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SECTION 1: Introduction

ABOUT DUBLIN YOUTH THEATRE

Since its foundation in 1977, by Educational Psychologist Paddy O’ Dwyer, Dublin Youth Theatre
has forged a unique contribution to the worlds of theatre and youth work.

Workshops

Workshops are fundamental to Dublin Youth Theatre’s work. The programme caters for all our
members, regardless of experience. Every Saturday at 11am-1pm from October to May, a member
can expect to partake in a general workshop, sit down to a cup of tea or coffee. To date, our
general workshops have included clowning, dance, devising, forum theatre, improvisation,
percussion, puppetry, voice, stagecraft, stage combat and much, much more, whilst our specialist
workshops include writing, directing and technical skills, to name but a few. These workshops are
not classes in acting or theatre. The principles of youth work in the context of community arts
underpin the planning and operation of all DYT activities. First year members must be available to
attend workshops in the first 10 workshops of their first term.

Productions

Dublin Youth Theatre has built a reputation over the last forty-two years for producing
high-quality, exciting, challenging theatre. The annual programme includes the production of
between 6 to 12 plays. These are a combination of high profile shows in recognised professional
venues and low-key productions which allow new members with little or no experience an
opportunity to perform in a 'safe' environment. DYT has presented shows at the Dublin Fringe
Festival (RSVP in 2012) and at the Dublin Theatre Festival in 2013, 2014 (Spring Awakening,
directed by Gyuri Vidovszky), 2017 (this is a room... by Carys Coburn Gray and directed by
Veronica Coburn )and 2019 (The Sleepwalkers, a co-production with Pan Pan Theatre). In 2016
DYT presented RISING on the Peacock stage of the Abbey Theatre inspired by the role young
people played in the lead-up to 1916. In 2020, we moved our festival programme and Big Show
Zoonosis online.

International Opportunities

Dublin Youth Theatre welcomes opportunities for exchanges with other youth groups at local,
national and international levels. We have participated in festivals and exchanges in Britain,
Austria, the U.S.S.R, Belgium, Sicily, Denmark, Shetland Islands, Slovenia & Germany. In 2010
DYT was invited to present the production BATSH*T to an audience of Scottish Youth theatre
members at the Scottish National Festival of Youth Theatre in Fife, Edinburgh.

Financial Support

Dublin Youth Theatre gratefully acknowledges the support of The Arts Council/An Comhairle
Ealion, Dublin City Council, the City of Dublin Youth Service Board, and all of its private donors
and sponsors.

Dublin Youth Theatre is a proud member of Youth Theatre Ireland.



SECTION 1.1: Structure/Governance

Company Structure

The administrative and artistic work of DYT is coordinated by a Voluntary Board of adult directors
and 2 directors appointed by the membership, a part-time Artistic Director, a part-time Programme
Coordinator, and a part-time Executive Director. These people are supported by a total of 55
voluntary Company Members comprising adults and young people.

Board Members of Dublin Youth Theatre

The Board is made up of a minimum of 8 and maximum of 14 directors, with 2 directors appointed
by the membership. The board of directors shall consist of a Chairman, Vice-Chairman,
Secretary, Treasurer (or Joint Treasurer) plus additional officers as the members shall decide
upon.

DYT is a company limited by guarantee and also a registered charity. DYT is governed by a
voluntary board of Directors. The Board of Directors appoint a Programme Coordinator, an
Executive Director and an Artistic Director. The Programme Coordinator reports to the Executive
Director, and the Executive Director and Artistic Director report directly to the Board. In addition
there are 3 subcommittee structures in place to support the work of the Board of Directors, the
Welfare Subcommittee, the Artistic Sub-Committee and the Members’ Forum. The Welfare
Sub-Committee is convened strictly to oversee welfare issues in the organisation and consists of
the Executive Director/DP, two welfare representatives and two members elected by the
Members’ Forum. The Members’ Forum is convened by the members for the purposes of electing
2 Members’ Reps to the Board of Directors, a 15'year and a 2" year Rep, electing representatives
to the Welfare and Artistic Sub-Committees and electing a Members House.

Dublin Youth Theatre engages paid staff and freelance facilitators, directors etc. as well as
engaging volunteers in the running of the organisation and its activities.

Members

Membership of the company of DYT is divided into two separate classes:
Senior Membership and Junior Membership.

(b) Junior Membership shall comprise those members below the age 25.

(c) Senior Membership and Junior Membership will rank pari passu in all respects except that

(i) Junior Membership shall be limited to a maximum 50% representation on the Governing
Body of the Company, and

(ii) The forum representing the views of fully paid-up Junior Members shall be
entitled, exclusively, to appoint two Junior Members to the Governing Body of the
Company.

The subscribers to the Memorandum of Association and such other persons as the Governing Body
shall admit to membership shall be members of the Company.

The rights and liabilities attaching to any Members of the Company may be varied from time to time
by a Special Resolution of the Company.

Membership of the Company shall cease:-



(a) On the member’s death.
(b) If the member resigns by notice in writing to the Secretary at the Registered Office.

(c) If the Governing Body resolve that he has ceased to be a Member and notice in writing
of such decision is given to him or sent to his last known address.

The governing structure of DYT:

Chairperson

Voluntary Board of Directors

Artistic Director — Executive Director

Programme Coordinator

Members Forum

|
Artistic Sub Committee

Welfare Sub Committee

DYT is insured by Aviva Insurance and retains KSI Faulkner Orr as its Auditors.



SECTION 1.2: Ethos/Approach to young people

Mission Statement

Dublin Youth Theatre successfully delivers quality creative experiences that promote artistic,
personal and social development for young people aged 14 to 22 in Dublin.

Vision Statement
Discover Create Participate

Artistic Statement

Dublin Youth Theatre delivers quality artistic experiences through a full and diverse drama
workshop programme and the production of excellent, exciting and challenging theatre made by
young people. DYT is committed to maintaining a high artistic standard in its productions and to
engaging with contemporary theatre and youth theatre on a local, national and international level.
DYT engages leading theatre artists and skilled, experienced youth theatre practitioners to deliver
its artistic programme.

DYT places itself at the centre of cultural life in Dublin and is a permanent home for an ongoing
ensemble of young theatre artists.

DYT is a safe, welcoming place where members can meet other young people from all parts
of Dublin in a fun, artistic and positive social environment.

Inclusion Statement

DYT is open to all young people regardless of race, ethnicity, gender, socioeconomic status,
national origin, sexual orientation, ability or faith. We will make reasonable accommodation to
include young people with disabilities or additional needs.

