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Child Protection and Welfare Handbook 

‘The Welfare of the Young people we work with, is of paramount importance’ 
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Introduction 

Involve CLG feel proud to have updated its child protection procedures and produced this Child Protection 

& Welfare Handbook. The Handbook forms part of the organisation’s overall Policies and Procedures 

Pack. The safety & welfare of the young people we work with is of paramount importance to Involve and 

its members and this Handbook will further enhance the work our youth workers and leaders are engaged 

in. 

As an agency working with some of the most deprived and marginalised community in Ireland, Involve is 

at the forefront of imaginative and creative service provision. Young people are the future of our society 

and also, just as importantly, will be the future of this organisation for many years to come.  

This Child Protection & Welfare Handbook is an important indication of how we view and treat the young 

people in our care and we hope it will be rewarded by challenging and progressive youth work 

interventions that will, in turn, have a significant and positive effect on the next generation of young people 

engaging in our projects.  

Roles and Responsibilities of Involve Youth Service 

▪ Obligation to provide children/young people with the highest possible standard of care and 

safeguard them from all forms of  abuse; 

▪ Develop procedures and guidelines derived from and consistent with Children First: National 

Guidelines for the Protection and Welfare of Children/young people. 

▪ Take account of the guidance in Our Duty To Care (2002) in the development of child protection 

policies, procedures, and practices; 

▪ Promoting the general welfare, health, development and safety of children and to include them in 

the decision making process with regards to activities and programmes;  

▪ Adopting a safe and clearly defined method of recruiting and selecting staff and volunteers; 

▪ Manage the Garda Vetting process for all staff and volunteers in a professional manner 

▪ Providing effective management for staff and volunteers through supervision, support and regular 

training and upskilling  

▪ Adopt the safest possible practices to minimise the possibility of harm or accidents happening to 

children and protect workers from the necessity to take risks and leave themselves open to 

accusations of abuse or neglect 

▪  Adopting Child Protection Guidelines and reflecting these through our Code of Behaviour for staff 

and volunteers 

▪  Developing guidance and procedures for staff who may have reasonable grounds for concern that 

should not deviate from Children First Guidance 2011 
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▪ Complete risk assessment on all programmes /activities run by Involve at local, regional and 

national level. 

Co-operate effectively with other childcare and protection agencies and professionals by sharing 

information when necessary and working together towards the best possible outcomes for the children 

concerned 

 It is the responsibility of Involve to ensure that such policies are in place and are operating 

effectively. It is also the responsibility for all workers / volunteers to be familiar with and adhere to 

Involves Child Protection Policy. We will review our Child Protection Policy, procedures and 

practices in accordance with any changes in relevant legislation and national guidelines in relation 

to Child Protection and young people. 

We commit to treat all children equally in line with the Equal Status Acts 

“2000-2004”.  
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Involve Safety Statement 
 

 

 

Involve are committed to a practice, which protects children and young people from possible harm. Staff 

and volunteers in this organisation accept and recognise our responsibilities to develop awareness of the 

practices, which may cause young people harm. We will endeavour to safeguard the young people in our 

care by following the correct procedures. Adults chosen to work with young people in our care should be 

secure in the knowledge that they have the full support of Involve CLG. and that the organisation is 

committed to developing our youth services to the highest standards that ensure the highest care for our 

young people that we work with.  

 

 

 

We must not pass the baton when we are concerned about a child, we must hold that concern 

together, collectively with a degree of sensitivity at all times to the young person. 

 

Children have the right to be protected, treated with respect, listened to and have their views heard 

and taken into consideration. 

 

 

Contact Information 

Designated Liaison Person is James O’ Leary, 

Phone 087 2542323. 

 

Deputy Designated Person is Martin Ward,       

 Phone 085 1779355. 

 

Child Protection & Welfare contact person is James O’ Leary,     

 Phone 087 2542323. 
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Involve Child Protection Policy Contents 

 

There are a number of procedural areas that workers need to become acquainted with and be able to follow, 

if the need arises. 

(1) The role and function of the Designated Liaison Person 

(2) Dealing with a disclosure from a young person 

Responding to a child who discloses abuse – suggested guidelines 

and confirming confidentiality where possible  

(3) Dealing with an allegation (against a worker / volunteer /young person) 

(4) Dealing with suspicions (the ‘ORR’ code) 

(5) Recruitment and Selection (salaried staff, volunteers, students) 

(6) Supervision and support 

(7) Policy on challenging behaviour 

(8) Anti-Bullying policy and cyber bullying 

(9) Dealing with accidents 

(10) Premises (admin space, activity space, external building space) 

(11) Equipment 

(12) Trips (day trips, residential, exchanges) 

(13) Health 

(14) Insurance 

(15) Code of  behaviour for workers and Volunteers 

(16) Group work 

(17) One to one work 

(18) Transport 

(19) Communications with parents/ guardians 

(20) Photos & visual media 

(21) Joint working      

             (22)      Issues of concern 
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(23)     Garda Vetting 

             (24)      Media Policy  

 

 

Appendices:     1. Basis for reporting to Tusla 

  2. Sexual Abuse by children & Young People 

  3. Working safely in a youth club (project location)  

  4. Definitions of Abuse: Children First Guidance 2011 

5. Retrospective Disclosures by Adults 

6. Relevant Legislation 

7. e-Vetting 

8. Duty Social Workers  

9. Standardised Reporting Form  

10. Volunteer Application Form 

11. Volunteer Reference Form 

12. Child Protection policy sign off sheet 

 

Please note ‘Any breach of the Child Protection policy must be handled in accordance with the 

organisation disciplinary procedures and in accordance with any Policies and Legislation received 

from Tusla or An Gardai Siochana. 

 

Please note a review of this policy will take place every two years. 

The person responsible for this is The Child Protection Officer. 
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(01) Policy: Designated Liaison Person 

The Role of the Designated Person.  

The Designated Liaison person acts as a resource to any young person, staff member and volunteer 

who have Child Protection concerns. All dealings of a child protection nature goes through the 

Designated Liaison Person who in turn may make a referral to Tusla or the Gardai directly. 

Involves Designated Liaison Persons is: - James O’ Leary  

Contact details: Mobile: 087 2542323. 

Email: james.oleary@involve.ie 

Involves Deputy Designated Liaison person is: - Martin Ward. 

Contact details:-Mobile: 085 1282705 

Email:martin.westtrav@gmail.com 

In the absence of the designated persons you can contact Ann Stephens (Child Protection & Welfare 

Contact) on 083 1740227 for advice and support on Child Protection and Welfare concerns. 
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 The role of the designated liaison person is to: 

▪ To report suspicions and allegations of Child Abuse to Tusla or the Gardai 

▪ Provide information & advice on child protection within the organisation at levels  

▪ Ensure that the organisation’s child protection policy and procedures are followed in a consistent 

manner, and particularly, to inform of relevant concerns about individual children 

▪  Ensure appropriate information is available at the time of referral and that the referral is confirmed 

in writing, under confidential cover 

▪ Liaise with Tusla / Gardai and other relevant agencies as appropriate 

▪ Ensure that an individual case record is maintained in a secure and confidential manner and any 

action taken by the organisation, the liaison with other agencies and the outcome from these 

• To ensure that all staff and volunteers are familiar with the role of the Designated Liaison Person 

and that they each receive appropriate Child Protection Awareness training, briefing and or 

information as appropriate. 

• To ensure that all persons interacting with young people at Involve’s activities and programmes are 

aware of and understand Involves Child Protection Policy (Contractors, Trainers and other Third 

Parties). 

• Advise the organisation of child protection training needs 

 

The Designated Person is accessible to everyone in the organisation and is supported by on-going training 

and supervision. When he/she receives a report about suspected or actual abuse he/she will consider 

whether there are reasonable grounds for reporting to Tusla or An Gardai Siochana. Also when unsure if a 

formal report should be made, he Designated Liaison Person will consult with the duty social worker in 

Tusla before any course of action is taking. All concerns/disclosures are recorded. 
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(2) Policy: Dealing with a disclosure from a young person: 

A worker who becomes suspicious of child abuse must not independently investigate the incident but must 

immediately report the matter to the Involve Designated Liaison Person, James O’Leary. Any 

independent investigation could aggravate the situation or ‘invalidate’ the disclosure. The investigation 

role is the total responsibility of Tusla or the Gardai 

The following examples would constitute reasonable grounds for concern and should be reported. 

▪ A disclosure from the child that he/she was abused.  

▪ An account by a person who saw the child being abused.  

▪ Evidence, such as injury or behaviour, which is consistent with abuse and unlikely, to be caused 

another way.  

▪ An injury or behaviour, which is consistent both with abuse and with an innocent explanation, but 

where there are corroborative indicators supporting the concern that it may be a case of abuse. An 

example of this would be a pattern of injuries, an implausible explanation, and other indicators of 

abuse or dysfunctional behaviour.  

▪ Consistent indication, over a period of time that a child is suffering from emotional or physical 

neglect.  

 

 

In relation to any or all child protection concerns, staff must seek clarity from the Designated Liaison 

person, James O’Leary, regarding who needs to know in any situation.  It is usually the lesser people that 

know the better for all concerned.  

The Involve Child Protection contact is Ann Stephens. Ann will be available to deal with any queries you 

may have. 

