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x Children have a right to be heard, listened to and taken seriously. Taking 
account of their age and understanding, they should be consulted and involved 
in all matters and decisions that may affect their lives.  

x Parents/guardians have a right to respect and should be consulted and involved 
in matters that concern their family.  

x A proper balance must be struck between protecting children and respecting the 
rights and needs of parents/guardians and families. Where there is conflict, the 
child’s welfare must come first. 

x Child protection is a multi-agency, multi-disciplinary activity. Agencies and 
professionals must work together in the interests of children. 

 
Structure of this Guide 
This document provides a best practice guide for developing and implementing your 
guiding principles and child safeguarding procedures. It is divided into six sections 
referred to as best practice themes. Each best practice theme starts with an outline of 
what the section covers. Each best practice theme also includes a list of actions that 
evidence and promote best practice which detail what you should have in place to meet 
your responsibilities.  
 
Best Practice Theme 1: Guiding principles – explores what should be in a 
declaration of guiding principles. 
 
Best Practice Theme 2: Key roles in safeguarding – explores the key roles 
related to best practice in child safeguarding. 
 
Best Practice Theme 3: Responding to and reporting child protection or 
welfare concerns – provides guidance on reporting child protection or welfare 
concerns, as well as information on related areas such as confidentiality, responding to 
disclosures and record-keeping. It also provides some guidance on responding to 
allegations of abuse against workers or volunteers. 
 
Best Practice Theme 4: Working safely with children and young people – 
discusses safe recruitment and selection of workers and volunteers. It also provides 
guidance on child safeguarding training, the safe management of activities and the safe 
management of staff and volunteers (including information on whistleblowing), as well 
as some information on dealing with accidents and incidents. 
 
Best Practice Theme 5: Procedures for sharing your guiding principles and 
child safeguarding procedures and involving parents/guardians, families 
and children and young people – looks at involving and communicating with 
children and young people and their parents and guardians, including information on 
developing complaints procedures. 
 
Best Practice Theme 6: Implementing, monitoring and reviewing your 
guiding principles and child safeguarding procedures – focuses on the 
processes involved in implementing your guiding principles and child safeguarding 
procedures. 
 
Throughout the document you will find samples, remember boxes, tip boxes, 
examples/things to consider and key practice points and notes for providers of relevant 
services (under the Children First Act 2015) to help you through the process (see figure 
1, below). Links to other information sources that may assist are also given. 
 
Figure 1 – Supports in this Guide 

Sample 
Remember 
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Tip box 
Example/ Things to consider 
Learning from inquiries  
Key practice point  
For providers of relevant services 

 
 

 
Key practice point 

Use of previous policies 
 
If you already have existing child protection and welfare policies and procedures, these 
will be key in supporting your work on your new guiding principles and child 
safeguarding procedures.  
 
If you do not have existing child protection and welfare policies and procedures, you 
will be guided by this document to write a declaration of guiding principles and child 
safeguarding procedures which will form the foundation of your policy and procedure 
portfolio. 
 
When developing your guiding principles and child safeguarding procedures, you 
should ensure you consider the age and developmental stage of the children and young 
people you work with. 

 
At the end of each section you will find a review checklist to assist you in identifying 
procedures and best practice already in place in your organisation and any additional 
actions needed to fully embed each best practice theme within your organisational 
practice. Appendix 3 lists all the review checklists for the six best practice themes. 
 
Learning from previous child abuse inquiries 
Child abuse inquiries have informed child safeguarding best practice in Ireland. These 
inquiries illustrate that children are left at risk of abuse when there is a failure to adopt 
and implement child safeguarding guidance, policy, principles and procedures. 
 
The guidance in this document will assist organisations to understand and implement 
best practice. You will find at the end of each section a summary point related to 
learning from the inquiries. Appendix 4 also has further information on the link 
between the learning from the inquiries and best practice in safeguarding children. 
 
Working through this Guide 
While many organisations may choose to work through this Guide from start to finish, 
others may decide there are particular best practice themes that they prefer to prioritise 
(see figure 2, below). It is up to you to decide how to best use this document to support 
the safeguarding responsibilities of your organisation. 
 
GDPR and Data Protection 
Organisations should ensure that their guiding principles and child safeguarding 
procedures are consistent with the General Data Protection Regulation 2018 (GDPR) 
and with the Data Protection Act 2018. Remember that the proportionate 
provision of information to the statutory agencies necessary for the 
protection of a child is not a breach of confidentiality or data protection.  
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Figure 2 – Getting Started 

 

The first task – identifying a named person 
When you begin planning how your organisation is going to tackle the task of meeting 
its responsibilities under Children First legislation and Children First: National 
Guidance for the Protection and Welfare of Children you should consider identifying a 
named person who will be responsible for ensuring the work gets done. For small 
organisations this may be someone who is already in a key position and has an overview 
of the activities and people working in the organisation. It will probably be a role that 
they will take on as an additional responsibility to the other contributions they make to 
the running of the service.  
 
For large and complex organisations it is likely that specific resources will have to be 
allocated to ensure that a named person is identified and dedicated to the 
implementation task. The work associated with implementing the requirements of 
Children First will only be achieved if someone is given lead responsibility and their 
organisation then gives sufficient priority to support their lead role. 
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Best Practice Theme 1: 
Guiding principles  
 
 
 
This section provides guidance on developing the guiding principles for your 
organisation and the key points to include. 
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Best Practice Theme 1: Guiding principles 
Actions that evidence and promote best practice 
1:1 A declaration of guiding principles is in place and is communicated 

to all workers/volunteers and parents/guardians 
 
Introduction  
 
Best practice in child safeguarding starts with clearly setting out your intention to keep 
children safe from harm. This can be done by developing a declaration setting out 
guiding principles, including that your organisation will meet its commitment and 
responsibility to keep children safe and promote their welfare and best interests. This 
requires that the best interest of a child is paramount and implementing this in your 
organisation means you are providing services that are child-centred. 
 
Setting out your guiding principles will reassure workers, volunteers, families, children, 
young people and the wider community that your organisation is dedicated to 
safeguarding children and young people and that the welfare and protection of children 
and young people in your care is always the first priority. A good way to do this is by 
writing a formal declaration of your guiding principles. Providers of relevant 
services as listed in the Children First Act 2015 will have included this 
information as part of their Child Safeguarding Statement. 
 
A named person should be given responsibility for the development, review and 
implementation of your guiding principles and child safeguarding procedures.  
 

 
Things to consider 

Name of your service and activities that you provide 
 
Outlining the activities you provide will help you in writing and reviewing your guiding 
principles and to make sure they adequately support your organisation. 
 
You should name your organisation and outline all the various activities and services 
that you provide to children, young people and their families. If you are a large and 
complex organisation you will need to consider whether you develop an overarching 
set of guiding principles and consider how you will ensure that all the various services 
and activities you provide will be included. 