The Objectives of DYT are:
« To provide young people aged 14-22 in Dublin with access to theatre and drama

« To promote artistic engagement and expression, as well as providing personal growth and
social development through all aspects of theatre and drama

« To provide opportunities for young people to develop theatre skills and participate in a wide
range of theatre experiences including a programme of weekly drama workshops and at least one
performance opportunity a year

* To strive for artistic excellence in theatre productions and pursue suitable performance
platforms for work

» To emphasize group development and use an ensemble approach in all activities

+ To develop opportunities and relationships with the theatre community on a local, national and
international level

» To promote youth theatre and engage with the youth theatre community on a local,
national and international basis

« To provide a supportive and creative environment for its members where innovation and



experimentation are encouraged in the pursuit of personal progression

« To provide a safe, fun social space for young people outside of the home and the
formal education system

* To increase access to its services in areas of socio-economic disadvantage through its
regular activities and an outreach programme

*» To develop and nurture leadership skills within the membership
* To build a diverse membership through inclusive recruitment policies and procedures

*To engage with the local community.

« To effectively publicise, communicate and promote the work of DYT

* To strengthen DYT through effective leadership, governance, and management

* To support DYT’s activities through appropriate and ethical fundraising

We have established a members’ committee to ensure members’ voices and opinions are taken on
board. This members’ committee is made up of 5 members (2 members representatives and 3
welfare representatives), who are elected in a vote of all current youth theatre members. This
committee meets at least twice yearly and a report is made to the board after this meeting. We seek
members’ feedback on an ongoing basis. We have an evaluation session with members at the end
of the youth theatre year. We also involve them in programme planning such as the choice of scripts
for production.



SECTION 2: Welfare/Child Protection Policy Statement

Dublin Youth Theatre is committed to a young-person centred approach in our work. We undertake
to provide a safe environment and positive experience, the welfare of the young person being
paramount. DYT will adhere to the recommendations of Children First: National Guidance for the
Protection and Welfare of Children (2017). DYT has developed policies and procedures to ensure
that this commitment is enshrined in all aspects of the youth theatre. This Welfare and Child
Protection Policy gathers all policies and procedures that relate to work with young people. The
Board of Directors recognise the responsibility that DYT holds in relation to the well-being of
members and leaders. This policy is targeted at all adults involved in the youth theatre, be they
staff or volunteers. Parents and members will be informed of relevant policies and procedures.
Youth theatre members will be informed of procedures and policies as they relate to their
participation.

DYT has appointed a Designated Person (DP) to deal with all Child Protection issues, the DP is the
Executive Director, Sarah Bragg-Bolger, and can be reached on the DYT mobile number: 085
8500856 or at sarah@dublinyouththeatre.com

We have also committed to review our policies and procedures on an annual basis. This policy
was last reviewed in 2026.



SECTION 2.1: Policies /Procedures

Policies / Procedures

Dublin Youth Theatre has put the following policies/procedures in place to help ensure the safe
participation of everyone involved in the youth theatre, including members and Staff/\Volunteers. We
have collected these policies and procedures in this document:

o Welfare/Child Protection Policy and Procedures
o Health and Safety Policy and Procedures

o Data Protection and Confidentiality Statement/Procedures

o CCTV Policy

o Complaints Policy/Procedures

o Procedures for Safe Recruitment of Staff/Volunteers

o Procedures for Supervision, Provision of Training and Support for Staff/Volunteers

o Policy on Adult/Young People Ratios

o Policy on including Members aged 18 or over
o Code of Behaviour for Leaders

o Group Contract for Members

o Disciplinary/Appeals Procedures

o Policy on Informing Parents

o Anti-Bullying Policy

o Procedures for Giving Lifts to Young People
o Procedures for Trips Away

o Guidelines on Dealing with Disruptive Behaviour
o Policy on Communications with young people

o Policy on Use of Images

o Interagency Cooperation

New staff/volunteers are given this document as part of their induction and existing staff/volunteers
are informed of any amendments. Parents and primary caregivers are informed of our policies as
part of the information about DYT and are provided with a copy upon request.

DYT members are informed of policies that relate to their participation in the session where
we draft the group contract. They are informed that they can talk to any adult in the youth
theatre, in particular, the Welfare Committee members’ contact details are provided, should
they have a concern or worry.



SECTION 2.2: Ratios

Dublin Youth Theatre adheres to accepted best practice adult/young people ratios for youth work:
the minimum adult/young person ratio in any group should ideally be one adult per group of ten plus
one other adult and allowing an additional adult for each group of ten after that. Local
circumstances, the ages of the children, the experience of the volunteers and the staff will be taken
into consideration. We recognise that safety, ability/disability of young people and the nature of the
activities being undertaken may require that these ratios be considerably lower. We will assess
activities to determine the appropriate ratio.

On residential trips, depending on the gender makeup of the group, there will be one male and one
female welfare leader present, and one leader to every 8 participants after that.



SECTION 3: Staff/\VVolunteers/Leaders

Introduction

Working with young people requires a particular set of skills and attributes. As a leader, you bring
your experience, expertise, and professionalism to contribute to DYT. Dublin Youth Theatre is an
organization based on voluntary participation. Our members come here on a voluntary basis to
enjoy themselves. Not all of them want to become actors, and we do not see DYT as a training
ground for actors, but instead, as a club, in which we expect them to participate fully.

See Appendix 4 for DYT LEADERS’ GUIDELINES



SECTION 3.1: Code of Behaviour for Staff/\VVolunteers

*Be familiar with and follow best practice as outlined in the youth theatre’s policies and
procedures when working with young people.

*Adhere to the youth theatre’s ethos and mission statement.

*Ensure you have access to required details for each member (name,
contact, special requirements, emergency contact) and record attendance;

*Make sure all primary carers, members, visitors and facilitators are aware of
the Child Protection Policy and Procedures;

*Support DYT in its aim to be as inclusive of members with special needs as possible, taking into
consideration the accessibility of our facilities;

*Plan and be sufficiently prepared, both mentally and physically for any and all activities involving
DYT members or when representing DYT as an organisation;

*Report any concerns to the Designated Person and follow reporting procedures, including
timeliness and honesty in reporting;

sImplement DYTs policies in respect of behaviour and bullying in DYT activities policy

*Observe appropriate dress and behaviour

*Ensure that all incidents and accidents are reported in the accident book, which is kept in the
Welfare Folder. This is kept in the top drawer of the Filing Cabinet in the Executive Director’s
Office.