 

  

 

 

 

 

 

   

 

 

 



10 

 

 

 

 

Responding to a child who discloses abuse – suggested guidelines 

Remember, a child may disclose abuse to you as a trusted adult at any time during your work with them. It 

is important that you are aware and prepared for this. 

▪ Be as calm and natural as possible. 

▪ Remember that you have been approached because you are trusted and possibly liked and appreciated. 

Do not panic. 

▪ Be aware that disclosures can be very difficult for the child. 

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

of time. 

▪ Listen to what the child has to say. Give them the time/space and opportunity to tell as much as they 

are able to do and are comfortable doing. 

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

▪ Conceal any signs of disgust, anger or disbelief. 

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

▪ It is important to differentiate between the person who carried out the abuse and the act of abuse itself. 

The child quite possibly may love or strongly like the alleged abuser while also disliking what was 

done to them. It is important therefore to avoid expressing any judgement on, or anger towards, the 

alleged perpetrator while talking with the child. 

▪ It may be necessary to reassure the child that your feelings towards him or her have not been affected 

in a negative way as a result of what they have disclosed. 

 

When asking questions 

▪ Questions should be supportive and for the purpose of clarification only. 

▪  Avoid leading questions, such as asking whether a specific person carried out the abuse. 

▪ Also, avoid asking about intimate details or suggesting that something else may have happened other 

than what you have been told. Such questions and suggestions could complicate the official 

investigation. 

▪ Avoid asking judgement questions, stick rigidly to the facts only.  
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Confidentiality:-Do not promise to keep secrets 

At the earliest opportunity, tell the child that: 

▪ You acknowledge that they have come to you because they trust you. 

▪ You will be sharing this information only with people who understand this area and who can help.  

▪ There are secrets, which are not helpful and should not be kept because they make matters worse. Such 

secrets hide things that need to be known if people are to be helped and protected from further ongoing 

hurt.  

▪ By refusing to make a commitment to secrecy to the child, you do run the risk that they may not tell 

you everything (or, indeed, anything) there and then. However, it is better to do this than to tell a lie 

and ruin the child’s confidence in yet another adult. By being honest, it is more likely that the child 

will return to you at another time. 

▪ Think before you promise anything – Do not make promises that  you cannot keep 

At the earliest possible opportunity: 

▪ Record in writing, in factual manner, what the child has said, including, as far as possible, the exact 

words used by the child. Do this after the child has left, as noting it while the child is present may 

impact on the child telling you. 

▪ Inform your Designated Liaison Person James O’Leary immediately and agree with him measures to 

protect the child, i.e. report the matter directly to Tusla.  

▪ Maintain appropriate confidentiality. Follow your organisation’s procedures for child protection issues.  

▪ Further support regarding concerns is available from Tusla. 

Ongoing support 

▪ Following a disclosure by a child, it is important that the staff member continues in a supportive 

relationship with the child. Disclosure is a huge step for a child. Staff should continue to offer support, 

particularly through the following : 

▪ maintaining a positive relationship with the child; 

▪ keeping lines of communication open by listening carefully to the child; 

▪ continuing to include the child in the usual activities. 

Any further disclosure should be treated as a first disclosure and responded to as indicated above. Where 

necessary, immediate action should be taken to ensure the child’s safety is paramount. 
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Code of Confidentiality 

 

With regards to confidentiality it is not a breach of confidentiality to share information on a need to know 

basis for the welfare of the child.  

Involve develops trusting relationships where it is common for children and young people to divulge 

personal information. Therefore, all staff and volunteers need to be aware that a young person or a 

colleague may disclose that they are being abused or know of someone who is being abused.  

Confidentiality is about managing information in a manner that is respectful, professional and purposeful. 

All information provided to Involve by a young person, staff or volunteer must be treated in a confidential 

manner. 
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 (3) Policy: Dealing with an allegation against an                     

         Employee/Volunteer/ Young person 

Involve has a responsibility to make sure that staff / volunteers are aware of the line management reporting 

procedures for dealing with allegations of abuse against staff/ volunteers or other members of Involve 

When an allegation of abuse is made against a staff, Involve has a dual responsibility in respect of both, the 

young person and staff or other accused person.  

Involve should, in accordance with the principle of paramountcy, take any necessary measures to ensure 

that no child is exposed to unnecessary risk. 

 

Procedures 

 

A: Staff Member 

In, Involve where such an allegation is made, the same person will not have responsibility for dealing with 

the alleged victim and the alleged perpetrator.  

 

(i) The Designated Liaison Person / Youth Work Coordinator will have responsibility for the 

young person and will follow Involve standard procedures outlined in the previous section 

 

(ii) The Board of Management will have responsibility for dealing with allegations made against 

an employee or volunteer of Involve 

 

There are two procedures to be followed when allegations of abuse are made against staff or volunteers 

(i)      The reporting procedure in respect of the young person 

 

(ii)      The procedure for dealing with the alleged perpetrator 

 

1) The first priority will be to ensure that no child is exposed to unnecessary risk. The DLP or 

delegate of the DLP (whichever is immediately available) will as a matter of urgency take any 

necessary protective measures. These measures will be proportionate to the level of risk and will 

not unreasonably penalise the employee financially or otherwise, unless necessary to protect 

children. Legal advice may be sought in this regard. The Designated Liaison Person will continue 

in his role of referring to Tusla /Gardai.  
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2) The Board of Management or other senior person will inform the employee that an allegation has 

been made and explain the nature of the allegation. The employee should be afforded the right to 

respond in accordance with established grievance procedure. The response should be noted and 

passed to the Tusla.  If a formal report is being made Tusla will also be notified of any other 

organisation where the alleged abuser may have contact with children. 

3) The employee may be asked to stand aside from their post by the Board of Management.  

However, in some cases this may not be required if they have no access to children.  

4) Parents / carers of the young person should be informed immediately unless to do so                                          

would place the young person in further danger. Advice should be taken from the       

statutory authorities as to how this might best be done. 

 

5) The follow up on an allegation of abuse against an employee should be made in       

consultation with Tusla / Gardai. An immediate meeting should be arranged with these two 

agencies for this purpose. 

 

6) After these consultations referred to above, and when pursuing the question of the future                  

position of the employee, the Chairperson of the Board of Management will advise the employee 

as to future procedures. 

  

Involve will ensure that any actions taken by them do not undermine or frustrate any investigations being 

conducted by Tusla or An Garda Siochana 

The person accused will need support pending an investigation. It would be unwise for this                            

to be provided within Involve – therefore, advice will be given to the person to access these services 

outside Involve. Involve will seek to provide this support using an external source for this purpose 

 These procedures will apply in all cases, including where the employee is contracted on a         

 part-time basis or consultancy basis 

 

Pending the outcome of the investigation by Tusla and/or An Gardai Siochana, the staff member 

/volunteer may: 

• Be re-assigned to duties that don’t involve contact or access to children / young people, 

depending on the nature of the allegation where possible. 

• Be suspended from their position. 

B: Procedure to follow where an allegation is made against a volunteer 

If an allegation is made against a volunteer, the matter should be reported to the DLP. In reporting an 

allegation it should be based on an opinion formed reasonably and in good faith. Any allegation should be 

assessed promptly and carefully.  
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The following steps need to be taken:  

1) The first priority will be to ensure that no child is exposed to unnecessary risk. The DLP or delegate of 

the DLP (whichever is immediately available) will as a matter of urgency take any necessary protective 

measures. These measures will be proportionate to the level of risk and will not unreasonably penalise, 

(aren’t we dealing with volunteers in this section, no payment!) unless necessary to protect children. 

Legal advice may be sought in this regard. The Designated Liaison Person will continue in his role of 

referring Child Protection concerns to Tusla /Gardai  

2) The Board of Management or other senior person will inform the volunteer that an allegation has been 

made and explain the nature of the allegation. The volunteer should be afforded the right to respond in 

accordance with established grievance procedure. The response should be noted and passed to Tusla.  

If a formal report is being made to Tusla they will also be notified of any other organisation where the 

alleged abuser may have contact with children. The volunteer may be asked to stand aside from their 

post by the Board of Management. 

 

4)  Parents / carers of the young person should be informed immediately unless to do so                                          

      would place the young person in further danger. Advice should be taken Tusla as to how this might   

       best be done 

 

   5) The follow up on an allegation of abuse against a volunteer should be made in       

      consultation with Tusla and An Garda Siochana. An immediate meeting should be arranged with these   

      two agencies for this purpose 

 

  6) After these consultations referred to above, and when pursuing the question of the future                   

      arrangements with the volunteer the chairperson of Board of Management of future procedures 

  

   7) Involve will ensure that any actions taken by them do not undermine or frustrate any       

        investigations being conducted by Tusla or An Garda  Siochana 

        

     8) The person accused will need support pending an investigation. It would be unwise for this                                             

        to be provided within Involve – therefore, advice will be given to the person to access these   

       services outside Involve. Involve will seek to provide this support using an external source          

       for this purpose 
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C: Procedure to be followed where an allegation is made by a young person against another young 

person 

 

If an allegation is made by a young person against another young person, it should be considered a child 

protection issue for both the young people involved 

  

• Involves Child Protection & Welfare procedures should be followed 

 

• Advice should be sought from Tusla /Gardai with regard to informing the parents / carers of the 

young people concerned 

 

• Decisions regarding the future participation in the youth organisation of the young person alleged 

to have committed the abuse will be made at a management level by the DLP and the Board of 

Management. Advice of Tusla / Gardai will also be taken into account. 

