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In keeping with the United Nations Convention on the Rights of the Child (UNCRC) (1989), 
the Human Rights Act (1998), and the Children (Northern Ireland) Order (1995), The 
Integrated Education Fund (IEF) is committed to promoting the best interests of children 
and young people and contributing to their safeguarding and protection. 
 

The Integrated Education Fund (IEF) shares the Safeguarding Board for Northern Ireland 

Procedures Manual (2017) principles in that: 

Safeguarding is everyone’s responsibility: for services to be effective, each individual and 

organisation should play their full part and services should be child-centred to be effective, 

they should be based on a clear understanding of the needs and views of children and 

young people. 

Confidentiality and trust should be maintained as far as possible, but staff, directors and 

volunteers must act on the basis that the safety and welfare of the child or young person is 

the overriding concern. The degree of confidentiality will be governed by the need to 

protect the individual and therefore complete confidentiality cannot be guaranteed. It is 

therefore crucial that staff understand and implement any regional or national guidelines 

for Data Protection and information sharing. 

It is crucial that these Safeguarding Children and Young People Policy and Procedures are 

brought to the attention and apply to everyone who works or volunteers on behalf of this 

organisation. This includes all professional and non- professional, full and part-time staff, 

employees, volunteers, Board members, and the children and young people themselves 

and their parents where necessary. 

All staff, directors and volunteers will also ensure that the measures within these 

Safeguarding Children and Young People Policy and Procedures are fully and effectively 

integrated into all of their activities, and that they are subject to monitoring and review. 

Monitoring and review are significant components of these Safeguarding Children and 

Young People Policy and Procedures due to the possible amendments required as a result 

of changes in legislation, regional or national guidance or changes in the environment, 

personnel etc. 

The definition of a ‘child’ is any person that is under the age of 18, as defined in the 

Children (NI) Order 1995, the principal statute governing care, upbringing and protection of 

children in Northern Ireland. 

Harm is defined in the Children (Northern Ireland) Order (1995) as “ill-treatment or the 

impairment of health or development”. Whether the harm is significant is determined by the 

health and development of the child as compared with that which could reasonably be 

expected of a similar child. 

Throughout this document (Safeguarding Children and Young People Policy and 

Procedures), the abbreviation IEF may be used to reference the Integrated Education 

Fund.  
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The following policies and procedures and guidelines were used to review and develop 

this document:  

United Nations Convention on the Rights of the Child (UNCRC) (1989) 
https://www.unicef.org.uk/what-we-do/un-convention-child-rights/ 
 
Children (Northern Ireland) Order (1995) 
https://www.legislation.gov.uk/nisi/1995/755/contents/made 
 
Safeguarding Board NI Child Protection Policy and Procedures' (2017)  
https://www.proceduresonline.com/sbni/ 
 
Cooperating to Safeguard Children and young people (2017) 
https://www.health-ni.gov.uk/publications/co-operating-safeguard-children-and-young-
people-northern-ireland 
 
 
Equality: 
 
We are committed to providing equality of opportunity for all, irrespective of: 
 

• age 
• economic hardship / poverty 
• gender reassignment / gender identity 
• marriage or civil partnership status 
• pregnancy or maternity 
• race, colour, nationality, ethnic or national origin 
• religion or belief 
• sex 
• sexual orientation 
• disability  

 
We will pro-actively challenge discrimination or disadvantage, and aim to ensure that no 
individual or group is directly or indirectly discriminated against for any reason regarding 
accessing our services. 
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1.  POLICY STATEMENT  
 
The IEF is committed to practice which upholds the right of all children and young people 
to protection from harm or abuse, regardless of age, disability, gender, racial or ethnic 
origin, religious belief and sexual identity. 
 
It is everyone's responsibility to report any concerns about abuse. 
The IEF will NOT investigate instances of abuse as this is the role of other statutory 
agencies e.g., social services, the Police Service of Northern Ireland (PSNI). 
 
We only allow children and young people on IEF premises or at IEF events, or events 
attended by IEF staff, directors or volunteers, when accompanied by an appropriate adult 
(Parent, Legal Guardian, close relative or Teacher) and the children or young people must 
be supervised at all times.  
 

Staff, directors and volunteers’ responsibilities in relation to children and young people: 

• Take all reasonable steps to ensure the health, safety and welfare of any child or 
young person within IEF property or on any property which the staff member, 
director or volunteer is visiting.  

• Remember that children and young people regard adults as role models and ensure 
behaviour, language, gestures etc. are appropriate and above reproach.   

• Prevent any other member of staff, directors, volunteer, resident or visitor from 
putting any child or young person in a situation in which there is a significant risk to 
his/her health and safety.   

• Take appropriate action if you become aware of anyone abusing a child or young 
person. 

• Report any evidence or reasonable suspicion that a child or young person has been 
physically, emotionally or sexually abused or neglected.  

 

 

2.  ROLES AND RESPONSIBILITIES 
 

The IEF accepts and recognises our responsibilities to develop awareness of the issues 
which cause children or young people harm, and to establish and maintain a safe 
environment for them.   
 

The IEF Safeguarding Children and Young People Policy and Procedures, will be reviewed 
by the Staffing Committee every 3 years unless regional or national updates are required 
to be added to these Safeguarding Children and Young People Policy and Procedures 
before the 3 years.    
 

The IEF will endeavour to safeguard children and young people by: 
 

• adopting Safeguarding Children and Young People Policy and Procedures and 
guidelines  

• ensuring Safeguarding Children and Young People Policy and Procedures and 
guidelines are adhered to 

• providing effective management through supervision, support and training  
• following carefully the vetting procedures laid down for recruitment and selection of 

staff 
• reporting concerns to the relevant statutory agencies 
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It is not the IEF’s responsibility to identify and investigate possible instances of 
abuse – this is the role of statutory agencies such as Social Services and the PSNI. 
However, the IEF does have a statutory responsibility to record and report any child 
protection/safeguarding concerns.  See Appendix 1, Types of abuse and signs 
and behaviours to be alert for 
 
All concerns, disclosures and allegations should be recorded appropriately and held 
securely.  See Appendix 2, Recording Allegations / Disclosures / Concerns of Abuse 
and Appendix 3, Safeguarding Incident Reporting Form.   
 