*Have two adults present for activities. On residential trips there must be one male and one female
leader available depending on the make up of the group and at least 1 adult to every 8 young
people.

*Do not be passive in relation to concerns of members, staff, volunteers or visitors, i.e., don’t ‘do
nothing’;

*Do not let a problem get out of control;

*Avoid giving lifts home to members if at all possible. If a situation necessitates giving a lift to a
member, the staff/ volunteer will take care to inform the primary carer of the member;

*Be mindful of language and of comments made around, directed towards or regarding members
of DYT. Take care to address any possible upset or offence caused by the staff/ volunteer with tact
and sensitivity.

*Avoid spending time alone with any member;
*Do not use or allow offensive or sexually suggestive physical contact and/or verbal language ;

*Do not single out any member (for unfair favouritism, criticism, ridicule, or unwelcome focus
or attention);

*Do not allow/engage in inappropriate touching of any form;
*Do not hit or physically discipline any member;

*Do not socialise inappropriately with members, e.g., outside of structured organisational



activities, electronically, or otherwise. This includes texting members or any online chat
facilities.

*Follow the youth theatre’s Health and Safety policy and procedures. If you have any concerns
about the safety of a venue or equipment, inform the appropriate person.

*Follow the youth theatre’s policy on communicating with young people by phone, email,
social media etc.

*Be aware of any medical or other factors that may affect a young person’s participation. If privy to
sensitive personal information, ensure that it is managed in line with the youth theatre’s
Confidentiality Policy.



SECTION 4: Youth Theatre Members / Group Contracts

SECTION 4.1: Definition of youth theatre membership

Youth Theatre Membership

Youth Theatre membership is reserved for young people aged 14-22 who have
completed the recruitment and audition process, have been offered a place and have
returned their membership acceptance and emergency contact details form.

SECTION 4.2: Members Code of Behaviour

Members Code of Behaviour

The Members Code of Behaviour was developed by the Board in conjunction with the Members
Forum and represents a group contract as decided by the members, the Staff and the Board of
Directors.

Information is available in many forms: email, announcements, Instagram and the DYT website,
www.dublinyouththeatre.com.

Make sure the Executive Director and Programme Coordinator have your contact details. If you

change address or any of your contact details change, it is also your responsibility to contact the
Executive Director and Programme Coordinator and give them your new information.

By submitting your 1st-year Acceptance form and attending workshops, you agree to abide by
this code of behaviour.

* Respect: Please respect DYT leaders and any reasonable requests they make of you.
Please respect your fellow members.
* Volunteers: When bodies are needed for clear outs, painting etc that means you, thanks!

» Alcohol: The consumption of alcohol on the premises is strictly a no go area, nor should
alcohol be brought onto the premises. All DYT activities are alcohol-free zones whether over 18
or not. If you arrive for an activity under the influence of alcohol you may be refused access to
the activity and if you are under 18 your parents will be informed and called to collect you.

* Drugs: In accordance with the law, illegal drugs are strictly prohibited either in the house or on
any DYT excursion/activity; in addition any misuse of prescription drugs is also prohibited. This
also extends to any ‘legal highs’.

* Clean Up: generally you will come into a clean space. Please leave it that way. Take
responsibility for washing, drying, and putting away any crockery and cutlery you use or see- don’t
wait to be asked.

» Canteen: It is the members’ responsibility to run the canteen; that includes the making &
serving tea/coffee and cleaning the canteen afterwards.

* Punctuality: Members’ must arrive on time for workshops, otherwise they will not be

permitted to participate in them.

* Please Respect your fellow members during workshops. That means giving them your
full-undivided attention, not heckling them, not talking amongst yourselves, listening and offering
constructive feedback when possible.

* Please treat outside facilitators as they treat you, and conduct yourself in a manner that is
considerate of the fact that you are representing DYT.

» Workshops begin at 77am sharp. There is a grace period of fifteen minutes. If you arrive for a
workshop any later you will not be allowed to participate, as this is distracting to your fellow
members. If you are aware you’re going to be late please contact a member of the DYT Team so
they can inform the facilitator. The grace period is to allow for traffic, unavoidable circumstances



etc., You have the right to abstain from activities during workshops/rehearsals which you
genuinely feel uncomfortable with, within reason, and taking into consideration the needs of
others. When possible, please inform the facilitator/director of this.

* Mobile Phones: Members’ must make sure their mobile phones are switched off during
workshops or rehearsals.

* Chewing Gum: Members’ must dispose of chewing gum before entering the workshop or
rehearsal space

» Food/Drink: Food/drink is not permitted in the workshop or rehearsal space.

* Members must attend rehearsals on time and return from breaks on time.

« If you cannot attend a rehearsal for any genuine reason you must contact a member of

the DYT Team and director directly in advance of the rehearsal.

« If you have committed to a show, it is your responsibility to communicate with your director
about rehearsals etc, and if for a genuine reason you cannot make rehearsal, it is your
responsibility to inform your director in advance please when possible.

» Smoking: In accordance with the law DYT is a smoke-free workplace. It is illegal for anybody
under the age of 18 to purchase cigarettes. Members and visitors may smoke outside of the
premises, by the bins, on 3 Denmark Street. Please use the bins for cigarette butts and make
sure cigarettes are fully extinguished.

* Personal Property: Please keep an eye on your bags and personal property. Do not leave them
unattended. Respect other people’s property.

* In the event of a fire, please make your way calmly from the building to the designated. Do not
leave until you have been accounted for by the Executive Director/DYT staff member.

* DYT Property: No items may be removed from DYT premises without permission and without
signing for it. All lost or broken items must be replaced. Please treat borrowed items with care.
If you are borrowing an item of clothing, please return it washed and cleaned.

 Safety: Be sensible in your approach to your own safety and that of other members.

Agreed sanctions

See Section 3.5 for some agreed sanctions.



SECTION 4.3: Bullying

Anti-Bullying Statement

Dublin Youth Theatre has a no-tolerance approach to bullying. As emphasized throughout this
document, DYT is committed to safeguarding the well-being of all young people who access its
services. It is essential that young people feel safe and comfortable during any youth theatre event
or activity. Bullying can destroy not only a young person’s experience of participation but also have
an impact on their physical and psychological well being.

DYT has a whole-organization approach to the issue of bullying. Prevention of bullying is the role
of everyone within the organization from management to staff/volunteers to young people.