 

Application of fair treatment 

 

Employees/ volunteers about whom there are concerns should be treated fairly. They should be helped to 

understand the concerns expressed and the processes being operated, and be clearly informed of the 

outcomes of any investigation and its implications for their future employment or contractual arrangements 

within Involve.  The investigation should be completed as soon as possible. 

The fact that a legal action may not always be possible should not mean that action in relation to protecting 

children or disciplining the employee or volunteer should not be taken. It is important that any allegations 

are thoroughly assessed and a decision reached. 

Liaison with Tusla / Gardai helps inform decision-making in all of these matters.  
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(4) Dealing with Child Protection Concerns in General Suspicions  

(The ORR formula): 

A worker who becomes suspicious of child abuse must not independently investigate the incident but must 

immediately discuss the matter with the Involve Designated Liaison Person.  Any independent 

investigation could well aggravate the situation or ‘invalidate’ the disclosure. Follow the ORR formula – 

Observe, Record, Report.  

Record your suspicions with a date and time. Use codes for people’s names in order to preserve 

confidentiality. 

 The definitions of all five categories of Abuse are contained in the Appendices. Sometimes a pattern is 

observed over a period of time. What is important is to talk to the Designated Liaison person, if you have 

any Child Protection concerns at all. It is important to share these concerns as they emerge and where 

possible, and not putting the child/young person at any further risk, that by involving/ informing parents as 

the situation is emerging. 

1. Suspicion from a worker          2. Disclosure from a worker    

 

 

 

 

 

 

2. Designated Liaison Person 

(Children First 6.7.4., P. 50)                             

 

 

 

 

                                                                                          

 

 

3. Report to Tusla / Gardai in the region                 5. Investigation                

  

      

 

 

 

 

6. Report back to Involve     

   
It is good practice that any professional who suspects child abuse or neglect should inform the parents/carers if a 

report is to be submitted to Tusla or to An Garda Síochána, unless doing so is likely to endanger the child. 

Reports should be made without delay.  
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Guidelines for Recognition of Child neglect or Abuse: Children First 2011 (2.7.2) 

 

There are three stages in the identification of child neglect or abuse: 

 

 

1. Considering the possibility 

2.  Looking out for signs of neglect or abuse 

3. Recording of information  

 

 

 

 

Stage 1: Consider the possibility where there is: 

 

•  suspicious injury without a reasonable explanation 

•  child distressed without obvious reason 

•  child displays persistent or new behavioural problems 

•  child displays unusual or fearful responses to parents/carers/older children 

•  a pattern of ongoing neglect 

• Use of inappropriate language by the child                                                                                                                

Children First 2011 2.7.2  

 

 

 

 

 

Stage 2: Looking out for signs of neglect or abuse: 

Note: general signs that are more indicative of abuse than others which include: 

 

•  disclosure of abuse by a child or young person 

•  age-inappropriate or abnormal sexual play or knowledge 

•  specific injuries or patterns of injuries 

•  absconding from home or a care situation 

•  attempted suicide 

•  underage pregnancy or sexually transmitted infections 

•  signs in one or more categories at the same time: e.g. signs of developmental delay, physical 

injury and behavioural signs may together indicate a pattern of abuse                                                       

Children First 2011 2.7.4  

 

 

 

 

Stage 3: Recording of information: 

 

• establish grounds for concern by obtaining as much information as possible 

• record observations accurately including dates, time, names, locations, contexts 

• care should be taken in relation to storing information  

Children First 2011 2.7.6  
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Points to remember 

 

• The severity of a sign does not necessarily equate with the severity of the abuse. 

• Neglect is as potentially fatal as physical abuse. 

• Experiencing recurring low-level abuse may cause serious and long-term harm. 

• Child abuse is not restricted to any socio-economic group, gender or culture. 

• Challenging behaviour by a child or young person should not render them liable to abuse. 

• Exposure to domestic violence is detrimental to children’s physical, emotional and psychological 

well-being. 

• It is sometimes difficult to distinguish between indicators of child abuse and other adversities 

suffered by children and families 

• Neglectful families may be difficult to engage. 

• Families where neglect and abuse are prevalent may go to considerable lengths to deceive 

professionals. 

 

Basis for Reporting Concerns & Standard Reporting Procedure   

 

▪ Tusla should always be informed when a person has reasonable grounds for concern that a child 

may have been, is being or is at risk of being abused or neglected. 

▪ Child protection concerns should be supported by evidence that indicates the possibility of abuse 

or neglect. 

▪ A concern about a potential risk to children posed by a specific person, even if the children are 

unidentifiable, should also be communicated to the Tusla. 

▪ Any reasonable concern or suspicion of abuse or neglect must elicit a response.  

 

Sharing Child Protection Concerns 

▪ It is the responsibility of all agencies working with children and for the public to recognise child 

protection concerns and share these with the agencies responsible for assessing or investigating 

them, not to determine whether the child protection concerns are evidenced or not.  

Interagency Cooperation 

No one profession has all the skills, knowledge or resources to meet all the requirements of an individual 

case. 

Effective interagency cooperation has a number of benefits including:  

• Ensuring provision of a comprehensive response to all concerns about children by the pooling of 

resources and skills, from initial enquiry to assessment and case management, including early 

identification and prevention. 

• Avoiding gaps in the service response especially in cases where information would otherwise 

remain concealed or unknown 

• Providing mutual support for professionals in complex cases 
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(5) RECRUITMENT AND SELECTION POICY 

 

The identification of the criteria or competencies required to fulfil a position is the crucial starting point of 

any recruitment or selection process. In order to develop clear, job relevant selection criteria, a detailed 

analysis of the job requirements must be conducted. 

 

The job analysis should result in a job description and a person specification profile for the position. This 

written document will form the basis of the selection process and the benchmark against which candidates 

are assessed. 

 

It is very important to have a distinction between essential and desirable criteria. Following an initial 

drafting of the criteria, they should be double checked for fairness. Organisations must ensure that Job 

Descriptions and Person Specifications are devised or updated before the commencement of the 

Recruitment process. 

 

Selection must be on merit and those who are successful shall demonstrate their suitability for appointment 

according to pre-determined job-related selection criteria which must be consistently applied throughout 

the Recruitment process. 

 

Positions will be advertised internally and externally, including the national and local newspapers (as 

agreed by the Board of Management and appropriate networks and websites.  Advertisements for jobs will 

signal that candidates from all nine grounds named in the Equality Legislation are welcome to apply. The 

insertion of “Equal Opportunity Employer” should accompany all advertisements. 

  

2.  Procedures 

 

1) Approval of Board to recruit. 

 

2) Completion of Role, Job Description and Person Specification. 

 

3) Agree Terms and Conditions of employment. 

 

4) Advertise locally and nationally as appropriate. 

 

5) Application through submission of CV and/or Application form. 

 

6) Interview panel selected from within the Board of Management, senior staff and outside specialists 

in that field of work. 

 

7) Short listing by interview panel based upon a scoring system for short listing.  

 

8) Candidates for interview will be issued with Role, Job Description and Person Specification. 

 

9) Interview board will reflect a balance with respect to gender, age and ethnicity where possible. 

Interviewers will be appropriately qualified and experienced in this field of work to conduct 

interviews. 

 

10) Interview board selects candidate subject to written and oral references. 

 

11) Selection approved by INVOLVE Board of Management or nominated Working Group. 
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12) Letter of Offer issued, subject to Garda clearance and suitable references, and verification of  ID 

and verification of qualifications 

 

13) Acceptance received from candidate. 

 

14) Contract issued on receipt of Garda clearance. 

 

15) 6 months probationary period or longer if required  

 

16) Contract accepted. 

 

 

 

Each staff member is also given a copy of the Employee Handbook which contains the essential 

information relating to their work. 

Probation period for new employees is 6 months. 

 

Recruiting Volunteers and students on placement: 

For the well-being and protection of the young people, all potential workers must be carefully selected 

prior to their appointment or involvement in activities. Follow the procedures as laid down in the Worker 

Management Policy in the Involve Volunteer Pack.  

I.D and proof of address is required for all staff and volunteers employed by Involve e.g. Passport/ Driving 

Licence/ Student I.D. 
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(6) Policy Supervision, Support 

 

A) INTERNAL SUPERVISION POLICY  

 

1. Policy 

 

 

Supervision provides an opportunity for  

 

• Support and acknowledgement of the worker  

• Clear direction to the worker about their work role and tasks to be undertaken.  The job 

description, funding agreement, strategic plan, work plan, policies and procedures are the key 

documents which outline these expectations.  

• Feedback from the supervisor to the worker about how they are performing in their role and in 

work tasks 

• Discussion of strategies for achieving and improving work  

• Discussion of strategies for improving team issues and the workplace environment  

• Reflection on how the worker is feeling and coping with workplace demands, including team and 

task issues  

• Reflection on professional development  

• Feedback from the worker to the supervisor about how the organization can better support them in 

their work practice  

 

2. Procedure  

 

• All staff are required to participate in supervision on a quarterly basis.  

• A contract will be drawn up (as per template) between each member and the supervisor as to how 

supervision should be conducted and maintained.  

