public|

Checking Attendance

» Tick off attendance while the attendees are in
the waiting room where possible and admit once
their name is ticked off the list

Unsure of Identity/Incorrect naming
of Zoom Account

« Ifunsure of a person’s identity keep them in the
waiting room

« It’s possible to send the waiting room a message

« You can allow a person into the session if you
think there is a low risk if they are incorrectly
named but they must be messaged immediately
once they enter the zoom session and asked to
identify themselves. They should be ejected from
the session if not part of it.

= Inthis case, an incident report form should be
completed.
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Once a Session has begun
» LOCK THE SESSION (In Security Settings)

Inappropriate behaviour on
camera/audio

Lock Meeting
v Enable Waiting Room
Hide Profile Pictures

Allow participants to:

+ Share Screen

~ Chat

+ Rename Themselves

« Unmute Themselves
|+ Start Video

Suspend Participant Activities

« Suspend Participants Activities (in red)

« Message the person who has committed the

offence saying they are in violation of the code

of conduct and you will eject them from the
session as a result

« Eject from the session or place in meeting
room (if it’s an option)

« Once ejected from the session follow up with

parent/guardian details of the incident

« Fillin Incident report form in the child
safeguarding policy

Inappropriate chat

Lock Meeting
v Enable Waiting Room
Hide Profile Pictures

Allow participants to:
+ Share Screen

v Chat

+ Rename Themselves
v Unmute Themselves
+ Start Video

Suspend Participant Activities

N

« Disable Chat by unticking the CHAT option

« Is possible take a screenshot of the chat that
was written/or download the chat afterwards
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Send message to that person saying that they
will be either ejected/placed in the waiting
room

Place in the waiting room/eject.

Follow up with call/email to the parent/
guardian detailing the incident

Fill in incident form in the Children
Safeguarding procedures and follow the
enclosed procedures.

Displays an inappropriate image on
screen

Lock Meeting
v Enable Waiting Room
Hide Profile Pictures

Allow participants to:

+ Share Screen

v Chat

+ Rename Themselves
| ¢ Unmute Themselves

+ Start Yideo

Suspend Participant Activities

Disable Screen Share by unticking the SHARE
SCREEN option

Is possible take a screenshot of the chat that
was written/or download the chat afterwards

Send message to that person saying that they
will be either ejected/placed in the waiting
room

Place in the waiting room/eject.

Follow up with call/email to the parent/
guardian detailing the incident

Fillin incident form in the Children
Safeguarding procedures and follow the
enclosed procedures.
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Zoom Bombing

Eject Immediately — Remove Participant Option
(See image below)

Fillin incident form in the Children Safeguarding
procedures and follow the enclosed procedures.

Follow up with call/email to the parent/guardians
and teachers detailing the incident

Anyone found to be sharing links will be ejected
from TY Academy and not allowed to attend future
AC events

Sharing the Wrong Screen

If an approved presenter shares the wrong screen
you can stop the share

Click ‘View Options’ at the top of the Screen Share
screen

Select ‘Stop Participants Sharing’ (will be in red
writing)

43
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Appendix Checklist for Employees Facilitating a Talk
10 or Workshop on School/ Youth Centre Premises
with teacher/ youth leader present

School/Youth Centre:

Staff Member:

Date:

It is essential that agreement is reached between organisations working in partnership about which
safeguarding framework applies prior to commencing work with children.

1. Both/all parties shared their child safeguarding statements and risk assessment.

|:| Yes |:| No

2. Is it agreed the guiding principles and child safeguarding procedures will be that of the hosting school/
youth centre.

|:| Yes |:| No

3. Is the Designated Liaison Person (DLP) named and agreed?

|:| Yes |:| No

4, Is the role of the DLP clearly outlined?

|:| Yes |:| No

5. Are mandated persons identified and their responsibilities understood by both organisations?
|:| Yes |:| No
6. Has a communication system been agreed for information sharing between DLPs of both organisations?

This should include guidance on decisions to report or not report and the recording of all child protection
or welfare concerns.

|:| Yes |:| No

7. Have you agreed how you will implement and operate your guiding principles and child safeguarding

procedures?
|:| Yes |:| No
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Appendix Checklist for Employees Facilitating an online
11 Talk or Workshop with teacher(s)/ youth
leader(s) on the call

School/Youth Centre:

Staff Member:

Date:

It is essential that agreement is reached between organisations working in partnership about which
safeguarding framework applies prior to commencing work with children.

1. Concern staff member has followed zoom guidelines (see appendix 9) when setting up security settings
for call
|:| Yes D No
2. Both/all parties shared their child safeguarding statements and risk assessment.

|:| Yes |:| No

3. Is it agreed the guiding principles and child safeguarding procedures will be that of the hosting school/
youth centre.

|:| Yes |:| No

4. Is the Designated Liaison Person (DLP) named and agreed?

|:| Yes |:| No

5. Is the role of the DLP clearly outlined?

|:| Yes |:| No

6. Are mandated persons identified and their responsibilities understood by both organisations?
|:| Yes |:| No
7. Has a communication system been agreed for information sharing between DLPs of both organisations?