Definition of bullying

Bullying is an incredibly complex issue that can take many forms. Recent developments in
technology and communications have meant the creation of a whole new arena for bullying that is
very visible and can have even more devastating effects than any face to face form. Bullying can
be about the power play between individuals and within groups. It can often involve bystanders.
Bystanders can be described as those who are neither perpetrators nor targets but are aware that
bullying is taking place. (Let’s Beat Bullying - NYCI).

Children First (2017) defines bullying as follows:

Bullying can be defined as repeated aggression — whether it is verbal, psychological or physical —
an individual or group conducts that against others. It is behaviour that is intentionally aggravating
and intimidating and occurs mainly among children in social environments such as schools. It
includes actions such as physical aggression, cyberbullying, damage to property, intimidation,
isolation/exclusion, name calling, malicious gossip, and extortion. Bullying can also take the form of
abuse based on gender identity, sexual preference, race, ethnicity and religious factors. With
developments in modern technology, children can also be the victims of non-contact bullying, via
mobile phones, the internet, and other personal devices.

Preventing Bullying
DYT has adopted the following strategy for preventing bullying and creating an anti-bullying
environment:

1. Creating and implementing an Anti-Bullying Policy and procedures.

2. Encouraging an openness among adults/young people and fostering a culture of
mutual respect and cooperation.

3. A discussion around bullying takes place during the drafting of group contracts with young
people. Members are made aware of the youth theatre’s no-tolerance approach to bullying.
At the end of the discussion, there will be a clear understanding of the consequences of
bullying.

4. We will also draw attention to broader considerations such as attitudes towards each
other and use of language.

5. Members will be given a clear message about the importance of reporting bullying and
details of how to report it.

How DYT will deal with instances of Bullying
While we have developed the following approach, we recognise that every instance of bullying will
be different and have its own unique considerations.

The overriding consideration in every instance will be protecting the well-being of the young
person/young people involved.



Where there is a clear observable instance of bullying:

If an adult involved in the group becomes aware of an instance of bullying, they should
act immediately.

If they witness bullying themselves in a group situation, they should make a clear
statement that the behaviour is not acceptable and make reference to the group contract
and the discussion around bullying.

They should take a record of the incident and pass this on to the Designated Person

as soon as possible.

The Designated Person and staff/volunteers will meet with the young people involved to
discuss the incident. Separate meetings will take place with the suspected perpetrator and
target. The target will be asked how they want to proceed, but it should be made clear that
it cannot be ignored. Depending on the severity of the incident, whether there is an
acknowledgment that the behaviour is wrong with a commitment not to display the
behaviour again, and the views of the target, there may be no further action. The
Designated person and the Staff Member, who reported the incident originally will continue
to monitor the situation.

In more severe incidents or where the same young person(s) display the behaviour again,
the Designated Person will meet again with the young people involved to discuss the
further incidents. The parents of all the young people involved will be informed.

At this stage, the agreed consequences/sanctions will be initiated for the perpetrator(s).

If following the agreed sanctions, the perpetrator once again displays the behaviour,
suspension or permanent exclusion from the project will be considered. This action will only
be taken as a last resort, and full consideration will be given to the effect it may have on the
perpetrator and the target. It may be deemed appropriate to refer the young person to
another agency with specific expertise. Any action will be discussed with the parents of the
young person unless it is felt that doing so would put the young person at risk.

The target of the bullying will be supported throughout the process. The staff member in
question and the Designated Person will continue to check in with them regularly and also
with their parents (if appropriate). Advice may be sought from an organization with specific
expertise on how best to support them. It may be felt necessary to refer them to another
organization/agency.

In the case of expulsion, a discussion will be had with the other members of the group
so that they understand the action taken and have an opportunity to air any concerns
or worries they may have. The target of the bullying will be consulted before any group
discussion takes place.

A written record will be kept at each stage of the process.

Where there is a suspicion that bullying is taking place:
e If a staff member has a suspicion that bullying is taking place, they should inform the

Designated Person and discuss the reasons for the suspicion and the best way to
proceed.

e It may be that a decision is made to have a general group discussion on how the group is

getting along and reference the group contract etc. Participants will be reminded that they
can approach any adult involved in the youth theatre if they are having any issues.

e Depending on the nature of the suspicion, the person who is the suspected target of the

bullying may be approached for an informal chat.



e If they confirm an instance of bullying, the procedure outlined above will be followed.

e If they do not confirm an instance of bullying or do not believe there is a problem, the staff
member and Designated Person will continue to monitor the situation and may decide that
there is a case of bullying. In which case they will talk to the target again and then the

perpetrator(s). From this point on they will carry out the procedure outlined in the previous
section.

e A written record will be kept at each stage of the process.

If A Young Person is Aware of Bullying:

e If a young person is a target of bullying or is aware that bullying is taking place, they can
talk to any adult involved in the youth theatre.

e The staff member should be aware that how they react is essential. They should be calm and

measured in their reaction and reassure the young person that they have done the right
thing in telling them about the situation.

e While they should ask the young person how they would like to proceed, the staff member
should make it clear that if there is a case of bullying, the youth theatre cannot ignore it and
will have to act.

e The staff member will discuss the situation with the Designated Person, and they will decide
the best way to proceed. Depending on the specific circumstances, it may be decided that a
general group discussion and a reminder of the group contract is sufficient or it may be that
the other procedures outlined above are followed.

e The identity of the young person who has reported the situation, will not be shared with the
group. The staff member and DP will continue to check-in with this young person.

Responses/Sanctions

The following are potential responses/sanctions they may be used in a case of bullying. The
chosen approach will depend on the severity of the behaviour and the wishes of the target.

1. An apology to the target and a commitment not to display the behaviour again.
2. Time-out.

3. Increased supervision.

4. Missing out on social activity, a theatre trip or other opportunity.

5. An individual ‘contract’ or agreement could be developed setting out the
behavioural improvements required and the rewards for their attainment.

6. Temporary or Permanent Exclusion. The permanent exclusion will be considered for
more severe instances of bullying or where the other responses/sanctions have
not worked. Consideration will be given to the possible consequences on the
young people in question and the rest of the group. Where a young person is
being excluded, we will inform their parents. We may also seek advice from an
organization with specialist expertise to ascertain the support and services
available to the young person in question.