• The Youth Service Administrator provides supervision for Youth Service team. Project 

coordinators provide supervision for Youth Project staff.  CEO provides supervision for Head 

Office staff.  

• Supervision dates will be set in advance and adequate notice will be given of meetings  

• Supervision form will be completed prior to meeting.  

• Supervision form will be reviewed periodically by staff at team meetings and staff planning days. 

• The staff member and the supervisor may add further notes to the supervision report and the 

completion of the session.  

• Supervision notes and forms will be kept at head office in a locked filing cabinet and can be 

accessed by both the staff member and the supervisor.  

• After an employee has resigned the supervision notes will be kept for a minimum of 7 years or in 

line with current legislation  

• Supervision will start on time and be uninterrupted  
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B) EXTERNAL SUPERVISION POLICY  

 

1. Purpose of external supervision 

 

The aim of supervision is to improve service delivery to young people and to provide additional 

support for a worker in certain circumstances.  

 

Professional supervision is separate and in addition to staff supervision sessions between staff and 

their manager.  

 

 

 

 

2. Participating in external supervision.  

 

• External supervision will be approved  by CEO prior to engagement  and be appointed by 

Involve  

• Six sessions will be the accepted time frame, additional session can be approved if deemed 

necessary 

• Time taken to participate in supervision, including travel time will be considered paid 

work.  

• Supervision will be held off site in a location where confidential issues can be discussed 

privately.   

• Supervision meetings will start on time and be uninterrupted.  

• Should either party feel that the sessions are no longer helpful or necessary then the 

supervisee may end these or look for a new supervisor.  

• External supervision is subject to funding being available 

 

C) LIMITS OF CONFIDENTIALITY.  

 

All issues discussed in supervision are strictly confidential.  However there are some legal and 

professional requirements, such as child protection issues which override a supervisee’s right to 

confidentiality.  

 

Aside from these concerns, the supervisor will not be reporting to the management of Involve.  The 

management may request confirmation that a supervisee has attended sessions and that a 

supervision contract has been developed.  
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(7) Policy: DEALING WITH CHALLENGING BEHAVIOUR 

Dealing with Challenging Behaviour  

Challenging behaviour can be defined as “behaviour which threatens staff / volunteers, other people or the 

child / young person themselves, in a verbal and / or physical manner. When confronted with such 

behaviour staff / volunteers must adhere to the following guidelines:  

• Challenge the behaviour of the child / young person and not the person themselves.  

• Try to remain as calm as possible and avoid becoming emotionally charged in dealing with the 

situation.  

• Behaviour management must always emphasise positive approaches and prohibit any harsh or 

degrading actions.  

• Consideration needs to be given to the developmental as well as the chronological age of the child / 

young person.  

• Be aware of signals that may trigger further outbursts in the child / young person, such as change of 

tone of voice, body language etc.  

• If the challenging behaviour presents itself with others around, either remove yourself and the child / 

young person away from others so you can talk in a calmer environment, or, ask another staff member / 

volunteer to take the others to an alternative location.  

• It is always advisable to seek the support of another staff member / volunteer when confronting 

challenging behaviour.  

• Outline to the child / young person the sanctions for their behaviour and discuss with them possible 

techniques they may adopt to avoid such situations in the future.  

• Ensure you place yourself in an area with a clear escape route, should violence erupt.  

• Given the nature of the situation and the extent of the challenging behaviour, the parents / guardians of 

the child / young person may need to be contacted and asked to collect the individual to take them 

home.  

• Adequate time should be allowed for the child / young person to calm down and only then should their 

behaviour be discussed any supports and / or sanctions be imposed. Sanctions imposed must be fair 

and consistent at all times and understood by the child/ young person.  

• Should your safety feel compromised and / or in danger, seek support from management and/ or 

Gardaí.  

• All incidents will be recorded in the Incident Report Book  
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(8) Policy - Anti-Bullying  

 

  BULLYING 

 

Bullying is repeated inappropriate behaviour, direct or indirect, whether verbal, physical or otherwise, 

conducted by one or more persons against another or others, at the place of work and/or in the course of 

employment.  An isolated or once-off incident of such behaviour may be inappropriate (and may, for that 

reason, lead to corrective action being taken against any offending team member) but it will not be considered 

to be bullying.  Examples of bullying include (but are not limited to): 

 

• Physical or verbally abusing or intimidation another individual or threatening to do so; 

• Repeatedly isolating or excluding an individual; or 

• Starting or spreading rumours or innuendo about an individual 

• malicious gossip and other forms of relational bullying;  

• cyber-bullying;  Access to technology means that cyber-bullying can happen around the clock and the 

young person’s home may not even be a safe haven from such bullying. Young people are increasingly 

communicating in ways that are often unknown to adults and free from supervision. The nature of these 

technologies means digital content can be shared and seen by a very wide audience almost instantly and 

is almost impossible to delete permanently. While cyber bullying often takes place at home and at night, 

the impact can also be felt in projects and other venues where young people gather. 

•  Identity-based bullying such as homophobic bullying, racist bullying, bullying based on a person’s 

membership of the Traveller community and bullying of those with disabilities or special educational 

needs.  

• In addition, in the context of these procedures placing a once-off offensive or hurtful public message, 

image or statement on a social network site or other public forum where that message, image or statement 

can be viewed and/or repeated by other people will be regarded as harassment as bullying relates to 

repeated behaviour. 

 

Team members should note that proper and appropriate management of an individual does not constitute 

bullying.  Similarly, the offering of appropriate and/or constructive criticism does not constitute bullying 

where that criticism is offered with the aim of improving the performance of an individual or the 

organization. 
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(9) Policy: Dealing with accidents:  

 

When an accident occurs, the danger must be removed immediately, if possible, the injured person treated, 

and the accident recorded. 

 

Procedure  

 

1) Each worker should ensure they are certified in Basic First Aid training  

2) When on adventure activities, a leader trained in Wilderness First Aid should 

be in attendance 

3) A telephone should be accessible wherever a group meets.  Every leader should know how to access 

this facility.  Notice of the nearest telephone should be clearly displayed 

4) Emergency telephone numbers should be displayed prominently 

5) Professional help should be sought if and when the trained First Aid person requires such assistance  

6) A First Aid Box should be provided at each location and sufficiently stocked in line with first Aid 

emergency requirements 

7) The worker in charge of the group must inform the CEO of any accidents at the earliest possible 

opportunity.  

8) The worker in charge of the group must ensure that the young person’s parent  

/ Guardian is immediately informed of the accident and the follow up information e.g. what hospital 

gone to etc.  

9) The worker in charge of the group must record all details of accidents in the 

Accident Book and also obtain witness statements (if necessary and available) within 24 hrs  

10) Identify cause of the incident and prevent re-occurrence 

11) If an accident is serious, the CEO should inform the insurance company named in the Accident Book 

as soon as possible 

. 
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 (10) Policy:  Premises (admin space, activity space, external building space) 

 

All premises used for youth work should be suitable and safe.  It is the responsibility of Involve to maintain 

the upkeep of the Head Office premises to a safe and suitable standard.  It is the responsibility of the local 

host agency to maintain the upkeep of the regional youth worker premises to a safe and suitable standard,  

Procedure  

 

1 Adequate provision of toileting facilities for both genders. Ideally, worker toilet facilities should be 

separate 

 

2 Appropriate and adequate lighting. Torches / candles should be available for emergencies and kept 

in a clearly marked storage container 

 

3 Appropriate and adequate heating systems and ventilation systems are in place  

 

4 Adequate provision of security and safety appliances 

 

5 All fire exits and entrance and exit routes should be kept clear and marked for any situation 

 

6 All keys to entrance / exit doorways should be easily accessed for emergency situations 

 

7 All fire alarms and appliances should be installed following professional advice and maintained as 

advised.  Workers should be trained in their use 

 

8 All work / meeting areas should be marked with an ‘Assembly Point’ in the case of an emergency 

 

9 No heating / cooking items, electrical appliances, or naked flames other than those tested and fitted 

to the venue by a professional should be use. 

 

10 It is the responsibility of the Youth Worker in charge to 
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• Maintain and leave the premises in a clean, tidy and secure condition 

 

• Notify the Health and Safety Officer of any defects or hazards in the working/meeting 

environment. Ensure these points are documented in a memo / health and safety notebook 

 

• Any damage caused by a user group should be reported immediately to the Health and Safety 

Officer. Damage should be noted in a memo / health and safety notebook along with implications, 

action to be taken and by whom 

 

• Regular scheduled fire drills should occur within each youth centre and Head Office 
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(11) Policy: Equipment 

 

All equipment used by a youth group must be safe and suitable for use by the age range of the young 

people participating.  Where a National Safety Standard is applicable, the equipment should conform to it. 