Two ‘Designated Officers’ have been appointed by the IEF - they are the IEF Deputy Chair 

and the Chief Executive.  Their role is to make contact with the local statutory agencies 

and to report any allegation, disclosures or concerns [if appropriate] to the relevant 

agency.   

IEF staff, directors and volunteers must refer to the Reporting Procedure Flowchart 
(Appendix 4) for guidance on the correct reporting procedure. 
 

 

3.  CODE OF BEHAVIOUR FOR STAFF, DIRECTORS AND OTHER VOLUNTEERS  
  IN RESPECT OF CHILDREN AND YOUNG PEOPLE 
 
This code of behaviour applies to IEF staff, Board of Directors, and volunteers in respect of 
all forms of contact. 
 
3.1  Expectations of behaviour towards children and young people 
 

• All children and young people are to be treated with dignity and respect at all times. 
• IEF staff, directors and volunteers are expected to take due care to ensure that we 

provide a safe environment on IEF premises or at IEF events, or events attended by 
IEF staff, directors and volunteers. 

• Ensure that the care, welfare and safety needs of the child/ren and young people 
are paramount  

• Adopt a friendly, relaxed, informal atmosphere  
• Listen to what the child/ren or young people has to say  
• Keep a physical and professional distance  
• Be aware of the effect that words and actions may have  
• Be approachable  
• Be alert, co-operative and open-minded  
 

3.2 Behaviours which should be avoided 
 

• As a general rule staff, directors and volunteers are advised not to make 
unnecessary physical contact with children and young people, including sitting or 
standing too close to them.  It may of course be necessary and appropriate to offer 
comfort and reassurance to a child or young person.  The touch should be 
appropriate to the age and development of the child or young person and be 
initiated by the child or young person. 

• The nature of our work means that IEF individuals will rarely have occasion to 
spend time alone with children or young people and spending time alone with 
children or young people should be avoided. 
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• The transport of children and young people remain the responsibility of their 
appropriate adult (Parent, Legal Guardian, close relative or Teacher).  Never carry a 
child or young person in your car unless accompanied by their appropriate adult. 

• Never take a child or young person to your own home 
 

If it is unavoidable that these things do happen, they should only occur with the full 
knowledge and consent of the child or young person’s appropriate adult (Parent, 
Legal Guardian, close relative or Teacher). 
 
3.3 Unacceptable behaviour 
 

• Do not engage in rough physical games including horseplay. 
• Do not engage in sexually provocative games.  
• Do not allow or engage in inappropriate touching of any form, including touching which 

may be perceived as inappropriate, including as part of any game. 
• Never make sexually suggestive comments about or to a child or young person even if 

these are intended as ‘fun’. 
• Do not allow such activities within a school or at an event to go unchallenged. 
• Children or young people should not be left unattended. 
• Never permit abusive peer activities e.g. bullying, ridiculing, prejudice. 
• Never allow children or young people to use inappropriate language unchallenged 

(unless required by the activity engaged in e.g. Prejudice and Discrimination Training). 
• Never allow allegations a child or young person makes to go unchallenged or 

unrecorded. 
• Never engage in work with children or young people having consumed alcohol  
• Never put a child or young people at risk. 
• Never ask a child or young person for personal information, except for official purposes. 
• Never exchange personal contact details.  
• Never accept requests from children or young people to be part of their social media 

platform e.g. Facebook, Instagram etc.  
• Never ask children or young people to join your social media platform e.g., Face book, 

Instagram etc.  
• Never stray from the task allocated.  
• Do not be unnecessarily inquisitive.  
• Do not do or say anything that might make the child or young person feel 

uncomfortable.  
• Do not say things that could be interpreted as aggressive, hostile or impatient.  
• Do not be drawn into personal conversations or introduce personal subjects.  
• Do not make comments that could be misinterpreted e.g. comments about their 

appearance.  
• Never do things of a personal nature for a child or young person that they can do for 

themselves. 
• It may sometimes be necessary for staff, directors and volunteers to do things of a 

personal nature for a child or young person, particularly if they have disabilities.  These 
tasks should only be carried out with the full understanding and consent of the parent / 
guardian.  In an emergency situation which requires this type of help, parents / 
guardians should be fully informed, as soon as reasonably possible.  In such situations, 
it is important that all staff are sensitive to the individual and undertake personal care 
tasks with the utmost discretion. 

 
Inappropriate actions in relation to any of the above 

may invoke the staff disciplinary procedures. 
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4. PROCEDURE FOR DEALING WITH CONCERNS OF ABUSE 
 
4.1  Types of abuse and signs and behaviours to be alert for are listed in 
Appendix 1.   These lists are not meant to be definitive but as a guide to assist you.  
Some children or young people are subjected to more than one form of abuse at any one 
time. 

 
It is important to remember that many children and young people will exhibit some of these 
indicators at some time, and the presence of one or more should not be taken as proof 
that abuse is occurring. 
 
There may well be other reasons for changes in behaviour such as a death or birth of a 
new baby in his/her family, relationship problems between his/her parents/carers, etc. 
 
Staff, directors or volunteers who, for any reason, become concerned that a child or young 
person may be at risk of abuse, is being, or has been, abused must immediately report 
that concern to the Designated Officer. 

 

Designated Officers will discuss your concerns with you to clarify any issues. The 
information may then be forwarded to the relevant local Social Services Department or the 
Police 

 

4.2 If a child or young person discloses abuse to you in the course of your work or 
volunteering role it is important to react appropriately.  

 

Do: 
 

• Be calm and actively listen to the child or young person.  
• Let them speak about the concern without interruption. Do not ask leading 

questions.  
• Clarify the concern by repeating back to the child or young person (if age or 

developmentally appropriate) what they have said. 
• Make sure all people involved are immediately safe. Call the PSNI on 999 and/or 

Social Services first if a person is in immediate danger and then contact a 
Designated Officer. 