This should include guidance on decisions to report or not report and the recording of all child
protection or welfare concerns.

|:| Yes |:| No

8. Have you agreed how you will implement and operate your guiding principles and child safeguarding
procedures?

|:| Yes |:| No
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Appendix Checklist for Employees Facilitating a Talk
12 or Workshop in External Venue

Child protection checklist for Active Citizenship projects and events

The following checklist must be completed in the planning stages of any project or event involving children
under 18. If a question is not applicable to a particular event please do not leave blank, please write n/a.

Please fill in before each external event and save in your shared folder.

Applicable events:
«  World Day Workshops
« Debates Workshops (external)
« Campaign Academy
 TY Academy
«  Project Us (If youth attending)

Permission: Checklist- Tick if completed

«  Permission must be sought from parents/guardian for their
child’s involvement in any event taking place externally
to the child’s school premises. Consent forms must be
scanned, shredded and saved in relevant folder of your
programme. Forms should be deleted in July of academic
year (keep relevant consent forms for images)

« Schools will be sent an online link to the Child Safe
Guarding Document, Safe Guarding Statement and Risk
Assessment

First Aid:
« Isone of the facilitators trained in First Aid?
«  Will there be a First Aid kit available at the event?

Venue:
« Have you checked the venue has a Health and Safety
Policy/Public Liability Insurance in place?

Staff and volunteers:
« Are all staff and volunteers involved Garda Vetted?
- If not give details: (e.g. a staff member from another
department who attends an event on a one-off basis and
does not have unsupervised access to children)

External facilitators:
«  Will external facilitators be used for this event?
«  Will a Concern staff member or teacher be present at all
times?

Phones:
« Do you have access to a Concern Work phone in order to
take pictures/ upload to social media or contact the office?
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Photos and video:

» Has permission been sought from the school/parents to use
photos/video on web/in publications?

« Have you got name tags for all students and relevant stickers
indicating photo consent?

e Photos are to be stored on storydesk. Have you noted and
saved the relevant consent forms to be saved for three years?

e Photos needed: One group shot. One close up of small group
of students with branding or ‘working shot’.

« Do not identify students- simply nhame ‘Participants in
Campaign Academy 2018/19’

Social media:

« Will social media be used at/during the event/project?

« Are all staff and volunteers aware of Concern’s social media
policy regarding minors? (i.e consent must be given from
parent/guardian)

Application form/ Invite to event:

» Have you considered special needs/access issues and spoken
to a teacher/parent/guardian or youth leader about this?

= Have you considered medical/allergy issues and any other
special needs — hearing, vision, learning intellectual, physical,
sensory, and if appropriate communication methods are in
place, on the application form?

« Have you considered food/diet preferences on the application
form?

» Have you mentioned use of photos taken at the event on the
application form?

Accidents and Incidents:

« What emergency procedures are in place for this event?

« Do you have a list of emergency contact numbers?

« Do you have a copy of the accident/incident report sheet?

Data collection and protection:

+ No data to be collected on minors

e Only pre and post SDG surveys to be gathered from 5
students both before and after the event

At the event:
1. Did you get participants to sign in?
2. Did you note any latecomers/early leavers?

3. Do you have the hard copy of the list of participants securely
held in a folder or safe mechanism?

4. Did you mention Health and Safety/Emergency procedures?

5. Did you mention behavior expected of all participants in the
event?

6. Did you mention use of photographs taken at the event?
7. Did you mention Complaints Process?

Post event:

« Have you logged any accidents/incidents?

« Have you logged any complaints made directly to you?

= Have you logged any positive feedback made directly to you?
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Appendix Child protection checklist for Online Active
13 Citizenship projects and events

Checklist

EVENT: DATE:

Checklist - Tick if completed / Add relevant
information

Online Platform

« Online platform set up in line with AC security
settings for youth event

Staffing
« Who is the focal person/ persons (lead) for this event?
« List of other Active Citizenship staff attending

Staff and volunteers:
« Are all staff and volunteers involved Garda Vetted?

« If not give details: (e.g. a staff member from another
department who attends an event on a one-off basis
and does not have unsupervised access to children)

Permission:

« Permission must be sought from parents/guardian
for their child’s involvement in any event taking
place externally to the child’s school premises.
Consent forms must be saved in relevant folder of
your programme. Forms should be deleted in July
of academic year (keep relevant consent forms for
images)

= Schools will be sent an online link to the Child Safe
Guarding Document, Safe Guarding Statement and
Risk Assessment

Application form/ Invite to event:

» Have you considered special needs/access issues
and spoken to a teacher/parent/guardian or youth
leader about this?

« Have you mentioned how participants can contact
Concern if having difficulties logging on to online call/
event?

» Have you mentioned use of photos taken at the event
on the application form?