Cyber-bullying

Dublin Youth Theatre is aware of the prevalence of this form of bullying and the need to take
action to prevent it. We have taken the following steps:

e Developed a Communications with Young People Policy that outlines how the youth
theatre manages its presence on the Internet.

e This policy outlines the measures the youth theatre takes to monitor and control its
presence on interactive sites such as social networking platforms and the steps it takes

to protect users and in particular young people.

e We have developed a Use Of Images Policy that describes how it gathers, uses and
retains images of young people and this is in line with advised best practice.

e We make a clear statement, in the two policies referenced above, that online bullying is not
acceptable and will be dealt with very seriously. Any instance of bullying will be reported to
those who run the site and, if appropriate, to the Gardai.

e We promote the safe and responsible use of the Internet by members.

e Members are made aware of the serious nature of cyberbullying and its
potential consequences.

e We are aware that there is legislation in Ireland that has relevance to misuse of the
Internet such as the Criminal Law (Sexual Offences) (Amendment) Act 2007, the
Non-Fatal Offences Against the Person Act (1997) and the Child Trafficking and
Pornography Act 1998.

Serious instances of bullying

In Children First (2017), bullying is listed as consideration under the section on Peer Abuse.
It also recognises the possibility of bullying by an adult:

Bullying of children can also be perpetrated by adults, including adults who are not related to the
child. Bullying behaviour when perpetrated by adults, rather than children, could be regarded as
physical or emotional abuse. However, other significant forms of child abuse, such as neglect and
sexual abuse, are not normally comprehended by the term ‘bullying.

While any instance of bullying should be taken seriously, Children First (2017) is clear you should
report any such reasonable concerns to Tusla, who will try to establish whether or not any child is
currently at risk from the individual in question. If a staff member has a serious concern about the
welfare of a young person, they should follow the youth theatre’s Internal Reporting Procedures.



SECTION 4.4: Members aged 18 and over.

Members aged 18 and over

The code of behaviour for membership applies to all members regardless of whether they are
over or under 18, this includes the rules around providing emergency contact details for
parents/guardians, alcohol and sexual contact.

While we don’t request parental consent for those aged over 18, we do request information on
medical conditions; additional needs, etc. We also require contact details of next of kin in case of an
emergency. We seek consent from those over 18 for the use of images.

Disclosure of abuse by a participant over 18 will be treated with the same sensitivity as that of a
disclosure by a young person who is under 18. The consent of the participant should be sought
before making a report to the Child and Family Agency. However, regardless of whether consent is
given, if the alleged abuser still poses a risk to a child/young person, a report will need to be made
to the Statutory Authorities. Staff/Volunteers should follow the reporting procedures outlined in the
Internal Reporting section.

SECTION 4.5: Dealing with Challenging or Disruptive
Behaviour

Dealing with Challenging or Disruptive Behaviour

From time to time some members may exhibit signs of behaviour that are disruptive to the smooth,
safe and effective running of activities, the enjoyment and rights of other members and the fostering
of a positive community spirit in DYT. Examples could include not listening or frequently
commenting during workshops, disregarding Health and Safety, to challenging language or
physically aggressive behaviour and these may be exhibited towards other members, facilitators,
staff or volunteers.

It can be challenging to deal with a member who is behaving in such a way that they are disrupting
the work of the group and making other members frustrated and annoyed or even putting
themselves or others in danger. It is essential that leaders know how to react to such behaviour.
The following procedure should be followed:

e If a member persists in misbehaving during a workshop/rehearsal or other activity, the
facilitator should deal with the situation, in the room, as soon as it happens. Regardless of
how frustrating the situation becomes, leaders should always follow the agreed code of
behaviour and never use means such as physical punishment or verbal abuse. Leaders
should refer to the group contract and the agreed consequences of breaking the contract.
They should do so in a calm, non-confrontational manner.

e If the situation persists beyond an initial conversation, the young person can be asked to
sit out for a period of or the remainder of the workshop.

e If the situation persists to the point that the facilitator has difficulty continuing with the activity
with that member present, they can ask the member to Sit Out in The DYT Office, and
they must inform a member of the DYT Team or Supervisor that they have been asked to
leave the workshop. If the activity is taking place outside of Denmark Street an agreed ‘sit
out zone’ can be designated.

e A Member of the DYT Team or Supervisor can take this opportunity to discuss the
behaviour with the member. They may prefer to sit it out, or they may offer to explain their
behaviour with the welfare leader on duty.

e If the member is ready to re-enter the workshop they can return to the workshop. They



should check in with the facilitator and let them know that they are happy to return and
ready to work.

e Once the workshop is over it would be a good idea to check in with the member in the
presence of the facilitator and the welfare leader. It is recommended that more than one
leader be present when dealing with a disruptive member.

e The facilitator should check in with the DYT Team/ welfare leader at the end of the
workshop or activity and let them know of any issues during the session.

e A written record of any serious incidents of disruptive behaviour should be kept. Follow the
youth theatre’s procedures for reporting incidents. See Section 7, Confidentiality Reports
and Recording Information.

e This record should be given to the Designated Person.

If there are a number of incidents then the matter can be considered more serious. The following
procedure should be followed:

e The DP should be informed if a member displays such behaviour consistently. Keep in mind
that the young person is behaving this way for a reason and there may be issues at home or in
school. They may disclose a concern or details of an incident to someone in the youth theatre.
Treat them with sensitivity. Take any disclosure or concerns seriously and report to the
Designated Person who should follow the youth theatre’s internal reporting procedures if they
have a serious concern about the young person’s welfare.

It may be that dealing with a particular young person is beyond the expertise of the youth theatre
leaders. It is vital that leaders recognise their limitations. The youth theatre may have to seek advice
from a specialist organization. They could seek advice for instance from the external welfare contact
or Youth Theatre Ireland’s Designated Person.

Possible ways of reacting to challenging or disruptive behaviour:
Follow through on agreed sanctions from the group contract. Some suggested sanctions:

e Taking time out — this could be from a particular exercise or exercises, a
workshop/rehearsal or for a more extended period. The Executive Director and Welfare
Sub Committee, depending on the nature of the disruption, should set this.

e Find a way for the member to make amends, e.g., if they broke something to replace it
or offer a verbal or written apology.

e Should they make real efforts to improve their behaviour, then they may be considered to
take part in special events, e.g., take part in a theatre trip. If their behaviour doesn’t
improve, they will not participate in special events such as a trip or maybe a specialist
workshop or Youth Theatre Ireland events.

e If their behaviour continues to be severely disruptive, DYT may have to consider
suspension from the group and possibly expulsion. This would only happen after
consultation between the Executive Director, Artistic Director and Welfare Sub
Committee.

Expulsion should be a last resort as DYT may be one of the few positives in a young person’s
life, especially if they are having difficulties at home and school. In the event of suspension or
expulsion, DYT will keep the lines of communication open with the young person even if they are
excluded.