• Explain what action will be taken and the timeframe for this. (if age or 
developmentally appropriate) 

• Ask can the child or young person understand the significance and consequences 
of the potential report to Social Services? Ask for their view. Explain to a child or 
young person that whilst their view will be considered, staff, directors and 
volunteers have a responsibility to take whatever action is required to ensure their 
safety and the safety of others. 

• Make it clear you take them seriously. 
• Acknowledge his/her courage in telling you.  
• Tell them they are not responsible for the abuse. 
• Let them know you will do what you can to help them. 
• Report what the child or young person has told you as soon as possible 
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Do not: 
 

• Allow your shock or distaste to show. 
• Press the child or young person for information, or lead or cross-examine them.  
• Give false assurances of absolute confidentiality.  
• Probe for more information/ask other questions. 
• Make assumptions or speculate. 
• Make negative comments about the abuser. 
• Make promises you cannot keep. 
• Agree to keep the information secret. 
• Directly confront an alleged abuser. 
• Share information with anyone other than those who need to know (e.g., the statutory 

agencies and the Designated Officer and ensure that it is shared securely 
 
4.3  If a child or young person tells you that they are being, or have been, abused you  
  must: 

• Make an immediate record of what the child or young person has said, if possible, 
using his/her own words, and document this in the Safeguarding Incident 
Reporting form (Appendix 3) 

• Follow the instructions for reporting to your Designated Officer, as set out above. 
• If the situation is clearly an urgent case or where there are serious doubts about the 

child’s or young person’s safety Social Services or the PSNI should be contacted 
immediately. 
 

4.4  If a member of staff, a director or a volunteer has a safeguarding concern or an 
allegation is made to them about another member of staff, director or volunteer (it may 
also be regarding another person e.g. contractors, volunteers, managers, other directors 
and visitors etc) harming or posing a risk of harm to children, they should speak to the 
Designated Officer. 
This may be reported to the police or social services, or the NSPCC Helpline can help 
when your Designated Officer is not sure if a situation needs a safeguarding response. 
 
 
5.  ANTI-BULLYING GUIDELINES 
 

5.1  Bullying is the repetitive, intentional hurting of one person or group by another 

person or group, where the relationship involves an imbalance of power. Bullying can be 

physical, verbal or psychological. It can happen face-to-face or online.  

(Source: Anti-Bullying All iance) 
 
Bullying behaviour can be: 

• Physical – pushing, poking, kicking, hitting, biting, pinching etc. 
• Verbal - name calling, sarcasm, spreading rumours, threats, teasing, belittling. 
• Emotional – isolating others, tormenting, hiding books, threatening gestures, 

ridicule, humiliation, intimidating, excluding, manipulation and coercion. 
• Sexual – unwanted physical contact, inappropriate touching, abusive comments, 

homophobic abuse, exposure to inappropriate films etc. 
• Online /cyber – posting on social media, sharing photos, sending nasty text 

messages, social exclusion 
• Indirect - Can include the exploitation of individuals. 
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Bullying and Young People 
Children and young people have the right to an environment free from any form of 
harassing, bullying, or intimidating behaviour.  Harassment and bullying can occur in any 
kind of place and individual responsibility extends to an awareness of the impact of 
personal behaviour that could cause offence to another person and make them feel 
uncomfortable or threatened.  Harassment and bullying are behaviours that are destructive 
and will not be tolerated.   
IEF staff, directors and volunteers will respond to complaints of harassment or bullying and 
will deal with all complaints in an expeditious and supportive manner, in line with our 
relationship with the child or young person and the school involved.   

5.2  Procedure for dealing with allegations of bullying 
 
When an allegation is made there is a duty to respond. 
 

If it is an adult making the allegation: 
a) We as an organisation cannot maintain confidentiality when an allegation is made. 
b) They should be informed that the IEF has no authoritative responsibility in schools. 
c) Details of the allegation should be noted. 
d) The person making the allegations should be advised to contact the school principal 

in the first instance, and the Board of Governors in the second instance. 
e) In all instances the phone call or face-to-face conversation should be recorded and 

the details passed on to the principal of the school.  It is important to let the 
complainant know that this will occur. 

f) Inform the IEF Designated Officer  
g) Advise the complainant that ideally the complaint should be dealt with within the 

school procedure.  If the person is not satisfied with this the IEF staff member, 
director or other volunteer receiving the allegation should advise them to contact 
any of the following contacts: 

 

 

 

 

 

 

 

 

 

 

 
 

For Help with Bullying issues: 
 
Kidscape: 
https://www.kidscape.org.uk/ 
Help for adults worried about young people 
Our support is open on Mondays and Tuesdays, 9:30am - 2:30pm. If we are not available at the time you try to contact us, 
please leave a message with your name and best contact number, or send us an email, and we will soon be in touch. 
 
Call our Parent Advice Line: 07496 682785 
 
 
Parenting NI: 
This contact will provide parents with support on the process of dealing with bullying, through the school system 
0808 8010 722 – Advice Line  
www.parentsadvicecentre.org – Website to request help online 
 
NSPCC: 
This contact should be used only if the complainant is concerned with the child’s welfare and safety.  For example, if they are at 
presumed immediate need, or the complainant has a fear of self-harm.  
0808 800 5000 – Advice Line   talk@nspcc.org.uk (24 Hr Chat Facility) 
 
Children’s Law Centre (Chalky Advice Line): 
This contact will offer legal advice in line with current legislation.  This should be offered to a complainant only if they have 
exhausted all avenues within the school system or insists that they do not want to use this avenue 
0808 808 5678 – Advice Line 
 
Northern Ireland Commission for Children and Young People (NICCY) 
This contact should be provided if the complainant formally wants to make a complaint for the treatment received by the child.  
This is a legal contact and will not necessarily offer advice 
028 9031 1616 or listening2u@niccy.org    Website:  www.niccy.org  
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5.3  If it is a child or young person is reporting bullying to an IEF staff member, 
director or volunteer: 
 

a) The adult should let the child or young person know that they are taking what they 
say seriously 

b) The child or young person should be advised, ideally prior to the child or young 
person giving full account of the story, of the seriousness of bullying and that the 
adult will have to pass this on 

c) At no point can we promise full confidentiality 
d) The incident should be recorded and the child or young person advised to go to a 

teacher, as the IEF has no authority in the school. 
e) If a teacher from the child’s or young person’s school is present, they should be 

advised, confidentially, at the earliest convenient moment 
f) The record of the allegation should also be reported to one of the nominated IEF 

Designated Officers and kept on record. 
 