 

Procedure 

 

1 All equipment should be thoroughly checked for defects before use 

 

2 If there are defects the equipment should not be used 

 

3 All defects must be reported to the Health and Safety Officer 

 

4 All workers should be fully conversant with assembly and use of equipment 

 

5 No young person is to assist with the assembly of equipment unless supervised  

 

6 Use of all equipment must be monitored by a suitably qualified worker 

 

7 Care should be taken that all paint, glue, felt tips, etc. are non-toxic 

 

8 Safe storage should be provided for all equipment 
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 (12) Policy: Trips (day trips, residentials, exchanges) 

 

All trips, camps and residentials must be thoroughly planned and documented well in advance and relevant 

information made accessible to all parties involved. The Guidelines for Residentials, published by Leargas, 

are recommended reading for every Involve worker, working with young people 

Procedure 

 
1) Parents / guardians must be informed in writing of the arrangements for any trip to be taken outside 

of the normal venue 

2) The youth worker must obtain from parents their written consent to the participation of their child 

and a completed copy of the health form prior to departure (A copy of these needs to be forwarded 

to the Health and Safety Officer) 

3) You will need to select a key staff member who will have overall responsibility for the trip. Each 

trip should have at least two leaders-in-charge, preferably 1 male and 1 female. (Maybe more 

depending what the agreed ratio between staff and student)  There should be at least one leader to 

every 8 young people. 

4) Appoint a contact person at home who has access to all information and contact details.  

5) Select staff for the trip that are appropriately trained and qualified. 

6) Risk assessment needs to be carried out on all activities before arriving. 

7) Nominate a staff member who is formally trained in First Aid. 

8) A detailed itinerary of the trip should be given to all parents/guardians, workers and   

the Health and Safety Officer at least two weeks in advance of departure ( A pre-trip information 

night  for all concerned would be an appropriate opportunity to present this information). 

9) Never put yourself in a position of being alone with vulnerable individuals e.g. cars, closed rooms, 

out of public view 

10) Check your own insurance to ensure you have coverage for all activities and where possible use 

theres.  Also check any transport you may use to ensure appropriate insurance and qualified driver,   

Seatbelts etc. 

11) Always knock or call out and ask permission to enter areas where people may be changing 
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12) Coordinator must ensure that males and females have different sleeping rooms.  In exceptional 

circumstances workers must be sensitive to the needs of individuals and monitor the situation 

carefully 

13) Young people participating should have their privacy respected by other participants e.g. rooms, 

changing rooms, showers, etc where possible 

 

14) Staff members / volunteers should, when possible, ask another staff member or volunteer to 

accompany them when entering rooms etc 

15) Staff members or volunteers should not sleep alone in dorms with young people 

16) When changing or when with a group that is changing - be discreet 

17) If behaviour by one of the young people causes offence or is deemed inappropriate, it is the 

Coordinators responsibility to discuss and deal with this as soon as possible 

18) Staff members and volunteers should use common sense and sensitivity around the areas of 

touching, hugging, etc 

19) Involve has a policy of non-alcohol, non-smoking, non-drug taking on all trips and residential for 

young people and staff. 

20)  Ensure there is a plan B in case of emergencies and have provision for returning home early and 

allocated a budget and contingency fund where possible. 

 

Checked with centres’  

• Child protection policy, health and safety etc...  

• Recruitment procedures  

• Insurance cover  

• Staff are appropriately trained and qualified  

• Changing areas for boys and girls (if required)  

• Sleeping arrangements 

• Disability access (if required)  
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(13) Policy: Health 

Involve staff members and volunteers should be prepared to treat each child according to their own needs 

and respond appropriately to any medical condition they may have.  Workers should be informed of the 

individual and diverse range of health issues existing amongst their group of young people via the parental 

information disclosed in the health form or verbally. 

 

Procedure 

 

1 All young people should be given a copy of the health form to be completed by their parent / 

guardian at the beginning of each working year.  This may be supported by a revised copy prior to 

any trip if the parent / guardian have any amendments or additional information to provide 

 

2 This confidential form should be accessed by the worker in charge of that youth to alert them to 

any personal or health difficulties arising 

 

3 No medication should be given to any young person without the written consent of the parent / 

guardian or doctors treating the young person and by written agreement with the youth worker 

 

4 In the event of an urgent health or medical crisis arising, professional help should be sought 

immediately 

 

5 Any medicines which the young person carries with them to a meeting or trip should be clearly 

marked with their name and parents / doctor’s signed instruction for use.  They should then, if 

necessary, be carried by the allocated worker in charge of medication, to be taken as prescribed 

 

6 All venues should display the name and phone number of the nearest medical emergency contact 

person. It is recommended that all groups have access to a mobile phone while away from home or 

their youth centre. 

 

7.  In the event of a young person presenting at a youth club/activity with a serious injury/ ailment a 

discussion needs to take place with the development worker and the line manager as to what 

procedure to follow. 
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 (14) Policy: Insurance 

 

All youth work activities should have professionally advised and adequate insurance cover to include key 

areas of:  

 

1) Personal Accident 

 

2) Public Liability 

 

3) Property and Contents Insurance 

 

4) Vehicle Insurance 

 

Procedure 

 

1 It is the responsibility of the youth worker and the Health and Safety Officer to ensure that all 

relevant insurance policies are currently valid. 

 

2 In the case of activities or events which are considered ‘high risk’, the youth worker should consult 

with the Health and Safety Officer who will decide on the appropriateness and adequacy of the 

cover available. 

 

3 No high-risk activity should be engaged upon without first following above procedure to ensure 

that the insurance cover provided is adequate. 

 

4 Insurance cover for transportation of young people should be adhered to. (See ‘Transport’ section 

in Good Practice Guidelines) 
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(15) Policy:  Acceptable behaviour for Youth Workers and Volunteers 

 

It is important for the protection of all concerned that Youth Workers and volunteers have guidelines on 

what is expected, and what is not accepted, with respect to their behaviour.  

 

Procedure: 

Youth Workers & Volunteers have a commitment to: 

• Listen, value and respect all young people as individuals 

• Positively encourage and praise young people 

• Promote young people’s rights to make their own decisions and choices. 

• Set boundaries i.e. hours that he/she is available to the young people 

• Refer young people towards relevant services and agencies, when necessary 

• While physical contact is a way of comforting, reassuring and showing concern for children and 

young people, it should take pace only when it is acceptable to all persons concerned. 

• Should a child need to be reprimanded, two leaders should be present 

• Never physically or verbally punish a child 

• Being aware of the risks involved in participating in contact sports or activities. 

• Being alert to the possibility of developing favouritism  

• Encouraging children to report cases of bullying to a worker and following procedure.  

• Professional in their conduct at all times. 

• Never, ever take a chance  

• To ensure the safety and well-being of young people during all groups and activities 

Important 

• Workers must not give lifts in their cars to individual young people, except in extreme 

emergencies. 

• Two Youth Workers must be present at all times for groups of up to 8 young people, there 

must be another Youth Worker or volunteer present for every 8 children after that. 
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(16)  Policy:  Group work 

 

Group Work is a way of working with young people which facilitates positive discussion, interaction, 

learning and development. 

 

Procedure 

• Youth workers ensure that group work is based on stated aims & objectives, clear methods and is 

systematically planned. 

• Planning involves young people as appropriate 

• Youth workers use and have access to a range of quality resources, materials and facilitators 

• A group work space is bright, comfortable and adequate for the size of the group 

• Youth workers undertake and record ongoing risk assessment for any group work for which they 

are responsible 

• The minimum youth worker/ young person ratio in any group should ideally be one youth worker 

per group of eight plus one other adult, and allowing an additional adult for each group of eight 

thereafter. 

• Youth workers discuss and agree with young people group ground rules and guidelines 

• Group work sessions are used as a means of identifying the potential and needs of young people on 

an ongoing basis 
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(17) Policy: One to One 

 

Involve discourages one to one work with young people, unless it is requested by the young person, and 

where that young person needs to have a conversation/ discussion with an adult. 

There are two main situations in which one to one working may arise. 

1. In a reactive situation, e.g. where a young person requests a one to one meeting without warning, 

or where a young person needs to be removed from a group. 

2. As part of a planned structured piece of work. 

 

Procedure 

In reactive situation  

• If you need to talk to a young person alone, try to do this in an open air environment in view of 

others; 

• Where a conversation takes place which is unplanned and initiated by a young person and is in the 

young person’s best interests to continue, it must be encouraged to proceed with the discussion as 

and when it happens. 

• If this is not possible try and meet in rooms with visual access, or with the door open, or in a room 

/area where other people are nearby; 

• Workers are advised to avoid meetings with individuals if on their own in the project. 

• A record of the conversation should be kept on file in a locked filing cabinet. 

• If there is a one to one meeting taking place ensure this is at an appropriate time, e.g. not late at 

night and in an appropriate venue. 

• All workers must observe Involve child protection policy and procedure when engaging in one to 

one/ advocacy with young people. 

• When dealing with matters of a sensitive, personal or emotional nature with a young person, all 

workers need to be aware of and not exceed their own level of skill and expertise. 

 

2. As part of a planned structured piece of work 

• The particular programme/ activity should have a clear rationale, aims, objects, outcomes, and 

evaluation. ( ongoing review is necessary)  
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• Parents/ guardians must be fully informed as to the nature and purpose of this work and must give 

written consent. 

• A clear code of behaviour must be agreed and adhered to for both worker and young person. 

 

(18) Policy: Transport  

In general, it is not recommended that workers / volunteers give lifts in their cars to individual young 

people, especially on long journeys. Best practice is to avoid transporting a child alone and if this is not 

possible have another adult or young person with you.But circumstances may arise where it is necessary to 

do so.  

If all alternatives have been exhausted and an adult has to transport a child alone, there are a number of 

safety measures that should be put in place to minimise the risk. 

 

Procedure 

• The child and the parent are informed and consent to the transport arrangement. Parents should be 

informed of the person who will be transporting their child, the reasons why and how long the 

journey will take. 