 
Your declaration of guiding principles should include: 

x The beliefs, values and codes of your organisation; 
x Commitment to comply with national legislation and policy; 
x Clarification regarding who the declaration is for; 
x Commitment to implement and review your organisation’s guiding principles 

and child safeguarding procedures. 
 

1.1 Beliefs, values and codes of your organisation 
 
The guiding principles of your organisation set out the beliefs, values and codes that the 
organisation wishes to uphold in relation to the protection and welfare of children and 
young people. Your guiding principles should reflect your commitment to protecting 
and promoting the rights of children and young people in your practice, including their 
right to be protected, treated with respect, listened to and to have their own views taken 
into consideration in all decisions affecting them. They should seek to ensure that no 
child or young person is disadvantaged or treated differently because of gender, social 
or ethnic background, family status, sexual orientation, religion or disability. 
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1.4 Sample declaration of guiding principles 
 
Samples of how you might present guiding principles are provided below and can be 
adapted and tailored for your service.  
 

Sample 1 
Declaration of Guiding Principles 

 
Name of organisation:          
 
We provide the following services/activities to children and young people: 
            
            
            
            
            
 
Our organisation believes that the best interests of children and young people 
attending our services are paramount. We believe that all children attending our 
service have the right to be protected, treated with respect, listened to and to have 
their views taken into consideration in all decisions affecting them. Our guiding 
principles are underpinned by Children First: National Guidance for the Protection 
and Welfare of Children, Tusla’s Child Safeguarding: A Guide for Policy, Procedure 
and Practice, the United Nations Convention on the Rights of the Child and current 
legislation such as the Children First Act 2015, Child Care Act 1991, Protections for 
Persons Reporting Child Abuse Act 1998 and the National Vetting Bureau Act 2012.  
 
Our guiding principles apply to all paid staff, volunteers, committee/board members 
and students on work placement within our organisation. All committee/board 
members, staff, volunteers and students must sign up to and abide by these guiding 
principles and our child safeguarding procedures.  
 
We will review our guiding principles and child safeguarding procedures every two 
years or sooner if necessary due to service issues or changes in legislation or national 
policy.  
 
Our Designated Liaison Person is         
Contact details        
Our Deputy Designated Liaison Person is        
Contact details        
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Sample 2 
Declaration of Guiding Principles 

 
Here at (insert name of your organisation) we provide the following services to 
children/young people: 
(List the services and activities you provide to children/young people) 
 
We believe the following: 
1. Our priority to ensure the welfare and safety of every child and young person who 

attends our service is paramount. 
2. Our guiding principles and procedures to safeguard children and young people 

reflect national policy and legislation and we will review our guiding principles and 
child safeguarding procedures every two years. 

3. All children and young people have an equal right to attend a service that respects 
them as individuals and encourages them to reach their potential, regardless of 
their background. 

4. We are committed to upholding the rights of every child and young person who 
attends our service, including the rights to be kept safe and protected from harm, 
listened to and heard. 

5. Our guiding principles apply to everyone in our organisation. 
6. Workers/volunteers must conduct themselves in a way that reflects the principles 

of our organisation. 
 
 

Learning from inquiries 
 
Inquiries show that all places of work that involve children should provide for the 
safety, health and welfare of children. The purpose of stating the guiding principles is 
to communicate this intention to all volunteers, staff, children and parents. 

 
1.5 Review checklist 
 
Best Practice Theme 1 
 
Guiding principles 

Fully in place 
(working 
well) 

Requires 
work (not 
working 
well) 

Action 
required 

Declaration of guiding principles 
is in place  

   

Name of organisation and the 
services and activities provided 
to children and young people are 
listed with your declaration of 
guiding principles 

   

Your declaration of guiding 
principles specifies to whom 
they apply. 

   

Your declaration of guiding 
principles is communicated to 
children, young people, 
parents/guardians, workers and 
volunteers. 
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Best Practice Theme 2: 
Key roles in safeguarding 
 
 
 
This section provides guidance on the role and responsibilities of key people, 
including: 
 

x Named persons; 
x Designated Liaison Persons; 
x Mandated persons; 
x Providers of a relevant service (under the Children First Act 2015); 
x Relevant persons (under the Children First Act 2015). 
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Best Practice Theme 2: Key roles in safeguarding 
Actions that evidence and promote best practice 
2:1 

 
A named person designated with lead responsibility for the 
development, review and implementation of the guiding principles 
and child safeguarding procedures is appointed. 

2:2 A named Designated Liaison Person (DLP) and Deputy Designated 
Liaison Person is appointed. The role of the DLP is understood by all 
and contact details are displayed. 

2.3 Mandated persons’ responsibilities are understood by all. 
 
Introduction 
 
If you are providing a service for children, young people, or their families, you need to 
consider what the key roles in your organisation are in relation to safeguarding children 
and young people and who will hold these roles.  
 

 
Remember 

Key roles in child safeguarding 
 
The size and structure of your organisation will be a factor in deciding who will hold which 
roles. It is possible that the same person may be given responsibility for multiple roles. 

 
Best Practice Theme 2 lists the key roles and responsibilities related to child 
safeguarding in your organisation. Your guiding principles and child safeguarding 
procedures are only effective if people are aware of it. The key roles discussed in this 
Best Practice Theme can contribute to ensuring that your guiding principles and child 
safeguarding procedures are communicated to everyone concerned. 
 
2.1 Named persons 
 
All organisations that provide services to children should develop specific policies and 
procedures on how to create a safe environment. To assist with this, organisations 
should consider appointing a named person to develop their guiding principles and 
child safeguarding procedures.  
 
This person is responsible for leading the development of the guiding principles and 
child safeguarding procedures and for ensuring that policies and procedures are 
consistent with best practice as detailed in this Guide. They should liaise with all key 
workers and volunteers who have relevant roles and responsibilities.  
 
The named person can also assist with the review of your guiding principles and child 
safeguarding procedures. 
 
 
2.2 Designated Liaison Persons 
 
Children First: National Guidance for the Protection and Welfare of Children advises 
that both public and private organisations that provide services for children/young 
people and families should consider appointing a Designated Liaison Person (DLP) and 
Deputy DLP. The DLP will be a resource to any staff member who has a child protection 
or welfare concern. DLPs are responsible for ensuring that organisational reporting 
procedures are followed correctly and promptly and act as a liaison person with other 
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agencies (see best practice theme 3 for guidance on developing your reporting 
procedure). 
 