CONCERN SAFEGUARDING CHILDREN GUIDELINES

49

Photos and video:

» Has permission been sought from the school/parents
to use photos/video on web/in publications?

e Photos are to be stored on storydesk. Have you noted
and saved the relevant consent forms to be saved for
three years?

e Photos needed: One group shot. One close up of
small group of students with branding or ‘working
shot’.

« Do not identify students- simply name ‘Participants in
Campaign Academy 2018/19’

Social media:
« Will social media be used at/during the event/
project?
« Are all staff and volunteers aware of Concern’s social
media policy regarding minors? (i.e consent must be
given from parent/guardian)

At the event:

Three key slides - how to use platform, behavior and
complaints process

1. Did you get participants to sign in?

2. Did you note any latecomers/early leavers?

3. Do you have the list of participants securely held in
a folder or safe mechanism?

4. Did you mention behavior expected of all
participants in the event?

5. Did you mention use of photographs taken at the
event?

6. Did you explain how participants are to use/engage
with online platform (I.e zoom or teams) ?

7. Did you mention Complaints Process?

Post event:
« Have you logged any accidents/incidents?

« Have you logged any complaints made directly to you
and informed line manager?

« Have you logged any positive feedback made directly
to you?
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Appendix

14 Sample Consent Form

PARENT/GUARDIAN CONSENT FORM FOR PARTICIPATION IN SAMPLE EVENT

This form is part of Concern Worldwide’s Child Safe-Guarding Policy. No voun erson
will be able to attend Concern’s SAMPLE EVENT unless we receive this form.

This form is to be signed by:

- Any young person under-18 participating in Concern’s TY Academy between the dates of
the xx/xx/xxxx to the xx/xx/xxxx
- The parent or legal guardian of any young person under-18 participating in Concern’s TY
Academy between the dates of the xx/xx/xxxx to the xx/xx/xxxx
To be returned to schools@concern.net by Xx/xx/xxxx

Event:

Date:

Time:

Venue: Online/ln person
Platform: Zoom

The Programme
TY Academy brings together like-minded young people who are interested in learning more
about careers in development. In 2022, TY Academy will be online for the second year in a row.

Participants learn about various teams in Concern - both overseas and in Ireland - and what their
work entails. Staff on the ground in Ireland and overseas call in to detail the work they do to
combat Climate Change, Gender Inequality, Conflict, Poverty, Hunger and how Concern
responds to emergencies. Participants have the chance to get to know each other through
getting-to-know you games and discussions surrounding topics of mutual interest.

Zoom

Due to uncertainty surrounding Covid-19 restrictions, we decided to run the programme on Zoom
in 2022. To this end, we will need to contact your child via email to run the programme effectively.
Parents/guardians will be CC’ed into all correspondence.

Students must have access to a Zoom account and we recommend that students take part from
their own home. Students and Parents should satisfy themselves of their Zoom account privacy
settings.

Please note that Concern has a zero tolerance policy regarding misuse of Zoom or online
bullying of other participants during the sessions. Concern reserves the right to remove students
from the programme. Please note accompanying guideline document, which sets out criteria
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worldwide SAMPLE: PARENT/GUARDIAN CONSENT FORM

Use of images

During the programme we may wish to take screen-shots of your child engaged in activities, we
may invite participants to take photos or videos as part of their evening task. Where Concern
obtains consent to do so, generally it will use images and videos for the purposes described
below for three years, after which point those images and videos are archived by the
organisation.

Concern’s Use of Data and Privacy Statement

Concern processes this personal data for the specific purposes described below, and based on
the young person’s and parent’s/guardian’s consent which can be withdrawn at any time without
affecting Concern’s use prior to that withdrawal. For more information on Concern’s commitment
to data protection, your rights and contact information, please visit our privacy policy at
www.concern.net/about/privacy

Please contact your Concern focal person if you have any questions

Core Purpose (please tick to indicate consent):
| confirm that | am happy for my child to attend Concern’s online TY Academy via the medium of
Zoom.

Please tick |:|

Other Purposes (Please tick YES to indicate consent. Ticking “no” will in no way affect
your child’s participation in the programme)

a) Concern may share photo or footage of your child taken during the programme
- On Concern website

- On Concern Active social media

- In Press Releases/Media

- In promotional material/brochures/newsletters to promote other youth events

YES :I
o [

b) | would like Concern to contact me after TY Academy about :

Active Citizenship Programmes and Newsletter |:|

Please do not contact me about any youth events or Active Citizenship programmes :l
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SAMPLE: PARENT/GUARDIAN CONSENT FORM

Name of young person

Signature of young person

Date

Name of parent

Signature of parent

Any special needs/medical
requirements Concern
should know about

Any dietary requirements
Concern should know
about (in person event
only)

Date

Name of school

School Roll Number

Name of TY Coordinator

Signature of TY
Coordinator

Date

Please contact schools@concern.net for any questions.
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