 

6. USE OF IMAGES OF CHILDREN AND YOUNG PEOPLE  
 
It’s important that children and young people feel happy with their achievements and have 
photographs and films of their special moments. Family and friends also want to be able to 
share the successes of their children when they have been part of a special event or 
activity. 
 
However, some children, parents or carers may not be comfortable with images of 
themselves or their children being shared. For example: 

• if a child and/or their family have experienced abuse they may worry about the 
perpetrator tracing them online 

• children who choose not to have contact with some members of their family may 
decide to minimise their online presence 

• families may have religious or cultural reasons for choosing not to be photographed. 
 (Source NSPCC) 

 
All IEF staff, directors and volunteers are required to adhere to the following guidelines. 
 
6.1  Points to Remember: 
 
Guidelines for use of images of children and young people, including stills or video 
etc, for example on the web, in the media or in IEF publications: 
 

• Ask for parental/guardian consent to use an image of a young person and, in the 
case of a young person aged 16 years or over, ask for the young person's 
permission as well, to use his/her image and e.g. See Appendix 5, Consent Form 
for the taking and use of photographs or video.  Ensure that he/she is aware of 
the way the image is to be used. 

• If a photograph is used, only use their first name if agreed with the parents or young 
person  

• Only use images of young people in appropriate dress to reduce the risk of 
inappropriate use and avoid full face and body shots of children taking part in 
activities such as swimming where there may be a heightened risk of images being 
misused 
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• In the event of inappropriate images being used, the IEF Safeguarding Children and 
Young People Policy and Procedures are to be followed, including that the 
information is given to the Designated Officer.   

• Issue the photographer with identification which must be worn at all times.   

• Inform children and young people and parents that a photographer will be in 
attendance at an event and ensure they consent to both the taking and publication 
of films or photographs.  

• Do not allow unsupervised access to children and young people or one-to-one 
photo sessions at events. 

• Do not approve/allow photo sessions outside the events or at a young person’s 
home.   

• If parents or other spectators are intending to take photographs or video at an 
event, they should also be made aware of your expectations.  Adults should be 
asked to register at an event if they wish to use photographic equipment.   

• Children or young people and parents should be informed that if they have 
concerns, they can report these to an identified IEF staff member, director or 
volunteer.   

• Concerns regarding inappropriate or intrusive photography or filming should be 
reported to the event organiser or leader and the IEF Safeguarding Children and 
Young People Policy and Procedures are to be followed, including that the 
information is given to one of the IEF Designated Officers.   

• Encourage the reporting of inappropriate use of images of children / young people.  

• Keep a record of the written consent that parents, carers and children have given for 
images being used.  

 
 
7. VETTING PROCEDURES FOR IEF STAFF, DIRECTORS AND VOLUNTEERS  
 
The IEF recognises and accepts its statutory obligation under The Safeguarding 
Vulnerable Groups (Northern Ireland) Order 2007, as amended by the Protection of 
Freedoms Act 2012, whereby it is a criminal offence for a barred person to seek or 
undertake work from which they are barred, and it is an offence for organisations to 
‘knowingly employ’ a staff member or involve a volunteer in regulated activity if they are 
barred. 
 
If a post or role within the IEF meets the definition of regulated activity (see Appendix 6, 
Disclosure and Barring in NI – Working with Children and Young People), we require 
those potential members of staff or volunteers (including Directors) to undertake an 
Enhanced Disclosure with Barred List check through AccessNI prior to confirming an offer 
of work/volunteering.   
 
 
8. MANAGEMENT OF STAFF, DIRECTORS AND VOLUNTEERS  
 
8.1  The IEF is committed to effective management of staff, directors and volunteers 
which includes the following: 

8.2  Induction 
Staff, directors and volunteers through their Induction and training are made aware of the 
IEF Safeguarding Children and Young People Policy and Procedures.  They are also 
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advised that, when visiting a school, they should expect to be asked by the school to 
produce identification and must comply with this request.  
 
8.3  Support and Supervision 
This allows staff, directors and volunteers to identify current training needs and access 
support for dealing with difficult issues. 
 
8.4  Annual Appraisal for Staff 
This provides a means for enhancing support and supervision by identifying and planning 
for future training needs and access to support. 
 
8.5  Training  
The SBNI Child Safeguarding Learning and Development Strategy and Framework 2020 – 
2023 complements guidance in Co-operating to Safeguard Children and Young People in 
Northern Ireland (DoH, 2017) and should be adhered to.  
Organisations should therefore review their own internal training strategies/plans in 
accordance with this strategy and framework. 
Organisations have a responsibility to ensure that staff, directors and volunteers have the 
appropriate knowledge, skills and competence to effectively safeguard and protect children 
and young people and to meet the requirements of this framework. 
The IEF is committed to supporting, resourcing and training those who work with, or come 
in contact with children, young people in the course of their work with the IEF. 
 
Safeguarding Training is part of this commitment and all staff and volunteers are required 
to undertake training at an appropriate level to their work, and IEF directors are also 
encouraged to attend.   
 
Training may be provided by a facilitator and be based on the IEF’s own Safeguarding 
Children and Young People Policy and Procedures staff/volunteers may be required to 
attend an external training course.     
 
Designated Officers are required to undertake training dedicated to the requirements of the 
SBNI Child Safeguarding Learning and Development Strategy and Framework 2020 – 
2023 to ensure they are fully trained in their role    The training is offered on a three yearly 
cycle. This can be delivered by an external agency. 
 