The following list outlines best practice for your organisation:  
 

x Appoint at least one person as a DLP.  
x Appoint a Deputy DLP. In the event that the DLP is not available (e.g. due to 

annual leave, sick leave, etc.), a Deputy DLP should be delegated responsibility.  
x Ensure that the DLP/Deputy DLP is accessible. It is important that the 

DLP is accessible to staff. If activities and events are organised outside the DLP’s 
working hours, there should be an agreed procedure on what workers are to do if 
they have any child protection or welfare concerns.  

x Display contact details for the DLP and Deputy DLP. 
x Ensure that the DLP/Deputy DLP is knowledgeable about child 

protection and has undertaken any training considered necessary. 
x Ensure that the DLP/Deputy DLP is aware of their responsibility for 

making sure that the reporting procedure within the organisation is followed so 
that suspected cases of child abuse or neglect are referred promptly to Tusla or, 
in an emergency and the unavailability of Tusla, to The Garda Síochána.  

x Develop procedures for liaison between the DLP/Deputy DLP and mandated 
persons in relation to child protection or welfare concerns which may arise for 
mandated persons (see also Best Practice Theme 3: Responding to and 
Reporting Child Protection or Welfare Concerns). 

 
 

Remember 
Appointment of DLP and Deputy DLP 

 
You should consider the appropriate structural level at which DLPs/Deputy DLPs 
should be appointed. This may mean having a national, regional or local DLP or a 
combination – DLPs need to be appointed at the level that makes sense for your 
organisation. 

 
 

Key practice point 
Roles and responsibilities of DLP/Deputy DLP 

 
x Be fully familiar with your organisation’s responsibilities in relation to the 

safeguarding of children. 
x Have good knowledge of your organisation’s guiding principles and child 

safeguarding procedures. 
x Ensure that the organisation’s reporting procedure is followed, so that child 

protection and welfare concerns are referred promptly to Tusla.  
x Receive child protection and welfare concerns from workers and volunteers 

and consider if reasonable grounds for reporting to Tusla exist. 
x Consult informally with a Tusla Duty Social Worker through the Dedicated 

Contact Point, if necessary. 
x Where appropriate, make a formal report of a child protection or welfare 

concern to Tusla on behalf of their organisation, using the Tusla Web Portal or 
the Tusla Child Protection and Welfare Report Form. 

x Inform the child’s parents/guardians that a report is to be submitted to Tusla 
or The Garda Síochána, unless: 

x Informing the parents/guardians is likely to endanger the child or 
young person; 

x Informing the parents/guardians may place you as the reporter at risk 
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Key practice point 

Procedure for maintaining a list of the persons (if any) who are mandated 
persons 

 
It is important that organisations are aware of which members of staff are classed as 
mandated persons and that mandated persons understand their responsibilities. To 
this end a procedure should be put in place to maintain an up-to-date list of mandated 
persons. Organisations should refer to Schedule 2 of the Children First Act 2015. You 
need to consider: 
• How to identify which members of staff are mandated persons 
• How to inform mandated persons of this responsibility 
• How to add staff to list and  
• How to remove staff from the list if they leave your organisation, and  
• Who is responsible for maintaining the list. 

 
 
2.4 Other roles 
 
Two additional roles are identified under the Children First Act 2015, in relation to the 
Child Safeguarding Statement: 
 

x Provider of a relevant service; 
x Relevant person. 

 
 

Tip Box 
Developing a Child Safeguarding Statement 

 
Please see Tusla’s Guidance on Developing a Child Safeguarding Statement for 
information on developing Child Safeguarding Statements. 

 
2.4.1 Provider of a relevant service 
The Children First Act 2015 (s.8) defines a ‘provider’ as “a person— 
 

(a) who provides a relevant service, and 
(b) who, in respect of the provision of such relevant service— 

(i) employs (whether under contract of employment or otherwise) one or 
more than one other person to undertake any work or activity that 
constitutes a relevant service, 
(ii) enters into a contract for services with one or more than one other 
person for the provision by the person of a relevant service, or 
(iii) permits one or more than one other person (whether or not for 
commercial or other consideration and whether or not as part of a course 
of education or training, including an internship scheme) to undertake 
any work or activity, on behalf of the person, that constitutes a relevant 
service”. 

 
Under the Children First Act 2015 if you are a provider of a relevant service you should 
ensure, as far as practicable, that a child is safe from harm while availing of the service. 
Since March 2018, all providers of relevant services are required to: 
 

x Undertake an assessment of any potential for harm to a child while 
availing of the service; 
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x Prepare a written child safeguarding statement specifying the service being 
provided and the principles and procedures to be observed to ensure as far as 
practicable, that a child, while availing of the service, is safe from harm; 

x Appoint a relevant person; 
x Display the Child Safeguarding Statement in a prominent place where the 

relevant service concerned relates or is provided, or both, as may be appropriate.  
 
Providers, of relevant services which open after March 2018, have 3 months from the 
date they commence operation to develop their Child Safeguarding Statement.  
 
You must review your Child Safeguarding Statement within 24 months or as soon as 
practicable after there has been a material change in any matter to which the statement 
refers 
 
2.4.2 Relevant person 
 
For providers of relevant services: 
A procedure for appointing a relevant person is a specified procedure under the 
Children First Act 2015. 

If your organisation is a provider of a relevant service under the Children First Act 2015 
you are required to appoint a relevant person. The relevant person is the first point of 
contact in relation to the Child Safeguarding Statement; their name and contact details 
should be included in the Child Safeguarding Statement. 
 

 
Learning from inquiries 

 
Confusion about roles and responsibilities has been highlighted in inquiries. Where 
clear responsibility was not placed on named personnel to report child protection 
concerns, child abuse continued unchecked and other children were placed at risk of 
abuse.  

 
2.5 Review checklist 
 

Best Practice Theme 2:  
Key roles in safeguarding 

Fully in place 
(working 
well) 

Requires 
work (not 
working 
well) 

Action 
required 

A named person is appointed    

The DLP and Deputy DLP are 
appointed    

The role and responsibilities of 
the DLP/Deputy DLP are 
outlined 

   

The role and responsibilities of 
mandated persons are outlined    

A procedure for maintaining a 
list of mandated persons is in 
place 
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Best Practice Theme 3: 
Responding to and reporting child 
protection or welfare concerns 
 
 
 
This section provides guidance on: 
 

x Developing child protection and welfare reporting procedures, including 
the role of mandated persons; 

x Responding to children and young people who disclose abuse; 
x Responding to adult disclosures of childhood abuse; 
x Developing procedures for responding to allegations of abuse against 

workers or volunteers; 
x Confidentiality; 
x Information sharing and record-keeping in relation to child protection 

and welfare concerns. 
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Best Practice Theme 3: Responding to and reporting child protection or 
welfare concerns 
Actions that evidence and promote best practice 
3:1 Clear procedures are in place for reporting child protection or 

welfare concerns. 
3:2 Guidance on responding to children who disclose abuse is included 

in your guiding principles and child safeguarding procedures. 
3:3 Clear procedures are in place for responding to adult disclosures of 

childhood abuse 
3:4 Clear procedures are in place for responding to allegations of abuse 

made against workers or volunteers. 
3:5 Clear policy on confidentiality is in place  

 
Clear procedures are in place for information sharing and recording 
all child protection or welfare concerns, including those which do not 
meet reasonable grounds for concern. 