The young person's absence should be explained to the rest of the membership as needed.



Re-admittance

e A member can be readmitted should they realize how important their participation is and be
willing to behave differently on re-admittance. This is at the discretion of the Executive Director,
Artistic Director and Welfare Sub Committee.

e Should disruptive behaviour happen on a trip away from home or should a member need to be
removed from the premises, the following procedures should take place: e Follow the above
procedure as needed.

e If the situation persists, the welfare leader should contact their parent/ primary carer to

discuss the member’s behaviour.

e Should someone need to be removed from a site, the member’s parents/ primary carers should
be informed. They must be informed of the situation and make arrangements for their child/ ward to
be collected as soon as possible.

e Should a member and or their primary carer exhibit any aggression towards DYT staff or
volunteer, don’t engulf the situation further. Allow them to exit the scene as soon as possible but
agree to get in touch soon.

e Following a cooling off period, the Executive Director should contact the member’s primary carer
or parent to discuss the situation further.

e Further sanctions may be called for until the situation has been resolved to everyone’s
satisfaction.

Additional Support/Referral

To ensure that a young person’s needs are met and that they are getting the best possible
support, additional or specialist advice may be sought from other agencies or organizations. It may
be felt that it is necessary to refer a young person to another agency.

If it is felt that the behaviour is the result of some trauma or that the young person who is displaying
disruptive behaviour is at risk in any way, a decision may be taken to make a report to the Child and
Family Agency. The youth theatre’s Internal Reporting Procedures should be followed.



SECTION 4.6: Youth Communications Policy

Dublin Youth Theatre is committed to ensuring all communications with young people are
safe, respectful, appropriate, and professional. Dublin Youth Theatre uses a number of media
to communicate with young people including:

Mobile phone
Email
Youth Theatre Website

Third Party Sites including social networking platforms e.g. Facebook and Instagram

The youth theatre is aware of the potential for such media to be used by those who would wish to
exploit and harm young people. Dublin Youth Theatre is committed to taking all reasonable
measures to ensure all young people who receive communications or have access to Dublin Youth
Theatre’s online presence are not put at risk of any harm.

TELEPHONE/MOBILE PHONE:
DYT will only contact members on their mobile phone for official business
DYT has a dedicated office mobile phone. That number is 085 850 0856

DYT personnel are not permitted to contact young people using their personal mobile phones and
young people should not contact personnel on their personal mobile phones

e Any phone communication with young people should only be used for the effective and
efficient delivery of the youth theatre programme.

e Access to phones that include members’ contact details are controlled and restricted to
those with a direct need to access them. Adults involved in the youth theatre should
not have members’ contact details on their phone.

e Dublin Youth Theatre does not provide young people’s phone numbers to any third
party unless there is a legitimate reason and the young person in question gives their
permission. An example of this is where a local newspaper is interviewing a member.
Parents/Primary
carers must also give permission if a young person is under 18.

e Copies of all messages sent to young people should be retained.

e In the case of an emergency, where a young person cannot be located or if they are in
danger of harm a staff member may contact a young person on their phone.

e No images of members should be taken by staff or volunteers on their phone. Pictures
may be taken on the youth theatre phone. Any such photos should be managed in line
with the youth theatre Use of Images policy.

e Staff/volunteers should never send any communication that could be interpreted as
offensive or inappropriate.

e The youth theatre requires that staff/volunteers be aware of the possibility of bullying
via mobile phone, not only among young people participating in its programme but also



the possibility that adults may use a mobile phone to bully a young person. There is
also a possibility that a young person may use a mobile phone to harass or target
staff/volunteers. Any such occurrences will be taken seriously and should be reported to
the Designated Person. All such instances will be managed in line with the youth
theatre’s Anti-Bullying Policy.

e The youth theatre requires that all adults involved in the youth theatre be aware of the risk
of abuse being carried out/initiated by mobile phone. Any staff/volunteers who have any
concerns about a mobile phone communication received by a young person should follow
the youth theatre’s Internal Reporting Procedure.

e Staff/volunteers and members should be aware that the sending of offensive or
indecent material by mobile phone is treated very seriously under Irish Law.

e Staff/volunteers should not use a mobile phone or another device to play video/audio for
young people unless the content is appropriate and it is directly related to a youth theatre
activity.

USE OF EMAIL:

DYT communicates via the sarah@dublinyouththeatre.com, ellen@dublinyouththeatre.com,
samuel@dublinyouththeatre.com, and intern@dublinyouththeatre.com email addresses. DYT will
communicate with members using the email addresses provided on the acceptance form. Members
must update contact details with the Executive Director and Programme Coordinator immediately if
their email address changes.

e All email communications with young people should be professional, appropriate and
respectful.

e Any email communication with young people should only be used for the effective and
efficient delivery of the youth theatre programme.

e Copies of emails sent to members are to be retained on the youth theatre email account for 7
years.

e All emails should be CC’d to the welfare@dublinyouththatre.com, and all replies to the email
from members should also be forwarded to the youth theatre email accounts.

e ‘Joke’ and ‘circular’ emails even if they seem innocuous should not be forwarded to
members.

e Emails sent to and received from members should be retained on the youth theatre
email accounts.

e Dublin Youth Theatre requires that all Staff/\VVolunteers be mindful of the possibility of
email communications being used not only by a member to bully another member but
also as a means for an adult to bully a young person or vice versa. Any such occurrence
should be taken seriously and reported to the Designated Person. All instances will be
managed in line with our Anti-Bullying Policy.

e Email communications can be used as a means of abuse/initiating abuse. Any staff/volunteer
who becomes aware of any suspicious communication should follow the youth theatre’s
Internal Reporting Procedure.



YOUTH THEATRE WEBSITE

Dublin Youth Theatre recognises the importance of having a website that is professional and does
not expose users to any risks. The organization is particularly aware of the need to ensure safe use
for young people.

Dublin Youth Theatre takes the following measures

e The youth theatre does not share any information collected via the website with any third
party under any circumstances.

e We do not post content that could be viewed as offensive or inappropriate.

e Security measures are taken to ensure the website isn’t susceptible to hackers.

e While the youth theatre website does link to third party sites we cannot be responsible

for the content on these sites. Every reasonable effort is taken to ensure that such sites are
appropriate and relevant to the youth theatre’s work.

e Images contained on the site comply with our Use of Images Policy.
e The Executive Director, Sarah Bragg-Bolger monitors the site on a regular basis.

e Any content that is inappropriate or offensive will be removed as soon as we become aware
of it.