8.6  Designated Officers 
Two ‘Designated Officers’ have been appointed by the Integrated Education Fund - they 
are the IEF Deputy Chair and the Chief Executive.  (see Appendix 8, IEF Designated 
Officers – Contact Details; any changes to these details will be notified to all staff, 
directors and volunteers). 
 
The Designated Officers will: 

- take the lead role in ensuring that the IEF Safeguarding Children and Young    
People Policy and Procedures. are adopted and fully implemented, reviewed, 
recorded and updated when necessary; and 
- make contact with the local statutory agencies and report any allegation, 
disclosures or concerns [if appropriate] to the relevant agency and, if connected to 
a school, to the designated teacher.  
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The Role of the Designated Officer: 
 

• Provide information and advice on child protection/safeguarding within the 
organisation. 

• Understand the IEF Safeguarding Children and Young People Policy and 
Procedures in the organisation. 

• Ensure the Safeguarding Children and Young People Policy and Procedures are up 
to date and are, accurate and fit for purpose. 

• Ensure Safeguarding Children and Young People Policy and Procedures are 
followed. 

• Make referrals to Social Services team and/or the police. 

• Inform appropriate personnel within the organisation of actions taken. 

• Establish contact and liaise with local Social Services Teams. 

• Ensure information is available to Social Services and referrals are followed up in 
writing.  

• Advise their organisation of needs for child protection/safeguarding training. 

• Ensure accurate records are made and maintained correctly and stored in a locked 
filing cabinet and are password protected if stored as electronic files, with access to 
only those who need to access the safeguarding records  

• Co-ordinate any action required within the organisation. 

• Support and advise staff and service users. 

• Keep knowledge up to date. 
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Appendix 1 

 

TYPES OF ABUSE AND SIGNS AND BEHAVIOURS TO BE ALERT FOR  

 
The following Types of abuse are defined in Co-operating to Safeguard Children and 
Young People in Northern Ireland (2017) 
Harm from abuse is not always straightforward to identify and a child or young person may 
experience more than one type of harm or significant harm. Harm can be caused by: 
• Physical abuse;  
• Sexual abuse;  
• Emotional abuse; 
• Neglect; and 
• Exploitation. 
 
Physical Abuse is deliberately physically hurting a child. It might take a variety of different 
forms, including hitting, biting, pinching, shaking, throwing, poisoning, burning or scalding, 
drowning or suffocating a child.  
 
Sexual Abuse occurs when others use and exploit children sexually for their own 
gratification or gain or the gratification of others. Sexual abuse may involve physical 
contact, including assault by penetration (for example, rape, or oral sex) or non-penetrative 
acts such as masturbation, kissing, rubbing and touching outside clothing. It may include 
non-contact activities, such as involving children in the production of sexual images, 
forcing children to look at sexual images or watch sexual activities, encouraging children to 
behave in sexually inappropriate ways or grooming a child in preparation for abuse 
(including via e-technology). Sexual abuse is not solely perpetrated by adult males. 
Women can commit acts of sexual abuse, as can other children.   
 
Emotional Abuse is the persistent emotional maltreatment of a child. It is also sometimes 
called psychological abuse and it can have severe and persistent adverse effects on a 
child’s emotional development.  
 
Emotional abuse may involve deliberately telling a child that they are worthless, or unloved 
and inadequate. It may include not giving a child opportunity to express their views, 
deliberately silencing them, or ‘making fun’ of what they say or how they communicate. 
Emotional abuse may involve bullying – including online bullying through social networks, 
online games or mobile phones – by a child’s peers. 
 
Neglect is the failure to provide for a child’s basic needs, whether it be adequate food, 
clothing, hygiene, supervision or shelter that is likely to result in the serious impairment of 
a child’s health or development. Children who are neglected often also suffer from other 
types of abuse. 
 
Exploitation is the intentional ill-treatment, manipulation or abuse of power and control 
over a child or young person; to take selfish or unfair advantage of a child or young person 
or situation, for personal gain. It may manifest itself in many forms such as child labour, 
slavery, servitude, engagement in criminal activity, begging, benefit or other financial fraud 
or child trafficking. It extends to the recruitment, transportation, transfer, harbouring or 
receipt of children for the purpose of exploitation. Exploitation can be sexual in nature. 
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The following signs and symptoms of abuse are defined by the NSPCC 
https://www.nspcc.org.uk/what-is-child-abuse/spotting-signs-child-abuse/  
 
Signs/ symptoms of Physical Abuse include: 
 

• bruises 

• broken or fractured bones 

• burns or scalds 

• bite marks. 
 

It can also include other injuries and health problems, such as: 
• scarring 

• the effects of poisoning, such as vomiting, drowsiness or seizures 

• breathing problems from drowning, suffocation or poisoning. 
 

Head injuries in babies and toddlers can be signs of abuse so it's important to be aware of 
these. Visible signs include: 
 

• swelling 

• bruising 

• fractures 

• being extremely sleepy or unconscious 

• breathing problems 

• seizures 

• vomiting 

• unusual behaviour, such as being irritable or not feeding properly. 

 

Signs/ symptoms of sexual abuse include: 
 

If a child is being or has been sexually abused online, they might: 
 

• spend a lot more or a lot less time than usual online, texting, gaming or using social 

media 

• seem distant, upset or angry after using the internet or texting 

• be secretive about who they're talking to and what they're doing online or on their 

mobile phone 

• have lots of new phone numbers, texts or email addresses on their mobile phone, 

laptop or tablet. 

• Children and young people might also drop hints and clues about the abuse. 

• Bruises. 

• Bleeding, discharge, pains or soreness in their genital or anal area. 

• Sexually transmitted infections. 

• Pregnancy. 

• Avoiding being alone with or frightened of people or a person they know. 

• Language or sexual behaviour you wouldn't expect them to know. 

• Having nightmares or bed-wetting. 

• Alcohol or drug misuse. 

• Self-harm. 