 
Introduction  
 
Best Practice Theme 3 focuses on responding to and reporting child protection and 
welfare concerns. It considers the various sources of child protection and welfare 
concerns and provides guidance on handling some of the situations that you or your 
organisation may come across. This includes the procedure for reporting concerns 
internally, within your organisation, as well as externally to the statutory authorities – 
Tusla and/or The Garda Síochána. Best Practice Theme 3 also looks at the related 
policies and procedures for responding to allegations of abuse made against workers or 
volunteers. 
 
The guiding principle when a child protection or welfare report has to be made to Tusla 
is that the safety and wellbeing of the child takes priority over all other considerations. 
 
Tusla has statutory responsibility for the protection and welfare of children and The 
Garda Síochána has responsibility for the investigation of suspected criminal offences. 
Any person involved with a child/young person may also be in a position to play a key 
role in safeguarding children.  
 
Effective cooperation with Tusla depends on: 
 

x Understanding and acceptance by all professionals and persons working with 
children, young people or their families of their responsibilities and roles in the 
promotion of child protection and welfare; 

x Mutual trust and sharing of information within established protocols; 
x Willingness of personnel to respect the contributions made by others, 

irrespective of status and position within agencies and organisations/groups. 
 
The policies and procedures that you develop in Best Practice Theme 3 will help to 
clarify the roles and responsibilities that you and all workers/volunteers in your 
organisation have. 
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vulnerable to harm. It provides a list of issues in a child/young person’s life that may 
place them at a greater risk of abuse. It is important to remember that identifying 
additional vulnerability to risk of abuse does not mean that any specific child in those 
circumstances or settings is being abused.  
 
With the use of new technologies and smart phones being a feature of everyday life it is 
important to consider the internet and online safety in relation to safeguarding children 
(see also Appendix 7 – Online Safety and Appendix 8 – Cyberbullying). 

 
3.1.4 Responding to concerns 
All workers and volunteers (including students on placement or work experience) have 
a responsibility to safeguard children and young people and to report any concerns they 
may have for the protection or welfare of a child/young person. 
 
Regardless of how a concern comes to a worker/volunteer’s attention, it should be 
reported to the Designated Liaison Person or manager responsible for child 
safeguarding in your organisation. Figure 3, below, illustrates an internal reporting 
procedure. Figure 4, below, illustrates an external reporting procedures for moving 
concerns from an organisation to Tusla. 
 
Figure 3 – Internal Reporting Procedure 

 
 
The Designated Liaison Person, in consultation with the person who raised the concern, 
will decide if reasonable grounds for concern exist. If reasonable grounds for concern 
exist, the Designated Liaison Person will report to Tusla through either the Tusla Web 
Portal or relevant Dedicated Contact Point. If the DLP decides not to make a report, the 
worker/volunteer with the reasonable concern is still entitled to make a report to Tusla 
under Children First: National Guidance for the Protection and Welfare of Children, 
should they wish to do so. In reporting to Tusla, the individual worker has protections 
under the Protections for Persons Reporting Child Abuse Act 1998, should they report 
independently. 
 
  

Workers / 
Volunteers 

Designated Liaison 
Persons 
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Figure 4 – External Reporting Procedure 

 
 
 
 

 

Key practice point 
Feedback to worker from the DLP 

 
Children First: National Guidance for the Protection and Welfare of Children states 
that if a Designated Liaison Person decides not to report a concern to Tusla, the 
following steps should be taken: 
 
x The reasons for not reporting are to be recorded; 
x If any actions are taken as a result of the concern, these should be recorded; 
x The worker or volunteer who raised the concern should be given a clear written 

explanation of the reasons why the concern is not being reported to Tusla; 
x The worker or volunteer should be advised that if they remain concerned about the 

situation, they are free to make a report to Tusla or The Garda Síochána. 
 
The worker or volunteer who raised the concern should also be reassured that if they 
do choose to report to Tusla, they are covered by the Protections for Persons 
Reporting Child Abuse Act 1998. 

 
 

Designated 
Liaison 
Person 

Reasonable 
Grounds 

for 
Concern 

Tusla 
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 Mandated persons  
Under the Children First Act 2015, certain classes of professionals are designated as 
mandated persons. The full list can be found in Schedule 2 of the Act and Appendix 6 of 
this document. Mandated persons have a statutory responsibility to report directly to 
Tusla concerns above the threshold of “harm”. 
 

  
 
Section 14(1) of the Children First Act 2015 states: 
 
“…where a mandated persons knows, believes or has reasonable grounds to suspect, on 
the basis of information that he or she has received, acquired or becomes aware of in the 
course of his or her employment or profession as such a mandated person, that a child— 

(a) has been harmed, 
(b) is being harmed, or 
(c) is at risk of being harmed, 

he or she shall, as soon as practicable, report that knowledge, belief or suspicion, as the 
case may be, to [Tusla].” 
 
The term ‘harm’ is used as defined in the Children First Act 2015: “‘harm’ means, in 
relation to a child—: 

(a) assault, ill-treatment or neglect of the child in a manner that seriously affects 
or is likely to seriously affect the child’s health, development or welfare, or 
(b) sexual abuse of the child, 
whether caused by a single act, omission or circumstance or a series or 
combination of acts, omissions or circumstances, or otherwise”. 

 
Also, Section 14(2) of the Children First Act 2015 places obligations on mandated 
persons to report any disclosures made by a child: 
 
“Where a child believes that he or she–  

(a) has been harmed, 
(b) is being harmed, or 
(c) is at risk of being harmed, 

 
Key practice point 

Mandated persons’ responsibility to report 
 
It is important to note that the statutory obligation of mandated persons to report 
under the Children First Act 2015 must be discharged by the mandated person 
and cannot be discharged by the DLP on their behalf. 
 
Mandated persons can make a joint mandated report with their DLP or another 
person, mandated or otherwise. If, however, your organisation, or your DLP, does not 
wish to report to Tusla, you, as a mandated person, should proceed with making a 
report. The Protections for Persons Reporting Child Abuse Act 1998 will apply in this 
instance. 
 
Where a mandated person has a concern that they believe does not reach the threshold 
of harm for a mandated report, they should consider whether the concern meets 
reasonable grounds for concern. If the mandated person thinks the concern does meet 
reasonable grounds for concern, they should report the concern to their DLP. The 
mandated person retains their right to report independently, should the DLP choose 
not to report the concern. The provisions of the Protections for Persons Reporting 
Child Abuse Act 1998 would apply in this circumstance. 
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x Ensure that you are supportive but also address the issue. 
x Refer to your guiding principles and child safeguarding procedures for support. 
x Offer possible solutions, where appropriate. 
x Advise parents/guardians how you plan to follow up and keep them informed 

and involved, where appropriate. Where it is not possible to contact the 
parents/guardians to discuss a concern you may need to discuss the concern 
with the DLP or Tusla duty social worker through the Dedicated Contact Point 

 
Remember if a report needs to be made to Tusla, do not delay. 
 