 

• If possible the driver should try to have more than one child in the car, to avoid being in a one to 

one situation with the young person. 

 

• In instances of late collections, workers should have access to contact numbers from 

            parents /guardians and also provided with an alternative contact number.  

• Also parents/guardian should also have a contact number for the group to contact them in case they 

are running late. 
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(19) Policy: Communication with Parents/Guardians 

It is important for workers to have good communications with the parents/ guardians of young people in 

there projects.  

Involve provides relevant information to Parents/Guardians on their Child Protection Policies and Mission 

statement. 

 

Procedure  

• Involve holds information sessions for parents/Guardians throughout the year, and has information 

available to them on request. 

• Involve Child protection Policies  and Procedure is visible in all youth projects 

• Written parental consent for membership of their child or young person 

• Consent forms may include details such as home address, contact details, relevant medical or 

dietary information and if there are any special circumstances that workers need to be aware of. 

• Parents need to be informed if young people are going away on trips or doing activities which 

require specific consent. 

• Parents should be informed if issues arise for young people, when it is considered in the young 

person’s best interest. 

• Workers need to retain contact details of parents/ guardians and an alternative adult contact details 

in case of emergency. These need to be kept in a secure place along with membership consent 

forms and health forms.  
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(20)Policy: Photos & visual media  

 

Involve must seek the permission of parents/guardians of young people when photos or filming is to take 

place. 

 

• Parents/ Guardians must give written consent to the use of any visual media in publications, 

websites, the media etc. 

• All images must be stored securely and safely and can only be used by authorized personnel. 
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(21) Policy: Joint working  

In the event of a joint project taking place with both Involve and another organisation, negotiations 

must take place in advance as to who will be the lead organisation. The lead organisation’s Child 

Protection Policy will apply to all young people taking part in the project/activity. 

 

Procedure 

• Written agreement must be drawn up by all participating organisations. 

• Joint working needs to be looked at in a case by case situation. 

• If there are child protection concerns during the joint activity, the lead organisation will take 

responsibility for reporting same and following their Child Protection Policy & Procedures. However 

some information relating to the concern must be reported to the other organisation’s Designated 

Liaison Person. 

• If a concern is about a staff member of either of the organisations involved in the joint project, both 

organisations should refer to their policy regarding the reporting of same. Both organisations’ 

Designated Liaison Person will decide what procedure to take. This should be discussed & agreed with 

in advance of any project/activity taking place. 

• Look at whose code of behaviour (for both adults and young people) will be followed or will an 

amended code be developed? 

• In relation to other relevant policies and procedures such as health and safety, anti-bullying, substance 

misuse, complaints etc., whose policy will be followed or will procedures be amended for the duration 

of the joint working group?  

• How will general information be shared between the groups, e.g. need to decide is there a central 

contact person in each group. And check –in meetings at regular intervals need to be held.  

• Have issues such as transport, insurance, parental consent, and supervision responsibilities been 

considered and agreed. 
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(22) Policy: Issues of Concern procedure 

It is the policy of Involve CLG to encourage young people, parents and any stakeholders associated with 

the organisation to provide comment and feedback on any aspect of our work and polices for the 

organisation, inclusive of any issues of concern they may have.  

Involve CLG is committed to this practice, as it is acknowledged that an open, transparent environment 

benefits all stakeholders of the organisation and allows the service to monitor and regularly review the 

programmes that we offer. This forms an integral part of the organisation’s commitment to best practice 

and update our policies on a regular basis.  

All staff or volunteers need to be actively involved with young people in the planning and decision-making 

of programmes and actively seek feedback on programmes and activities. The suggestions or complaints 

expressed by young people should always be taken into consideration and must receive a response within a 

specified timeframe.  

 

Issues of Concern  

If you have any issues of concern in respect to any aspect of a service or programme then you will need to 

contact the Youth work Coordinator of that project or the CEO of Involve. This should not be confused 

with a Child Protection concern for which the reporting procedure must be followed. When a complaint is 

received that leads to a concern about a child’s safety or well-being, Involve CLG must ensure that it acts 

appropriately and in the best interests of the child, and that Children First: National Guidelines for the 

Protection and Welfare of Children Guidelines are implemented as appropriate. The welfare of the child is 

paramount at all times.  

 

A distinction must also be made between:  

 

➢ Minor issues of concern that can be handled informally and internally within the youth club / group 

/ project. (Some may appear to be minor but they still may need to be brought to attention of the 

board.)  

 

➢ Issues of Concern requiring a formal process within Involve CLG collectively.  
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Steps to be followed in handling complaints:  

1. Any member of staff or volunteer with Involve CLG may take a complaint from any young person or 

parent or an organisation.  

 

2. All young people and parents of young people who access the service are fully entitled to give comment 

or general feedback, whether positive or negative, on any aspect of the service provided.  

 

3. A Issues of concern form must be completed by the person making the formal complaint. A member of 

staff can support a person in doing this.  

 

4. Staff and Volunteers must submit this form to their Coordinator who will pass the information on to the 

CEO who will take it to the board.  

 

5. All issues of concern are monitored by the CEO and his/her team will make the necessary changes to 

programmes / events if necessary, to ensure a quality service is being provided. Any action to be taken will 

be recorded. 

 

6. The person who raised the issue of concern will be responded to in writing or e-mail within five working 

days, unless otherwise requested.  

 

7. If the CEO considers it necessary, a meeting will be organised between the CEO and the person. 

 

8. The person will be informed if there is any follow-up action or recommendation for change as the result 

of the issue. If it is deemed unnecessary to make any change, the person who raised the issue will be 

informed of the reason for this.  
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(23) Policy Garda Vetting 

Garda Vetting Policy 

 

Garda Vetting Policy  

Involve is a member of NYCI Garda Vetting Consortium through which we can avail of Garda vetting. 

The NCYI Consortium acts as our Authorised Signatory.  

 

What is Garda vetting?  

Garda Vetting is a procedure through which An Garda Síochána is asked, with a person‟s permission, 

to disclose any information held on garda file.  

Within current disclosure policy, details of all convictions and/or prosecutions, successful or not, 

pending or completed, in the State or elsewhere as the case may be disclosed to the authorised Child 

Protection Liaison person in Involve. 

What staff will be vetted?  

It is best practice that Garda vetting be conducted in respect of personnel working in a full-time, 

part-time or voluntary or student placement capacity in a position in the Organisation, through 

which they have unsupervised access to young people  

All staff/volunteers will be re-vetted after a period of 5 years (it is best practice to re-vet 

staff/volunteers after this period of time). The Organisation may also carry out random re-vetting of 

staff/volunteers at times that it deems appropriate.  

 

Nominated Garda Vetting Contact Person  

The Nominated Garda Vetting Contact Person in the Organisation is Ann Stephens as of this time. 

The Nominated Garda Vetting Contact Person is registered with the NYCI Consortium. It is their role 

to manage all Garda vetting applications submitted by the Organisation.  

Garda Vetting Procedure  

Please see Appendix 7 for eVetting process. 

 

 

 

 



44 

 

 

 

Appendix: 1 

Basis for Reporting to a Child & Family Agency- Tusla 

 

 

The Child & Family Agency should always be informed when a person has reasonable grounds 

for concern that a child may have been abused, or is being abused, or is at risk of abuse.  

The following examples would constitute reasonable grounds for concern:  

 

• Specific indication from the child that (s)he was abused 

• An account by a person who saw the child being abused 

• Evidence, such as an injury or behaviour, which is consistent with abuse and unlikely to be caused 

another way 

• An injury or behaviour which is consistent both with abuse and with an innocent explanation but 

where there are corroborative indicators supporting the concern that it may be a case of abuse. 

• An example of this would be a pattern of injuries, an implausible explanation, other indication of 

abuse dysfunctional behaviour 

• Consistent indication, over a period of time that a child is suffering from emotional or physical 

neglect. 

• A suspicion, which is not supported by any objective, indication of abuse or neglect would not 

constitute a reasonable suspicion or reasonable grounds for concern.  

 

 

 

Cases not reported to Tusla or An Garda Síochána. In those cases where an organisation decides not to 

report concerns to Tusla or An Garda Síochána, the individual employee or volunteer who raised the 

concern should be given a clear written statement of the reasons why the organisation is not taking such 

action. The employee or volunteer should be advised that if they remain concerned about the situation, they 

are free as individuals to consult with, or report to, Tusla or An Garda Síochána. The provisions of the 

Protections for Persons Reporting Child Abuse Act 1998 apply once they communicate ‘reasonably and in 

good faith’. 
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Appendix: 2 

Hand out: Children First 11.3 pg.105 

Sexual Abuse by Children & Young People  

 

Research shows that one third of child sexual abuse in Republic of Ireland is perpetrated by teenagers. 

Obviously it is important that behaviour of this nature is not ignored and cases should be referred to the 

Health Service Executive. However it is also very important that the different types of behaviour are 

clearly identified and that no young person is wrongly labeled “child abuser”, without a clear analysis of 

the particular behaviour. One can identify four categories of behaviour, which would warrant attention: 

Normal Sexual Exploration; Abuse Reactive Behaviour; Sexually Obsessive Behaviour; Abusive 

Behaviour by Adolescents and Young People.  