• Changes in eating habits or developing an eating problem. 

• Changes in their mood, feeling irritable and angry, or anything out of the ordinary. 
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Signs/ symptoms of Emotional Abuse include: 
 
There might not be any obvious physical signs of emotional abuse or neglect. And a child 
might not tell anyone what's happening until they reach a 'crisis point'. That's why it's 
important to look out for signs in how a child is acting. 
 
As children grow up, their emotions change. This means it can be difficult to tell if they're 
being emotionally abused. But children who are being emotionally abused might: 
 

• seem unconfident or lack self-assurance 

• struggle to control their emotions 

• have difficulty making or maintaining relationships 

• act in a way that's inappropriate for their age. 

• The signs of emotional abuse can also be different for children at different ages. 

 
Signs/ symptoms of Neglect include: 
 

• being smelly or dirty 

• being hungry or not given money for food 

• having unwashed clothes 

• having the wrong clothing, such as no warm clothes in winter 

• having frequent and untreated nappy rash in infants. 

• becoming clingy 

• becoming aggressive 

• being withdrawn, depressed or anxious 

• changes in eating habits 

• displaying obsessive behaviour 

• finding it hard to concentrate or take part in activities 

• missing school 

• showing signs of self-harm 

• being left alone for a long time 

• medical or dental issues 

• not given the correct medicines 

• poor language or social skills 

• regular illness or infections 

• repeated accidental injuries, often caused by lack of supervision 

• skin issues, such as sores, rashes, flea bites, scabies or ringworm 

• tiredness 

• untreated injuries 

• weight or growth issues. 

 
Signs/ symptoms of Exploitation include: 
 

• Frequently absent from and doing badly in school. 

• Going missing from home, staying out late and travelling for unexplained reasons. 

• In a relationship or hanging out with someone older than them. 

• Being angry, aggressive or violent. 
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Child sexual exploitation (CSE) is a form of sexual abuse in which a person(s) exploits, 
coerces and/or manipulates a child or young person into engaging in some form of sexual 
activity in return for something the child needs or desires and/or for the gain of the 
person(s) perpetrating or facilitating the abuse (SBNI 2014, adopted from the CSE 
Knowledge Transfer Partnership NI, Barnardo’s Safe Choices service).  
 
Female genital mutilation (FGM) protection orders were introduced in July 2015 in 
Northern Ireland.  The FGMPO is an order which can be made for the purpose of 
protecting a girl against the commission of a genital mutilation offence or protecting a girl 
against whom such an offence has already been committed.  Breaching an FGMPO is a 
criminal offence that can carry a penalty of up to five years imprisonment.  Anyone with 
information can contact the PSNI on the 101 number or anonymously through the 
Crimestoppers charity on 0800 555 111.  Alternatively, the NSPCC has a 24-hour FGM 
helpline that can offer support and assistance to anyone with concerns about the practice 
of FGM.  The caller remains anonymous, but any information that could help to protect a 
woman or child will be passed to the police or social services.  The NSPCC helpline 
number is 0800 028 3550 or email fgmhelp@nspcc.org.uk. 
 
 
 
The above lists are not meant to be definitive but as a guide to assist you.  Some children 
or young people are subjected to more than one form of abuse at any one time. 
 
It is important to remember that many children and young people will exhibit some of these 
indicators at some time, and the presence of one or more should not be taken as proof 
that abuse is occurring. 
 
There may well be other reasons for changes in behaviour such as a death or birth of a 
new baby in his/her family, relationship problems between his/her parents/carers, etc. 

• Being isolated or withdrawn.
• Having unexplained money and buying new things.
• Wearing clothes or accessories in gang colours or getting tattoos.
• Using new slang words.
• Spending more time on social media and being secretive about time online.
• Making more calls or sending more texts, possibly on a new phone or phones.
• Self-harming and feeling emotionally unwell.
• Taking drugs and abusing alcohol.
• Committing petty crimes like shop lifting or vandalism.
• Unexplained injuries and refusing to seek medical help.
• Carrying weapons or having a dangerous breed of dog.
• Unhealthy or inappropriate sexual behaviour.
• Being frightened of some people, places or situations.
• Being secretive.
• Sharp changes in mood or character.
• Having money or things they can't or won't explain.
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Appendix 2 
 

RECORDING ALLEGATIONS / DISCLOSURES / CONCERNS OF ABUSE  
 
Concerns about children’s or young people’s safety and wellbeing 
If anyone in our organisation has concerns about a child or young person’s welfare or 
safety, it is vital that all relevant details are recorded. This should be done regardless of 
whether the concerns are shared with the police or social services. The Safeguarding 
Incident Reporting Form (Appendix 3) must be completed for all safeguarding concerns. 
The following is a check list and guide for information to be recorded: 
 
Keep an accurate record of: 

• the date and time of the incident/disclosure 
•  the date and time of the report 
• the name and role of the person to whom the concern was originally reported and 

their contact details 
• the name and role of the person making the report (if this is different to the 
• above) and their contact details 
• name of child or young person  
• age if known 
• Any special factors Record i.e. disability if known  
• Name of parents / guardians 
• Home Address and contact details 
• Record whether the person making the report is expressing his/her own concerns or 

passing on those of somebody else. 
• What has prompted the concerns? Include dates, time of any specific incidents 
• What signs or indicators were noticed e.g., behavioural, physical, indirect? 
• Has the child /young person been spoken with? Record verbatim if possible 
• Have the parents / guardians been contacted?  Record verbatim if possible. 
• Record if anyone else has been consulted – who, when, why, outcome etc. 
• Record any action taken Record any further action taken (such as a referral being 

made) 
• Record the reasons why the organisation decided not to refer those concerns to a 

           statutory agency (if relevant). 
 
Make sure the report is factual. Any interpretation or inference drawn from what was 
observed, said or alleged should be clearly reported as such.  
 
The record should always be signed and dated by the person making the report. 
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Appendix 3  

SAFEGUARDING INCIDENT REPORTING FORM  

 

Integrated Education Fund (IEF) Safeguarding Incident Reporting Form 

The Safeguarding Incident Reporting Form must be completed for all 

safeguarding concerns.  