It is best practice that parents/guardians are informed if a report is to be made to 
Tusla, unless doing so might further endanger the child, impair Tusla’s ability to carry 
out an assessment or put the reporter at risk of harm (Children First: National 
Guidance for the Protection and Welfare of Children). 
 
For further guidance on communicating and working in partnership with parents and 
guardians see Best Practice Theme 5. 

 
 

Remember 
Reporting suspected crimes to The Garda Síochána 

 
Consideration must also be given to responsibilities under the Criminal Justice 
(Withholding of Information on Offences against Children and Vulnerable Persons) 
Act 2012, which are in addition to any reporting requirements under the Children First 
Act 2015 or Children First: National Guidance for the Protection and Welfare of 
Children. 
 

  
 

Key practice point 
Anonymous reporting and seeking anonymity 

 
While it is possible to report a concern without giving your name, it may make it 
difficult for Tusla to assess your concern. All information that you provide will be dealt 
with in a professional manner. While Tusla cannot guarantee confidentiality, in 
general it will not reveal the names of members of the public who report suspected 
child abuse without their permission.  
 
Remember, if you are a mandated person, you cannot submit a report of a 
mandated concern anonymously, as to do so will mean you are not complying 
with your obligations under the Act. 
 

 
 

Remember 
Impediments to reporting 

 
There may be a tendency by workers/volunteers to deny, minimise or explain away any 
signs that a child/young person is being harmed. Sympathy for families in difficult 
circumstances can sometimes dilute personal concerns about the safety or welfare of 
children/young people. Workers/volunteers may be afraid of repercussions, being 
thought insensitive, breaking a confidence or being thought of as disloyal. Reporting 
child protection or welfare concerns to Tusla is about supporting the best 
outcomes for children and young people. 
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Key practice point 
Workers and volunteers who work with adults 

 
Workers or volunteers working with or treating adults with mental health difficulties, 
intellectual disability, addiction or domestic violence issues, or working in the 
probation services, must consider the welfare and safety of any children in that adult’s  
family and/or children in regular contact with that adult. If concerns meet the 
threshold of reasonable grounds for reporting to Tusla you should follow your 
organisation’s reporting procedures, even if the identity of the child(ren) is unknown. 
 
Some of these staff will also be mandated persons and should follow the guidance, 
above, on making mandated reports if the threshold of harm has been reached or 
exceeded. 

 
 
3.2 Responding to a child/young person who discloses abuse 
 
A child or young person may disclose to a trusted worker or volunteer that they have 
been or are being harmed or abused. Children/young people will often have different 
ways of communicating that they are being abused. If a child or young person hints at or 
tells a worker or volunteer that he or she is being harmed by someone, be it a 
parent/carer, another adult or by another child/young person (peer abuse), it should be 
treated in a sensitive way.  
It is important that your workers/volunteers are aware and prepared for responding to 
a child/young person who may disclose abuse 
 

 
Key Practice Point 

Responding to a child/young person who discloses abuse 
 

x Be as calm and natural as possible. 
x Remember that you have been approached because you are trusted and 

possibly liked. Do not panic. 
x Do not promise to keep secrets 
x Be aware that disclosures can be very difficult for the child/young person. 
x Remember, the child or young person may initially be testing your reactions 

and may only fully open up over a period of time. 
x Listen to what the child/young person has to say. Give them the time and 

opportunity to tell as much as they are able and wish to. 
x Do not pressurise the child/young person. Allow him or her to disclose at their 

own pace and in their own language. 
x Conceal any signs of disgust, anger or disbelief. 
x Accept what the child or young person has to say – false disclosures are very 

rare. 
x It is important to differentiate between the person who carried out the abuse 

and the act of abuse itself. The child/young person 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 of, or anger towards the 
alleged perpetrator while talking with the child/young person 

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

x Reassure the child/young person that they have taken the right action in 
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talking to you. Questions should be supportive and for the purpose of 
clarification only. Do not ask leading questions. 

x Explain to the child/young person that this information will only be shared 
with people who can help. 
 

By refusing to make a commitment to secrecy to the child/young person, 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/young person’s 
confidence in yet another adult. By being honest, it is more likely that the child/young 
person will return to you at another time. 
 
At the earliest possible opportunity: 
 

x Record in writing, in a factual manner, what the child/young person has said, 
including, as far as possible, the exact words used by the child/young person. 

x Inform the DLP immediately and agree measures to protect the child/young 
person, e.g. report the matter directly to Tusla. 

x Maintain appropriate confidentiality. 
 

On-going support 
Following a disclosure by a child/young person, it is important that the 
worker/volunteer continues in a supportive relationship with the child/young person. 
Disclosure is a huge step for a child/young person. Workers/volunteers should 
continue to offer support, particularly by: 
 

x Maintaining a positive relationship with the child/young person; 
x Keeping lines of communication open by listening carefully to the child/young 

person; 
x Continuing to include the child/young person 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/young person’s safety. 
 

 
Tip Box 

Some useful phrases when responding to a disclosure 

Things to say Things not to say   

I want to listen to what you have to say Wait until I get my manager so you can 
tell him/her too? 

  

I am going to do my best to help you I can’t do anything   

You did the right thing by telling me, 
this is what I am going to do next… 

I can’t believe it, I’m shocked   

You are not to blame This is your fault   

Is there anything else you want to 
share? 

Don’t tell me any more   
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Remember 

Reporting disclosures 
 
Where a child/young person discloses abuse, workers/volunteers must follow the 
reporting procedure A disclosure of abuse from a child/young person meets reasonable 
grounds for concern and the threshold of harm for making a mandated report. 

 
 
 
3.3 Responding to adults who disclose childhood abuse 
 
There are an increasing number of adults disclosing abuse that took place during their 
childhood. Often such disclosures come to light when people attend counselling. They 
also sometimes arise in adult services and services which work with parents/guardians 
and families. 
 
Where such a disclosure is made it is essential to establish whether there may be 
current risk to any child or young person who may be in contact with the person subject 
to an abuse allegation (PSAA) revealed in the disclosure. This is important even where 
the children/young people about whom there may be a concern are still to be identified. 
 
If any risk is deemed to exist to a child/young person who may be in contact with a 
PSAA, follow your organisation’s child protection and welfare reporting procedure; 
reports should be made to Tusla without delay (see Children First: National Guidance 
for the Protection and Welfare of Children for further information). 
 