 

Normal Sexual Exploration: This could consist of naive play between two children, which involves the 

exploration of their sexuality. This type of behaviour may be prompted by exchanges between children 

such as: “you show me yours and I’ll show you mine”. One of the key aspects of this behaviour is the tone 

of it. There should not be any coercive or dominating aspects of this behaviour. Usually, there is no need 

for child protection intervention of any kind in this type of situation.  

 

Abuse Reactive Behaviour: In this situation, one child who has been abused already, acts out the same 

behaviour on another child. While this is serious behaviour and needs to be treated as such, the emphasis 

should be on addressing the victim needs of the child perpetrator. 

 

Sexually Obsessive Behaviour: In this type of situation the children may engage in sexually compulsive 

behaviour. An example of this would be excessive masturbation, which may well be meeting some other 

emotional need. Most children masturbate at some point in their lives. However, where children are in care 

or in families where care and attention is missing, they may have extreme comfort needs that are to being 

met and may move from masturbation to excessive interest or curiosity in sex, which takes on excessive or 

compulsive aspects. These children may not have been sexually abused but they may be extremely needy 

and may need very specific help in addressing these needs.  

 

Abusive Behavour by Adolescents & Young People: Behaviour that is abusive will have elements of 

domination, coercion or bribery and certainly secrecy. The fact that the behaviour is carried out by an 

adolescent, for example does not, in itself, make it “experimentation”. However, if there is no age 

difference between the two children or no difference in status, power or intellect, then one could argue that 

this is indeed experimentation. On the other hand, if the adolescent is aged thirteen and the child is aged 

three, this gap in itself creates an abusive quality, which should be taken seriously.  
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Appendix: 3 

 

 

WORKING SAFELY IN A YOUTH CLUB  

 

 

 

 

WORKING WITH CHILDREN WITH A DISABILITY 

In order to facilitate a safer working environment, there are a number of considerations to take into 

account, including: 

• Children with special needs or disability may depend on adults more than other children for their 

care and safety, and so sensitivity and clear communication are particularly important.  

• Where it is necessary to carry out tasks of a personal nature for a child/young person with special 

needs, this should be done with the full understanding and consent of the child and their parents or 

guardians. 

• The views of the child/young person should be actively sought, wherever possible, when drawing 

up arrangements; 

• In carrying out such personal care tasks, sensitivity must be shown to the child and the tasks should 

be undertaken with discretion. 

• Male/Female children/young people may prefer to be accompanied by male/female 

employees/volunteers in toilets/bathrooms/changing rooms and – this preference should not be 

overlooked and should be respected where safe and practical. 

• Any care task of a personal nature which should not be undertaken by a leader. 

• In a situation where any variation from agreed procedure is necessary, line managers and 

parents/guardians should be informed as soon as possible and it should be recorded appropriately. 

 

In a situation where any variation from agreed procedure is necessary, line managers and parents/guardians 

should be informed as soon as possible.  

 

 

TIP: YOUTH WORK COORDINATORS SHOULD WORK WITH THE CHILD AND THEIR 

PARENTS/GUARDIAN TO UNDERSTAND AND RESPOND TO ANY PARTICULAR NEEDS THEY 

MAY HAVE 

 

 

CHILDREN WITH SPECIAL NEEDS OR 

DISABILITY MAY DEPEND ON ADULTS MORE 

THAN OTHER CHILDREN FOR THEIR CARE 

AND SAFETY, AND SO SENSITIVITY AND 

CLEAR COMMUNICATION ARE 

PARTICULARLY IMPORTANT 
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Appendix 4: Definitions of Abuse: Children First 2011 National Guidance 
 

3.2 Definition of Neglect  

 

Neglect can be defined in terms of an omission, where the child suffers significant harm or impairment  

of development by being deprived of food, clothing, warmth, hygiene, intellectual stimulation,  

supervision and safety, attachment to and affection from adults, medical care.  

 

3.3 Definition of Emotional Abuse  

 

Emotional abuse is normally to be found in the relationship between a parent/carer and a child rather than 

in a specific event or pattern of events. It occurs when a child's developmental need for affection, approval, 

consistency and security are not met. Unless other forms of abuse are present, it is rarely manifested in 

terms of physical signs or symptoms. 

 

3.4 Definition of Physical Abuse  

 

Physical abuse is that which results in actual or potential physical harm from an interaction or lack of 

interaction, which is reasonably within the control of a parent or person in a position of responsibility, 

power or trust. 

  

3.5 Definition of Sexual Abuse  

 

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

for that of others. 

 

3.6 Definition of Welfare 

 

A problem experienced directly by a child, or by the family of a child, that is seen to impact negatively on 

the child’s welfare or development, which warrants assessment and support. 
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Appendix 5: Children’s First Handbook 

 

 

4.6 Retrospective Disclosures by Adults  
 

In recent years there have been increasing numbers of disclosures by adults of abuse, which took place 

during their childhood. These revelations often come to light in the context of the adults attending 

counseling. In these situations it is essential that consideration is given to the current risk to any child who 

may be in contact with the alleged perpetrator. If any risk is deemed to exist, the counselor /health 

professional should report the allegation to the health board without delay. Investigation of disclosures by 

adult victims of past abuse frequently uncovers current incidences of abuse and is therefore an effective 

means of stopping the cycle of abuse. 
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Appendix 6: Relevant Legislation 
 

 

Child Care Act 1991 

The purpose of the Child Care Act 1991 is to ‘update the law in relation to the care of children who have 

been assaulted, ill-treated, neglected or sexually abused, or who are at risk’. The main provisions of the Act 

are: 

(i) the placing of a statutory duty on the HSE to promote the welfare of children who are not receiving 

adequate care and protection up to the age of 18; 

(ii) the strengthening of the powers of the HSE to provide child care and family support services; 

(iii) the improvement of the procedures to facilitate immediate intervention by the HSE and An Garda 

Síochána where children are in danger; 

(iv) the revision of provisions to enable the Courts to place children who have been assaulted, ill-treated, 

neglected or sexually abused, or who are at risk, in the care of or under the supervision of the HSE; 

(v) the introduction of arrangements for the supervision and inspection of pre-school services; 

(vi) the revision of provisions in relation to the registration and inspection of residential centres for 

children. 

 

Children Act 2001 

The Children Act 2001 replaced provisions of the Children Act 1908 and associated legislation with a 

modern comprehensive statute. 

The 2001 Act covers three main areas of the law. Firstly, and predominantly, it provides a framework for 

the development of the juvenile justice system. Secondly, it re-enacts and updates provisions in the 1908 

Act protecting children against persons who have the custody, charge or care of them. Thirdly, it provides 

for family welfare conferences and other new provisions for dealing with children where there is a real and 

substantial risk to their life, health, safety, welfare and development. 

 

 

Criminal Justice Act 2006 

Section 176 of the Criminal Justice Act 2006 introduced the criminal charge of ‘reckless endangerment of 

children’. It states: 

‘A person, having authority or control over a child or abuser, who intentionally or recklessly endangers a 

child by – 

(a) causing or permitting any child to be placed or left in a situation which creates a substantial risk to the 

child of being a victim of serious harm or sexual abuse, or 

(b) failing to take reasonable steps to protect a child from such a risk while knowing that the child is in 

such a situation, is guilty of an offence.’ 

The penalty for a person found guilty of this offence is a fine (no upper limit) and/or imprisonment for a 

term not exceeding 10 years. 

 

 

Protections for Persons Reporting Child Abuse Act 1998 

This Act came into operation on 23 January 1999. The main provisions of the Act are: 

(i) the provision of immunity from civil liability to any person who reports child abuse ‘reasonably and in 

good faith’ to designated officers of the HSE or to any member of An Garda Síochána; 

(ii) the provision of significant protections for employees who report child abuse. These protections cover 

all employees and all forms of discrimination up to, and including, dismissal; 

(iii) the creation of a new offence of false reporting of child abuse, where a person makes a report of child 

abuse to the appropriate authorities ‘knowing that statement to be false’. This is a new criminal offence, 

designed to protect innocent persons from malicious reports. 



50 

 

 

 

 

 

 

Education Act 1998 

 

 

The Education Act 1998 places an obligation on those concerned with its implementation to give practical 

effect to the constitutional rights of children as they relate to education and, as far as practicable and having 

regard to the resources available, to make available to pupils a level and quality of education appropriate to 

meeting their individual needs and abilities. 

 

 

 

 

Education (Welfare) Act 2000 

The Education (Welfare) Act 2000, which was fully commenced in July 2002, replaced previous school 

attendance legislation and provided for the creation of a single national agency, the National Educational 

Welfare Board (NEWB), which has statutory responsibility to ensure that every child either attends school 

or otherwise receives an education or participates in training. The NEWB also assists in the formulation 

and implementation of Government education policy. 

 
 

 

THE SAFETY, HEALTH AND WELFARE AT WORK ACT, 2005  

The Safety, Health and Welfare at Work Act, 2005, places responsibility for occupational health and safety 

on all stakeholders. The Act develops the role of employers, employees and Government in framing and 

implementing occupational safety and health policy in Ireland. So, if you are an employer, an employee, 

safety representative, safety manager, safety and health practitioner a self-employed person, if you are 

commissioning, designing or carrying out construction work, if you are a supplier, importer or designer of 

articles or substances for use at a place of work, or have control to any extent over a place of work, or if 

you are a contractor, then the Safety, Health and Welfare at Work Act, 2005 will impact upon you. The 

Safety, Health and Welfare at Work Act, 2005 takes a preventative approach to reducing accidents and ill 

health at work. The main effects on each party involved are set out in this document. The 2005 Act 

introduces some significant changes in relation to risk assessment and safety statements where there are 

less than three employees. It also deals with the use of intoxicants, employee’s medical fitness for work, 

penalties upon conviction and the introduction of ‘on the spot fines’. 