Acceptable Usage Policy

Dublin Youth Theatre asks that all users of the site comply with the

following: Users should not:
e Use the site to bully, harass or target any other user

e Add content or create a link to content that could be interpreted as offensive or inappropriate

e Use inappropriate language
e Use any content including images from the site without receiving permission from us.

e Misuse or take out of context any content on the site including images or video footage.

THIRD PARTY SITES / SOCIAL NETWORKING SITES

Dublin Youth Theatre currently has a presence on the following third party sites:

e Facebook
e Twitter / X (Discontinued use)

e Instagram

e LinkedIn

Due to the ever-changing nature of online technologies, there may be other sites on which it may be
beneficial to have a presence in the future.



The purposes of these sites are to create an online community and to encourage dialogue among
those with a shared interest. Any forum that is open to a wide or even a select group of people is
vulnerable to misuse including the posting of inappropriate content or the promotion of
organisations/events that do not fit with the youth theatre’s ethos. There is a danger that social
networking platforms can be used by unscrupulous individuals to defraud users or to make contact
with young people with a view to ‘grooming’ them for abuse.

e Dublin Youth Theatre takes every reasonable effort to ensure the safe use of any third
party sites by adhering to the following:

e With the safety of our members in mind, we have considered the most appropriate and
safest settings for our presence on these platforms.

e The Executive Director, Sarah Bragg-Bolger supervises the moderation of all third-party
sites, and all such sites are checked on a regular basis.

e Inappropriate content will be removed as soon as we become aware of it.

e Staff/volunteers should separate their social networking presence from that of the youth
theatre.

e We request that anyone who wishes to set up a social networking presence associated with
the youth theatre but not managed by it, (e.g., an alumni group), contact us in advance. Any
content included on these sites should be appropriate and not damage the reputation of the
youth theatre.

e Dublin Youth Theatre will take bullying or harassment by anyone who uses our third-party
sites very seriously. Any instance will be reported to those who run the website and if
appropriate to the Gardai.

e Staff/volunteers should report any suspicious behaviour by a user. If abuse is
suspected, Staff/Volunteers should follow the youth theatre’s Internal Reporting
Procedures.

e Other users may request us to post/share content. Such requests will be considered on an
individual basis and must be in keeping with the youth theatre ethos and of relevance to the
members.

e We do not require any users of third party sites to disclose personal information.

e We will promote safe use of social networking among our members when drafting the group
contract.

e In the case of a youth theatre project where the use of social media is an aspect of the
project, staff/volunteers will provide clear guidance to young people on the safe use of the
platform(s) in question.

e Use of images/video footage will be in line with youth theatre policy.
e We will not tag or provide any contact details for members on any site/platform.

e Any comments or content that could be interpreted as bullying any other user will be treated
extremely seriously and will be managed in line with our Anti-Bullying Policy.

DYT uses Facebook, LinkedIn and Instagram to communicate with the general public and with
members. Twitter is used for the sole purpose of promoting DYT'’s events and activities. Facebook
is used to promote events and activities and also to communicate with the membership. Instagram



is used for the sole purpose of promoting DYT'’s events and activities. The Sarah DYT Profile on
Facebook account is solely for the use of DYT and is not a personal account. Members should not
add Staff/volunteers as friends on Facebook, Instagram or any social media platforms. DYT will not
tag or allow others to tag members in its photos on social media. From time to time third parties
may post to the social media pages, and while every effort will be made to moderate these posts,
we cannot be responsible for posts from 3rd parties.

Acceptable Usage Policy for Dublin Youth Theatre Third Party Sites:

Dublin Youth Theatre requires that those who use/access DYT’s presence on a third party
sites/platforms:

e Follow the code of conduct/terms of use provided by the platform’s creators

e Do not post content/comments that could be interpreted as inappropriate or

offensive

e Do not attempt to defraud or target any other user

e Do not bully or harass any other user

e Do not copy content, images or footage without receiving prior permission from the youth
theatre

e Do not misuse or take out of context any content, images, or footage posted

e Do not post links to potentially inappropriate or offensive content

e Do not tag photos/videos posted by the youth theatre

e Do not add comments to photos/videos that may identify individual young people

e Do not identify individual young people e.g. when utilizing the location function on

Facebook

Legislation and the Internet

Dublin Youth Theatre is aware that there is legislation in Ireland that has relevance to misuse of the
Internet such as the Criminal Law (Sexual Offences) (Amendment) Act 2007, the Non-Fatal
Offences Against the Person Act (1997) and the Child Trafficking and Pornography Act 1998. We
will make a report to the statutory authorities if there is a criminal dimension to any misuse that
relates to the youth theatre’s internet presence.



SECTION 4.7: Use of Images/video footage

Dublin Youth Theatre has a responsibility to ensure that any images/video footage of young people
are used in a safe and responsible manner that does not put any young person at risk. Photographs
and visual images are regarded as personal data under The General Data Protection Regulation
(GDPR) and the Irish Data Protection Act 2018. Therefore all images must be obtained fairly and used
only for one or more specified legal purposes.

Dublin Youth Theatre is aware that we live in a world of rapidly increasing technological
advancements. While every effort is made to keep abreast of such developments, we are aware
that from time to time, new advancements in the capture and distribution of imagery may overtake
our understanding. We will update our policies regularly.

The following guidelines have been adapted from Guidelines for taking and using images
of children and young people in the arts sector (2009):

e Images/footage of young people should only be recorded if there is a valid reason relating
to Dublin Youth Theatre’s activities

e Members are asked to indicate on their membership acceptance form whether they permit
their image to be used by Dublin Youth Theatre for promotion purposes. Dublin Youth
Theatre does not provide images for the use of 3rd parties without the written permission
of the young person and his/her primary carer.

e Consent for the use of images/footage should be sought from young people and from the
parents/primary carers where a participant is under 18.

e Refusal of permission does not restrict the participation of a young person.

e No images should be taken by Staff/\Volunteers with their mobile phone.

e Care should be taken that young people whose images are captured are dressed in a

way that is appropriate for their age.

e Every precaution should be taken to ensure no image/footage used exposes any
participant to embarrassment or distress.

e Images/footage should only be provided to third parties when there is a legitimate reason

for doing so, e.g., distributing images to the media when promoting a production

e Dublin Youth Theatre will only identify/provide names of individual young people to third

parties in a situation where they are publicly acknowledged, e.g., an article in a local

newspaper. Parental consent should be sought before providing any details of a young

person aged under 18.