Certain persons who work with adults are mandated persons and have a statutory 
obligation to report concerns which meet or exceed the threshold for ‘harm’ as defined 
in the Children First Act 2015 (see Children First: National Guidance for the Protection 
and Welfare of Children for further information). For mandated persons, the obligation 
to make a mandated report applies where you have knowledge or belief that a child has 
been, is being or may be harmed. 
 

 
Key practice point 

Reporting adult disclosures of childhood abuse 
 
Adults disclosing abuse may not choose to come forward personally to report their 
concerns. If you are aware that there may be an on-going risk to a child you should 
make a report to Tusla.  
 
The requirement to report such concerns should be made explicit to the client, prior to 
commencement of work, for example in a therapy or counselling contract. 

 
 

Remember 
Reporting concerns about an adult who may pose a risk to children 

 
If you are unsure about whether to report or not, consult with your DLP or the Tusla 
Dedicated Contact Point in your area. 
 
Reports by adults of childhood abuse will be assessed by Tusla. If there are on-going 
child protection concerns Tusla will take necessary actions to ensure any child who 
may be at risk of harm is protected. 
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Tusla will follow relevant policy when assessing allegations of abuse made against 
workers or volunteers. 
 
3.4.2 The Employer’s internal personnel procedures for dealing with a 
worker/volunteer who is the subject of an allegation of abuse  
The Employer’s internal personnel procedures for dealing with a worker/volunteer who 
is the subject of an allegation of abuse needs to be clearly outlined. 
 
The risk of harm to a child should be at the forefront of any decisions made or actions 
taken. As with any child protection or welfare concerns your reporting procedure must 
be followed, including, where appropriate, reporting to Tusla.  
 
In addition, it is a matter of good practice for all organisations, and a legal requirement 
under the Children First Act 2015 for providers of relevant services, to develop 
procedures to respond to allegations of child abuse against any worker/ volunteer. 
 
Allegations of child abuse are very serious for both the child involved and the 
worker/volunteer concerned. Organisations should consider what processes should be 
put in place in regard to the worker/volunteer and should consider the need to obtain 
professional advice in relation to its responsibilities under employment and other law. 

 
Key practice point 

Whistleblowing – a responsibility to speak out 
 
Workers/volunteers should be made aware of the appropriate authorities outside the 
organisation to whom they may report if they are inhibited, for any reason, in 
reporting an incident internally or where they are dissatisfied with the internal 
response. Information should be provided in organisations’ policies on the Protected 
Disclosures Act 2014. 
 
It is very important that everyone in the organisation knows that if they raise a concern 
which through Tusla’s investigation is not validated, they have not in any way been 
wrong in their initial action. 
 
Responsible action should be encouraged and whistle blowers enabled to feel 
confident of support from their organisation. 

 

Remember 
Erroneous allegations 

 
Workers or volunteers working with children/young people may feel vulnerable to 
accusations of child abuse. There may be occasions when erroneous or untrue 
allegations have been made against workers/volunteers. This might be because of a 
misunderstanding of what has happened or a genuine mistake.  
 
Any allegation of abuse against a worker/volunteer should be dealt with sensitively and 
support provided by the organisation for both the worker or volunteer who allegedly 
abused a child/young person and the worker or volunteer who reported the alleged 
abuse. Appropriate levels of confidentiality must be ensured. 
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3.5 Confidentiality  
 
It is essential that there is a clear understanding of professional and legal 
responsibilities with regard to confidentiality and the exchange of information. 
 
Your guiding principles and child safeguarding procedures should include a statement 
on confidentiality.  
 

Key practice point 
Confidentiality 

 
x Where child protection and welfare concerns arise, information must be shared on 

a ‘need to know’ basis in the best interest of the child/young person with the 
relevant statutory authorities and with parents/guardians. 

x No undertakings regarding secrecy can be given. Those working with 
children/young people and families and in adult services should make this clear to 
parents/guardians and to the child/young person. 

x The proportionate provision of information to the statutory agencies necessary for 
the protection of a child is not a breach of confidentiality or data protection. 

x Parents/guardians and children/young people have a right to know if personal 
information is being shared, unless doing so could put the child/young person at 
further risk or may put the reporter at risk. 

 
3.5.1 Information sharing and record-keeping 
Clarity in your procedures about the need for good quality information to be gathered 
and shared with Tusla will enable workers to be clear on their responsibility. It is 
important that information about concerns for the welfare or protection of a 
child/young person is gathered early and shared as soon as possible with the 
appropriate person within the organisation. This can facilitate early warning signs being 
picked up and interventions being put in place at the earliest opportunity. 
 
Your organisation should have a procedure for recording certain concerns which, 
following consideration, do not initially meet reasonable grounds for concern. This 
procedure should identify where such concerns are recorded, who has access to these 
records and who is responsible for reviewing these records. Concerns which do not 
initially meet reasonable grounds for concern may, upon review, show patterns or 
clusters which may heighten the level of concern. 
 
The ability of Tusla to assess and investigate suspicions or allegations of child abuse or 
neglect will be influenced by the amount and quality of information conveyed to it by 
the individual or organisation reporting the concerns. Good guidance and record-
keeping procedures in an organisation will support the recording of pertinent 
information in a manner that is accessible and sensible. Every organisation should 
have a policy regarding the proportionate sharing of records with Tusla 
where necessary for the protection or welfare of a child.  
 
Your guiding principles and child safeguarding procedures should contain guidance on 
record-keeping. 
 



42 
 

 
Key practice point 

Points to consider regarding record-keeping 
 
x Records should be factual and include details of contacts, consultations and any 

actions taken. 
x All agencies dealing with children must cooperate in the sharing of records with 

Tusla where a child protection or welfare issue arises. An example of this could be 
information needed for a Child Protection Conference or Strategy Meeting or 
information important for the assessment of risk to a child (see also the Key 
Practice Point on mandated assisting in section 3.1.4, above). 

x Ensure that records on child protection concerns, allegations and disclosures are 
kept securely and safely within the organisation. 

x Records should only be used for the purpose for which they are intended. 
x Records should only be shared on a need-to-know basis in the best interests of the 

child/young person. 
x Clearly state who within your organisation has access to particular types of records. 
x State the location where records are stored. If records of child protection or welfare 

concerns are stored separately to a service user’s ‘master’ file, the ‘master’ file must 
indicate that another file exists and where it can be accessed. 

x Indicate how long the organisation will retain these types of records. This will be 
informed by your record retention policy, taking into account legislative principles 
such as Data Protection and Freedom of Information Acts. 

x Child protection and welfare records should be updated as required and reviewed 
regularly by the Designated Liaison Person. 

x You must be aware of and abide by any regulations specific to your sector or area of 
work with regard to record-keeping. 

 

 
Learning from inquiries 

 
Inquiries have repeatedly shown that the failure to report concerns to the appropriate 
authorities without delay has led to on-going abuse of children. Haphazard and 
careless recording of concerns and actions has also inhibited recognition of abuse and 
safeguarding of children. 