The purpose of this form is to ensure that, when you make a referral in 

respect of a child or young person you provide as much information as 

possible to enable the Designated Officer to deal with your referral quickly 

and with clarity. 

PART 1: TO BE COMPLETED BY MEMBER OF STAFF, DIRECTOR OR 

VOLUNTEER 

Date and Time of incident/disclosure   

 

Name of Child or Young Person: 

 

 

 

 

Date of Birth:  if known   

 

 

 

 

Home Address: if known  

 

 

 

 

Parent/Carer Contact Details: if 

known  

 

 

Name of School and name of teacher 
informed (if necessary) 
 

 

Does the child or young person 
require any extra services i.e. 
interpreter etc  
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You need to describe: 

• Cause for Concern (factual description of incident/ allegation/ concern/ 
disclosure)  

• Observations made by you or to you (e.g. description of any visible 
bruising, any other injuries, smells, stains etc, 

• Exactly what the child/young person said and what you said 
(Remember, do not lead the child or young person – record actual 
details. Continue on a separate sheet if necessary) 

• Describe anything else you think maybe relevant e.g. the child’s or 
young person appearance/behaviour   

• Please provide details of any witness(es) to the incident(s) 

• Date and time of incident/allegation/concern/disclosure): 
 

 

 

 

 

 

 

 

Please print: 

Staff member, director or volunteer’s  

Name  

Contact Details  

Date Report Completed:  

 

 

 

Others Notified  

 

Name of 

Contact  

(Print 

name) 

Nature of 

Contact 

Verbal or 

Written  

Date 

and 

Time  

Outcomes or reason for 

non-contact (e.g. spoke 

to Designated Officer or 

could not contact them)  

Designated 

Safeguarding Officer  

 

    

Parent/Carer/teacher  

(if appropriate) 

 

    

Police (in an 
emergency) 
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PART 2: TO BE COMPLETED BY DESIGNATED OFFICER 

 

Name of Designated Officer (Print 

name):  

 

 

 

Report received from:  

 

 

 

Date and Time Verbal Report 

Received: 

 

 

 

Date and Time Written Report 

Received: 

 

 

 

Outcomes and Any Further Action (reasons for non-referral or relevant others informed)  
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External agencies contacted: 
Police:   No □ Yes   □:  
Date and time:  
Name (print name) and Contact number:   
Details of advice received: 
 
Social services:   No □ Yes   □:  
 Date and time:  
 Name (print name) and Contact number:   
 Details of advice received: 
 
 
Other:  e.g. internal staff, NSPCC etc  
 No □ Yes   □:  
 Date and time:  
 Name (print name) and Contact number:   
 Details of advice received: 
 
SIGNED BY DESIGNATED SAFEGUARDING OFFICER (print name):  
Date: 
Time: 
 
If the incident has been reported to Social Services, a copy of this form must 
be sent to them within 24 hours of the telephone report.  
 
Remember to maintain confidentiality (on a need-to-know basis) - only share 
if it will protect the child or young person.  
 
Do not discuss the incident with anyone other than those who need to know.  
 
A copy of this form must be kept and stored by the Designated Officer in a 
locked cabinet or password protected E Folder.  
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Appendix 4 
 

REPORTING PROCEDURE FLOW CHART 

 

 

 

 

 

 

 
 

 
 
 
 
 
 
                    

Member of Integrated Education Fund staff, director or volunteer has concerns about a 
child’s or young person’s welfare or safety. (e.g. suspicions of allegations of abuse 
within the family, bullying at school etc) or concerns about a member of staff, director or 
volunteers. 

Records the incident or disclosure on the Safeguarding Incident Reporting Form 
(Appendix 3)  

Informs the child or young person if age and developmentally appropriate of the next 
steps. (if possible)   

The Designated Officer makes a decision on immediate referral to or consultation with 
Children’s Social Care or Police; records actions taken / agreed  

 

If reporting to Children’s Social Care or Police the Designated Officer then sends the
completed safeguarding Incident Reporting Form or UNOCINI Form (if required by
social services) to Children’s Social Care or Police within 24 hours, and considers need
for support, advice or training for original referrer or others involved. The Designated
Officer retains a copy of the referral form as per Appendix 2

Informs the Designated Officer for Integrated Education Fund and forwards a copy of
the Safeguarding Incident Reporting Form to the Designated Officer (and informs a
Designated Teacher if necessary or appropriate)
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Appendix 5 

 

Appendix 5 continued overleaf 

  

2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 2 

 
 
 
 
The Integrated Education Fund (IEF) recognises the need to ensure the welfare 
and safety of all children and young people. In accordance with our Safeguarding 
Children and Young People Policy and Procedures we will not permit photographs, 
video or other images (referred to in this form as images) of young people to be 
taken without the consent of the parent/guardian and, in the case of a young 
person aged 16 years or over, the consent of the young person themselves.
 
The Integrated Education Fund (IEF) will follow the guidance for the use of images, 
as outlined in the Safeguarding Children and Young People Policy and Procedures.
 
The Integrated Education Fund (IEF) will take all steps to ensure these images are 
used solely for the purposes intended. If you become aware that these images are 
being used inappropriately, you should inform the Integrated Education Fund (IEF) 
immediately.
 
The Integrated Education Fund (IEF) will typically retain the images for five years. 
In some circumstances, we may need to retain the images for longer, for the 
purpose of our historical archive.  Where possible, we will aim to anonymize these 
records over time. These historical records may be used for internal or external 
purposes, such as documenting past activities.
 

Appendix 5 continued overleaf

PLEASE COMPLETE PART A AND, WHEN APPROPRIATE, PART B.
IN ALL CASES, PART A IS TO BE COMPLETED BY A PARENT/ GUARDIAN.
IF A STUDENT IS OVER THE AGE OF 16, THEN PART B MUST ALSO BE
COMPLETED.