 

 

CRIMINAL JUSTICE (WITHHOLDING OF INFORMATION ON OFFENCES AGAINST CHILDREN 

AND VULNERABLE PERSONS) ACT 2012 

An Act to provide, in connection with the protection of children and certain vulnerable 

adults, for offences of withholding information relating to the commission of certain 

arrestable offences (including certain sexual offences) against children, or certain arrestable 

offences (including certain sexual offences) against such adults, in certain circumstances. 
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The National Vetting Bureau (Children and Vulnerable Persons) Acts 2012 to 2016 

The National Vetting Bureau (Children and Vulnerable Persons) Acts 2012 to 2016 provide a statutory 

basis for the vetting of persons carrying out relevant work with children or vulnerable persons. The Act 

also creates offences and penalties for persons who fail to comply with its provisions. 

The Act stipulates that a relevant organisation shall not permit any person to undertake relevant work or 

activities on behalf of the organisation, unless the organisation receives a vetting disclosure from the 

National Vetting Bureau in respect of that person. 

Garda vetting is conducted on behalf of registered organisations only and is not conducted for individual 

persons on a personal basis. 

If you are seeking employment or intending to volunteer with an organisation which conducts relevant 

work, you may be asked to make an application to be vetted. 
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Appendix 7:                                      E-Vetting Process 

Step 1 

• Involve sends the Vetting Invitation form to the prospective employee/volunteer 

 

Step 2 

• Applicant manually completes the Vetting Invitation Form and presents it to Involve 

together with proof of identity and proof of current address. 

• Involve Coordinator in the project area validates proof of identity, photocopies the 

documents and attaches them to the Invitation Form. 

• Identity is deemed to be verified by a score of 100 (Check point checker for this) 

• Involve keeps a  record of documents used in validation process which will include the 

following 

-Need to note name, address, dob, documents used i.e., passport number utility bill used 

and verifier’s name 

 

Step 3 

• Involve transfers the information from the inviter form onto an NYCI Vetting Request 

Form and emails/posts this to NYCI’s Youth Work Vetting Consortium Liaison Persons – 

currently Olive Ring and Geraldine Mahon  

 

Step 4 

• NYCI’s Liaison Persons logs onto the Garda Website; access the E-Vetting System and 

creates a vetting application for the each individual 

• This form is then sent via email to each applicant requesting them to complete the E-

Vetting application form on line.  

• This email will come from Vetting@Garda.ie 

• As well as a link to the eVetting form, the email will contain instructions as to what 

information will be required 

 

The information tells Applicant: 

• The name of the organisation looking for him to be vetted 

• The unique tracking number he will use throughout the process 

• All the information he/she will need to complete the vetting application form 

• The link he can go to if he/she has any questions about the process  i.e. FAQ’s 

• That he/she has 30 days from now to complete his application form 

• Applicant clicks on the link to complete the application form. 
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Step 4 continued 

• When applicant clicks on the link they will open a security screen.   

• It links certain pre populated information with data that only the applicant can input i.e. 

their email and date of birth, to ensure that the right applicant accesses the system. 

 

 

 

 

• If form not completed within 30 days of the applicant receiving the email, the process 

will need to begin again.  

• The form will be pre-populated with the  information supplied on the invitation form and 

will not allow any changes to that section  

• Vetting Subject completes Vetting Application Form online 

• Many of the fields will be compulsory.  System will not allow form to be submitted if 

there are any gaps in the information required, i.e. years missing, etc 

• Help buttons and drop downs to choose from 

• Applicant should be advised to print a copy of the form for their own records before 

submitting …. 

• press Finish and submits form to NYCI 

Step 5 

• The Liaison Person in NYCI receives the completed form and reviews it 

3 options –  

– Cancel the Application 

– Cancel & resend Invitation 

– Submits it to National Vetting Bureau 

– At this point vetting subject receive an e-mail from NVB saying their application 

was received and also give them their unique application id  

Step 6 

– NVB process the application 

– Notifies NYCI disclosure is available  

–  

Step 7 

– NYCI downloads the Vetting Disclosure.  At this point the applicant will again  receive an 

e-mail from NVB saying their vet is completed 

– We will  e-mail the disclosure to Vetting Officer in your Organisation 

– We will print the Disclosure when it contains convictions / soft information and post out to 

……. 

– Once we down the disclosure we cannot download it again 

 

Vetting 

• Applicants are entitled to a copy of their disclosure if they ask 
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Appendix 8:  

Duty Social Workers contacts in project areas 

Place Address Phone number 

 

Galway Duty Social Work Team 

Child and Family Agency, Galway 

City Social Work Department, 

Local Health Office, 25 Newcastle 

Rd, Galway, Co. Galway. 

 

091 546366 

 

Ballinasloe Duty Social Work 

Team 

Child and Family Agency, 

Ballinasloe Social Work 

Department, Health Centre, 

Brackernagh, Ballinasloe, Co. 

Galway. 

 

090 9646200 

 

Loughrea Duty Social Work 

Team 

Child and Family Agency, Child 

Protection Social Work 

Department, Primary Care Centre, 

St. Brendan’s, Lake Road, 

Loughrea 

 

091-872700 

 

Ballina Duty Social Work Team 

Child and Family Agency, Ballina 

Social Work Team, Ballina Health 

Centre, Mercy Rd, Ballina, Co. 

Mayo 

 

096 21511 

 

Meath Duty Social Work Team 

Child and Family Agency, Duty 

Social Work Department, 

Enterprise Centre, Trim Road, 

Navan, Co. Meath 

 

046 9097870     

 

Carlow Duty Social Work Team 

Duty Social Work Department, 

Tusla, Child and Family Agency, 

Athy Road, Carlow 

 

059 9136570 or 056 7784713  
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Appendix 9: 

Tusla Standard Child Protection Reporting Form is available from Involve National Office. 
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Appendix: 10 

 

Volunteer Application Form  

  

1.  Applicant Name: ____________________ Contact No: _______________ 

2.  Address: ___________________________________________________  

3.  Occupation: __________________________________________________ 

4.   How did you learn about the INVOLVE Youth Project? 

_____________________________________________________________ 

_____________________________________________________________ 

5.  Please outline why you wish to become a volunteer? 

_________________________________________________________________ 

_________________________________________________________________ 

6.  Have you preference working with a particular age group or gender?     

            Yes    No 

If yes please specify.________________________________________________ 

7.  Please give details of any training/relevant skills to support your volunteer application.   

_________________________________________________________________ 

_________________________________________________________________ 

8.  Do you suffer from any illness/disability/medical condition, which may at times affect your ability to 

volunteer?  If yes, please give details. 

_______________________________________________________________ 

_______________________________________________________________ 
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9.  Times available (please indicate times when you will be available to volunteer) 

 Mon Tues Wed Thurs Fri Sat Sun 

Morning        

Afternoon        

Evening        

 

Referees:   (1.)  Name:     Contact No: 

       (2.) Name:     Contact No: 

 

It is INVOLVE policy that all potential volunteers be subjected to a routine local Garda Check.   

 

Do you have any objections?    Yes   No 

 

In the event that I become a volunteer with INVOLVE Youth Worker Projects I will agree to adhere to 

INVOLVE policies governing good youth work practices. 

Signed:  __________________________________ 

Date:   __________________________________ 

 

 

* (Copy and send to Youth Service Administration at the National Office) 
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Appendix: 11 

Volunteer Reference Form   1 

Two references must be sought for each applicant 

Volunteer Name:  

 

Address: 

 

The above mentioned has expresses an interest in giving up some of their free leisure time to 

become a volunteer with the Local Traveller Youth Project.  As an organisation providing a 

service for youths and committed to their welfare and protection it is with this in mind that 

you are kindly requested to give an honest evaluation of this person. 

1. How long have you known this person? __________________________ 

2. In what capacity: _______________________________________ 

3. What is your relationship with the person that you are giving a reference for?  

_____________________________________________ 

As this person will have access to young people in the course of carrying out 

voluntary duties we would appreciate if you have any concerns about this 

applicant being in contact with young people, please tick the following   {  } 

If you have placed a tick in the box we will contact you in confidence.  The matter will not be 

carried any further. 

To the best of my knowledge I know of no reason why the above mentioned should not be 

considered for the post of volunteer Youth Worker. 

Signed:  __________________________________  

Date:  __________________________________ 
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Appendix: 12 

CHILD PROTECTION POLICY  

 

Child Protection Policy Sign Off 
 

 

I have read and understand the Child Protection Policy. 

_________________________________________________________________ 

           

 

Worker/ Volunteer name:     __________________________________       

 

Worker / Volunteer signature: ___________________________________ 

  

Date:     ______________________ 

Please return this signed form to the Youth Service Administrator 

 

 

Any breach of the Child Protection policy must be handled in accordance with the organisation 

disciplinary procedures and in accordance with any advice or guidance received from Tusla or Gardai. 

 