 
3.6 Review checklist 
 
Best Practice Theme 3 
 
Responding to and 
reporting child protection 
and welfare concerns 

Fully in place 
(working 
well) 
 

Requires 
work (not 
working 
well) 

Action 
required 

Guidance on reasonable grounds 
for concern is included in your 
reporting procedure. 
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Definitions and features of child 
abuse as per Children First: 
National Guidance for the 
Protection and Welfare of 
Children are included or 
referenced in your reporting 
procedure. 

   

Guidance on roles and 
responsibilities related to your 
reporting procedure are 
available 

   

Guidance on mandated persons’ 
responsibility to report child 
protection concerns is included 
in your child safeguarding 
procedures. 

   

Reporting procedure that clearly 
outlines the steps to be followed 
in reporting child protection or 
welfare concerns is in place. 

   

Guidance on dealing with 
disclosures is included in your 
child safeguarding procedures. 

   

Guidance on dealing with adult 
disclosures of childhood abuse, 
where it is identified there may 
be current risk to a child/young 
person, is included in your child 
safeguarding procedures. 

   

Procedure to deal with any 
allegations of abuse against 
workers/volunteers/ 
management is included in your 
child safeguarding procedures. 

   

Guidance on confidentiality is 
included in your child 
safeguarding procedures. 

   

Guidance on information 
sharing and record-keeping is 
included in your child 
safeguarding procedures. 
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Best Practice Theme 4: 
Working safely with children and 
young people 
 
 
 
This section provides guidance on working safely with children and young 
people through: 

x Safe recruitment and selection of workers and volunteers; 
x Provision of and access to child safeguarding training and information; 
x Procedures for safe management of activities;  
x Management of workers and volunteers. 
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Best Practice Theme 4: Working safely with children and young people 
Actions that evidence and promote best practice 
4:1 A recruitment and selection procedure is in place with regard to a 

person’s suitability to work with children/young people and applies to 
all workers and volunteers. 

4:2 The organisation has a training strategy for child safeguarding 
training based on a training needs analysis. 

 Safeguarding training provided is consistent with Children First: 
National Guidance for the Protection and Welfare of Children and 
the Children First Act 2015. 
 

 All workers/volunteers have attended child safeguarding training 
relevant to their role in the organisation. 

4:3 There are policies and procedures in place to support the safe 
management of activities. 

4:4 There are procedures in place for the effective management of 
workers and volunteers. 
 
There is a code of behaviour for workers and volunteers which 
specifies acceptable and unacceptable practices with regard to 
working with children and young people. 

4:5 The responsibility for all workers/volunteers to report concerns 
that they may have about a colleague’s practice is clearly stated in 
policy. The organisation’s procedure details the actions to be taken. 

4:6 The organisation has disciplinary procedures in place. 
 
Introduction  
 
In previous sections this Guide has focussed on the need to identify key roles in 
safeguarding and procedures for responding to and reporting concerns. There are a 
number of additional areas of procedure and practice which combine to create safer 
environments when working with children and young people. In addition, the 
implementation of your guiding principles in safeguarding will require organisations to 
ensure that all procedures and practice are child-centred at all times.  
 
Child-centred practice means working in a way that puts the welfare and best interests 
of the child at the core of how we work. Child-centred practice supports the legal 
principle that the welfare of the child is of paramount importance, compliant with the 
Child Care Act 1991, the UN Convention on the Rights of the Child, the Children First 
Act 2015 and Children First: National Guidance for the Protection and Welfare of 
Children.  
 
To ensure that all staff and volunteers are working in ways which are compliant with 
your guiding principles and child safeguarding procedures, you should also include 
clear guidance for staff and volunteers on the following areas of best practice: 
 

� Recruitment and selection of workers and volunteers – to try and 
ensure that you have the right workers/volunteers in place to work with the 
children/young people and families to whom you provide services. 

� Training and provision of information on safeguarding of 
children/young people – to endeavour to ensure that all workers and 
volunteers are clear on their responsibilities and understand the different forms 
of abuse and risks that children/young people they are working with may be 
exposed to. 
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� Procedures for safe management of activities – to provide guidance to 
workers and volunteers on planning and running activities in a way that focuses 
on the safety of children and young people.  

� Management of workers and volunteers – to include the development and 
use of a code of behaviour for workers and volunteers to provide clarity 
regarding acceptable and unacceptable practices, as well as to give some 
guidance on how a code of behaviour can be used in your organisation as a tool 
for effective management of workers and volunteers. 

 
 

Tip box 
Sectorial guidance 

 
When considering any of the key areas outlined in this Best Practice Theme please 
refer to your organisation’s own sectorial guidance, if available (e.g. Sport Ireland’s 
Safeguarding Code for Children and Young People in Sport, the Art Council’s 
Guidance  for the Protection of Children and Young People in the Arts Sector, the 
National Youth Council of Ireland’s Protecting our Children and Young People, etc.). 

 
 

Key practice point 
Tailoring procedures to your particular context 

 
Your policies and procedures must be tailored to the services you deliver and the 
activities you engage in. For example, each service should ensure that its code of 
behaviour reflects the individual needs of the children/young people with whom it 
works. Children First: National Guidance for the Protection and Welfare of Children 
identifies a number of circumstances which may make children/young people more 
vulnerable to harm. These complicating factors and circumstances should be 
considered when developing your policies, procedures, practice guidelines and code of 
behaviour, particularly around the following areas: 
 

x Intimate or personal care – how are individual care needs met and how is 
this decided or agreed? Organisations providing intimate or personal care 
should clearly outline in their code of behaviour, best practice guidance 
relevant to the type of care provided, i.e. changing of nappies on infants, 
toileting young children, dressing children with disabilities, etc. 

x Communication – how are children/young people who have alternative 
communication needs catered for and included? 

x On-line safety - how are children/young people, who have access in your 
service to information and communication technology, kept safe from harm? 

x Access to an advocate – for children/young people who cannot advocate for 
their own rights, who speaks for them or their rights? 

x Complaints procedure – where children/young people or their families are 
not happy with issues in the service, how do they raise this? 

x Inclusion – where children/young people have specific individual needs, how 
does the service meet any specific identified needs? 

x Consultation and agreements with parents/guardians– what are the 
procedures for consulting with families around meeting the individual needs of 
their children/young people? 

x Appropriate training – how do workers/volunteers access training to give 
them better knowledge and understanding of individual needs and how to work 
in an inclusive manner? 

x One-to-one working – what are the guidelines and protocols for carrying out 
one-to-one work in a safe and child-centred manner? 

x Physical contact - where physical contact between a worker or volunteer and 
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a child or young person may be necessary there should be clear guidelines 
about what is acceptable. 