CONSENT FORM FOR THE TAKING AND USE OF PHOTOGRAPHS/ VIDEO/
OTHER IMAGES

(REFERRED TO IN THIS FORM AS IMAGES)
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Appendix 5 continued 
 

  

2 

Parent/ guardian consent for the creation of images

I (parent/ guardian)  consent to the Integrated Education Fund (IEF)
creating images of ………………………………… (insert name of child/ young person).
Signed: …………………………………………… Print name: …………………………………
Date: ………………………………………………

Parent/ guardian consent for use of first name

I (parent/ guardian) ………………………………. consent to only my child’s first name………………….
(insert first name of child/ young person) being used in any images.
*If this is not signed, we will not use their name in any images.*
Signed: …………………………………………… Print name: …………………………………
Date: ………………………………………………

If over 16 years old, the student must complete this section, as well as having the
parental consent sections above completed.

Young person (aged 16 years old or over) consent for the creation of images

I (insert name)  consent to the Integrated Education Fund (IEF) creating images of
my involvement in…………………..(activity).
Signed: …………………………………………… Print name: …………………………………
Date: ………………………………………………

Young person (aged 16 years old or over) consent for use of first name

I (insert name) …………………………………… consent to only my first name ………………... (insert first
name) being used in any images.
*If this is not signed, we will not use their name in any images.*
Signed: …………………………………………… Print name: …………………………………
Date: ………………………………………………

SCHOOL NAME:..............................................................

PART A: PARENT/ GUARDIAN CONSENT

PART B: YOUNG PERSON OVER 16 YEARS OLD CONSENT
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Appendix 6 

 
DISCLOSURE AND BARRING IN NORTHERN IRELAND –  
WORKING WITH CHILDREN AND YOUNG PEOPLE  
 
 
Context  
 
The Safeguarding Vulnerable Groups (NI) Order 2007, as amended by the Protection of 
Freedoms Act 2012 defines ‘regulated activity’ with children and adults.  Regulated 
activity is work which a barred person must not undertake.  It is a criminal offence for a 
barred person to seek or undertake work from which they are barred, and it is an offence 
for organisations to ‘knowingly employ’ a staff member or involve a volunteer in regulated 
activity if they are barred.  
 
Definition of regulated activity relating to Children and Young People 
 
From 10 September 2012 regulated activity relating to children includes:  
 

1.  Unsupervised activities: teaching, training, instructing, caring for or supervising 
children, providing advice/guidance on well-being, driving a vehicle only for children;  

2.  Work for a limited range of establishments (specified places) with opportunity for 
contact with children for example schools, children’s homes, childcare premises, 
children’s hospitals. Work undertaken by supervised volunteers in these places is 
not regulated activity.  

Work under 1 or 2 is regulated activity if undertaken regularly. Regular means carried out 
by the same person frequently (once a week or more) or on four or more days in a 30-day 
period or overnight.  

3.  Relevant personal care, for example washing or dressing, or health care by or 
supervised by a professional (even if carried out once);  

4.  Registered childminding and foster care.  
 
Note: the day-to-day line manager/supervisor of an individual in regulated activity is also in 
regulated activity.  
 
Implications  
 
If a post meets the definition of regulated activity, organisations must request an Enhanced 
Disclosure with Barred List check through AccessNI on the preferred candidate prior to 
confirming an offer of work/volunteering. 
 
If not barred, the organisation will use its discretion regarding any criminal history 
information which may be contained on the Disclosure certificate.  
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Appendix 7 

 

DEFINITIONS OF TERMS 
 
 
IEF 
Meaning the Integrated Education Fund, and applying to its staff, Board of Directors, and 
other volunteers. 
 
Children / Young People 
In relation to this policy, the terms child and young person both refer to a person under 18 
years of age.  This is in line with both national and international convention. 
 
Staff / Employees 
In this policy the term staff will apply to all those employed by the organisation, be that as 
full time, part time, permanent, temporary, casual / contract or sessional.   
 
Board of Directors 
In this policy this term will apply to all current members of the Board of Directors who have 
direct responsibility for the governance of the organisation.   
 
Volunteers 
In this policy the term volunteer will apply to those individuals who are engaged in the work 
of the IEF but are not in receipt of a salary from the IEF and are not under contract with the 
organisation.  This will also apply to any placement students or internships at the IEF.  The 
term volunteer also applies to directors. 
 
Designated Officers  
The Designated Officer is the person/persons appointed to take lead responsibility for child 
protection/ safeguarding issues in the IEF. 
 
Designated Teacher `  
A Designated Teacher is responsible for ensuring that all school staff understand what the 
signs of child abuse or neglect are and know the process that they need to follow when 
raising a safeguarding concern. 
 
SBNI  
Safeguarding Board for Northern |Ireland   
 
PSNI 
Police Service of Northern Ireland 
   
NSPCC 
The National Society for the Prevention of Cruelty to Children  
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Appendix 8 
 
IEF DESIGNATED OFFICERS – CONTACT DETAILS 
 
 
IEF Deputy Chair 

 
Patricia Murtagh 
 
Mobile Phone  077 7939 7060 

Email    patriciamurtagh@gmail.com 

 
 
Chief Executive 

 
Paul Caskey 
 
Mobile Phone  078 4156 0384 

Home Phone  028 9091 4490 

Work Phone   028 9069 4099 

Email    paul@ief.org.uk  

 

 

Registered with The Charity Commission for Northern Ireland: NIC101149 

Concerns about a child or young person? 

Make a referral to Social Services  

• Belfast HSCT - 028 9050 7000 

• Northern HSCT - 0300 1234 333 

• South Eastern HSCT - 0300 100 0300 

• Southern HSCT - 0800 783 7745 

• Western HSCT - 028 7131 4090 

Contact the PSNI on 101 or ring 999 if you feel that the child or young person is 

in immediate danger. 

• Regional Emergency Social Work Service  

• Out of Hours Emergency Service  

(after 5pm each evening at weekends, and public/bank holidays) 

• 24-hour cover over public holidays.  

• Telephone: 028 9504 9999 