 
4.1 Safe recruitment and selection  

4.1.1 Procedures for recruiting and selecting workers and volunteers 
 
For providers of relevant services: 
A procedure for the selection or recruitment of any person as a member of staff of the 
provider with regard to that person’s suitability to work with children, is a specified 
procedure under the Children First Act 2015.  

 
Organisations should take all reasonable steps to ensure that only suitable people are 
recruited to work with children and families by adopting and consistently applying a 
safe and clearly defined method of recruiting staff and volunteers. 
 
Best practice in the recruitment and management of workers and volunteers includes 
providing information relevant to the post, seeking information from the applicant, 
Garda vetting, use of a declaration form, taking up of references, good HR practices in 
interviewing, induction, training, probation and on-going supervision and management.  
 
It is essential that an organisation has effective recruitment and selection procedures to 
ensure that suitable individuals are recruited to work with children/young people. You 
should have procedures covering the following: 
 

x Recruitment and selection;  
x Garda Vetting; 
x Induction including induction on your guiding principles and child safeguarding 

procedures; 
x Supervision and support for workers and volunteers. 

 
The implementation of thorough recruitment and selection procedures will help to keep 
children and young people safe within your organisation. Good practice in management 
and supervision of workers and volunteers after appointment is a further essential 
safeguard to help keep children/young people safe.  
 

 
Key practice point 

Developing recruitment and selection procedures 
 
In developing your recruitment and selection procedure you should include: 
 

x Job/role descriptions for each paid or unpaid position. Job/role 
descriptions should describe the range of duties required by each role, 
accompanied by a person specification that describes the type of attributes 
you require the post holder to have (e.g. their experience, qualifications and 
other requirements). 

x Advertisements of paid/volunteer roles. Roles working with children should 
be circulated as widely as possible through the most appropriate method for 
your organisation. 

x The use of an application form and a declaration form. An application 
form ensures all prospective workers/volunteers provide the information the 
organisation deems appropriate to the role they are applying for. It also makes 
comparing individual candidates easier and better equips the organisation to 
select the best candidate for the post. The application form should contain a 
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declaration section which allows individuals to self-declare any relevant 
information in relation to their suitability to work with children or young 
people. 

x Garda Vetting. All prospective candidates should consent to Garda Vetting 
which should be processed only for successful candidates. Garda Vetting is 
helpful in gathering information about the preferred applicant’s history to help 
determine suitability. Under the National Vetting Bureau (Children and 
Vulnerable Persons) Acts 2012 to 2016, it is a crime to employ someone in 
certain work or activities without undertaking Garda Vetting.  

x The use of interviews. Ensuring workers or volunteers are interviewed by at 
least two representatives of the organisation helps to get a sense of the 
candidates’ attitudes, values, knowledge and skills. This is also an opportunity 
to explore with applicants any gaps in their employment history or voluntary 
work identified on the application form.  

x Gathering of references. A minimum of two written references should be 
sought for preferred applicants. References should include their last employer 
and all references should be followed up either by phone or in person. Referees 
should be asked specific questions regarding the suitability of the preferred 
applicant and their history of working with children and young people. 

x Seeking evidence to verify qualifications and experience. 
x Requesting identification. Checking that the identity of the preferred 

candidate is confirmed against some official documentation (such as driver’s 
license or passports) is an essential part of ensuring a safe recruitment and 
selection procedure. 

x Sign-off. For organisations governed by a Board of Management or 
management committee all appointments must be approved by the Board or 
committee, not by any individual member/s of the organisation.  

 
Once you have selected your preferred candidate and signed the appropriate 
contracts, there are further steps to be taken to ensure you have the right person. 
These include: 
 

x Induction for new workers/volunteers on your organisation’s policies and 
procedures, in particular your guiding principles and child safeguarding 
procedures. 

x A probationary/trial period (usually six months). Every new appointee 
should be reviewed within an agreed period of time. The length of time will 
vary depending on the nature of the post. A review should be held at the end of 
the probationary/trial period. 

 
4.1.2 Vetting by the National Vetting Bureau 
Under the National Vetting Bureau (Children and Vulnerable Persons) Acts 2012 to 
2016 all people working with children and vulnerable adults are required to undergo 
vetting. Your organisation must vet applicants who will be working directly with 
children with the National Vetting Bureau prior to appointment and commencement of 
work.  
 
Your organisation is responsible for deciding on the suitability of individuals, based on 
the information received under a vetting application, giving due regard to the 
organisation’s needs, client group and ethos. You should be clear on what the steps in 
this process are and who is involved in making the decision. While it is not possible to 
plan for every possible eventuality, the organisation should set out clear criteria which 
would rule out an applicant. 
 
Information received about applicants should be treated as highly sensitive and 
confidential. It should be stored securely and be accessible only to specified individuals 







51 
 

4.3 Safe management of activities  
 
Part of keeping children and young people safe and reducing the likelihood of harm is 
having clear guidelines in place regarding how activities are organised and run. The 
following sections outline some of the issues you should consider when planning and 
running activities to minimise opportunities for accidents or harm to children/young 
people while in your organisation. 
 
4.3.1 Keeping a register of children and young people 

x Have criteria for membership of the organisation; 
x Have a registration system for each child/young person; 
x Keep a record on each child/young person, including address and family contact 

numbers; 
x Keep medical details, any individual needs and emergency contact telephone 

numbers accessible. 
 

 
Remember 

Importance of record-keeping 
 
Where there is an accident or incident that leads to a review of your procedures and 
practice by an outside authority, one of the first pieces of information they are likely to 
scrutinise is the integrity of your organisation’s registration system. 

 
 

Key practice point 
Guardianship 

 
What is guardianship? 
“Guardianship means the rights and duties of parents in respect of the upbringing of 
their children. A guardian has the right to make all major decisions affecting the child's 
upbringing, including choice of school, medical treatment, religious matters, health 
requirements and decisions about leaving the country. Guardians are responsible for 
the welfare of the child. Welfare includes the moral, intellectual and physical wellbeing 
of the child and where there is property held on behalf of the child, it includes the 
proper administration of such property” (Court Service of Ireland). 
 
Who is a guardian? 
Married parents of a child are ‘joint guardians’ and have equal rights in relation to the 
child. The rights of parents to guardianship are set down in Section 6 of the 
Guardianship of Infants Act 1964. 
 
On 18th January 2016 certain provisions of the Children and Family Relationships Act 
2015 came into effect that made a number of changes to the Guardianship of Infants 
Act 1964. 
 
If a child is born outside of marriage, the mother is the sole guardian. The position of 
the unmarried father of the child is not so certain. An unmarried father will 
automatically be a guardian if he has lived with the child's mother for 12 consecutive 
months after 18th January 2016, including at least three months with the mother and 
child following the child's birth. Where the father does not meet these criteria he may 
still gain guardianship through entering into a formal agreement with the mother or by 
applying to the District Court.  
 
In situations where the father has been appointed joint guardian of a child, then his 