e \When using images/footage, the youth theatre should not provide information that could be
used to make contact with a young person.

e Images/footage should only be used in the context in which they were captured.

e Information such as date taken, names, the context of images, and whether consent

was provided should be stored with images that are retained.

e It is important that images are reflective of the diversity of young people participating in any
youth theatre.

e Youth theatres should be particularly sensitive when using images of young people whom
they are aware are particularly vulnerable.

e Any misuse of images/footage should be reported to the Designated Person.

e If any individual is unhappy with the manner an image/footage is obtained, used or retained

by DYT, they should follow DYT’s complaints procedure.

e It should be made clear to members that there are situations when it is inappropriate to
capture photos/footage of each other. For example, while participants are getting dressed
or undressed.

e During the drafting of the group contract, members will be made aware of good practice on
capturing and distributing images. It will be made clear to them that they need to think
carefully before they post an image in a place where it can be viewed by others and



should not take images out of context. They will be made aware that there are
unscrupulous individuals who might use images to identify young people and may seek
to make contact with them.

e DYT is alert to the possibility of participants capturing and distributing images to cause
another young person embarrassment or upset. Members will be informed that any such
occurrence will be treated extremely seriously and will be treated as an instance of
bullying.

Depending on the circumstances, Dublin Youth Theatre is open to the possibility of it being treated
as a child protection issue in which case reporting procedures should be followed.

Use of images/footage on the Internet.

The posting of images/footage on the Internet is an area of particular risk and Dublin Youth Theatre
is cognisant of the possibility of images and video being used and manipulated by those who seek
to harm children and young people and the danger of any information provided being used to
contact a young person with a view to grooming them for abuse.

DYT takes the following steps for the use of images/footage on the Internet:

e Particular care will be taken when posting such content on the Internet that it is
appropriate, does not provide any information that could be used to contact or locate a
young person and does not put a young person at risk in any other way.

e While it is impossible to completely control use of images once they are posted to the
internet, we request that all users of our own website and any third party sites on which we
have a presence adhere to the following, taken from our Acceptable Usage Policy:

e Do not use any content including images from the site without receiving permission from
DYT.

e Do not misuse or take out of context any content on the site including images or video
footage.

e Do not tag photos posted by the youth theatre.

e Any comments added should be respectful and not targeted at any particular young person.

e Do not add comments to photos that may identify young people in the photo.



SECTION 4.8: Transport Arrangements

DYT requests that members be picked up promptly at the appointed time from DYT or that primary
carers arrange suitable public transport options. Members who are being collected from the space
are asked to wait in the space with the supervising adult until their parent arrives. Members will not
be asked to leave the space before being picked up and left outside. If a young person is getting
public transport after events, it is preferable for members to travel in a group to the bus stop.

DYT Staff will avoid giving lifts home to members if at all possible. However, there may be
circumstances where there is no alternative, for example if you feel that a young person will be left in
a potentially dangerous situation otherwise. If a situation necessitates giving a lift to a member, they
should ideally have another adult or failing that another young person in the car. The staff
member/volunteer should take care to inform the primary carer of the member. They should also
inform the Designated Person, or if they are the D.P, they should inform another Leader. The most
practical method for this is by text message. The recipient doesn’t need to

respond or engage in a conversation. Staff should not give lifts to young people on a regular basis.

In the instance, the leader should also be sure they are adequately insured, and their driver’s license
can allow for this.

In the case of off-site events DYT will inform primary carers of the arrangements in place for that
event, if the group will get a bus to and from an event or if they are expected to make their
arrangements to and from an event, this information will be on the relevant permission slip for each
trip.



SECTION 4.9: Code of Behaviour When Traveling With DYT

For all trips and excursions away from home the members will always be accompanied by
responsible adults who adhere to DYT’s policies on the Selection and Recruitment of Staff and
Volunteers

Leaders will be chosen for their suitability, availability and relevant experience. Leaders will have
completed the Garda Vetting process and have been recruited in line with the youth theatre’s
Recruitment and Selection Policy.

When dealing with a mixed group of members DYT will have leaders that will reflect the make up of
that group.

DYT adheres to good practice when observing adult/ young people ratios of trips and excursions.

For members under 18, parents/ primary carers will be given clear information on the nature of trips
in advance and consent will always be required for the members participation.

All members participating in overnight trips or excursions will be required to fill out dietary and
medical forms, including emergency contact details for two adults. One of whom should be a
parent or primary carer. This information will be kept in line with DYT’s Confidentiality Policy and
will only be accessed by those who need it.

Youth Theatre Ireland has developed a detailed guide to planning trips abroad. Go Happy,
Come Back Safely: Is downloadable from their website:
http://lwww.youththeatre.ie/resources/show/Welfare

All members must carry the Welfare Leaders telephone number at all times. This number is 089 447
7611.

No illegal drugs or legal highs (those sold in head shops) are to be used in any way during the
trip. The trip is an alcohol free weekend including for those who are aged 18 or over. No member

is to engage in sexual activity.

All members must be present at all scheduled head-counts at the time and place designated by
welfare leaders.

Members are housed according to gender. Members are not allowed in rooms that have not been
allocated to them.

Transgender and non-binary young people will be assigned to rooms on a case-by-case basis in
conversation between the leaders and the young person involved. All decisions will take into
account the young person’s views.

Bed times will be set at the discretion of the Welfare Leaders. Lights out are a half an hour
after bedtime.

Once you are in your bedroom after bedtime you are not permitted to leave the room, except in the
event of an emergency and if you need to use the bathroom. No member should leave his/her/their
bedroom before an agreed ‘getting up time’. This will be agreed with the Welfare Leaders.

Bedroom doors must not be locked from the inside after bedtime.
Please respect those members sharing your bedroom who may wish to sleep.

If you have a grievance with any of the venue staff or DYT facilitators during the trip you should air
it with the Welfare Leader you feel most comfortable talking to and they will deal with it on your
behalf if necessary.



If you have a grievance with one of the Welfare Leaders you can air it with the other Welfare Leader.

If you have a grievance with a fellow member and can’t deal with it yourself you should air it with
the Welfare Leader you feel most comfortable talking to and they will deal with it on your behalf if
necessary.

Any grievance should be dealt with as soon as possible.
Bullying of any kind will not be tolerated.

All members must participate in all workshops to the best of their ability. Any decision not to
participate in a workshop is at the discretion of the Welfare Leaders.

All members should arrive on time for workshops.

Mobile phones should be switched off/put on silent whilst in workshops.
Members should dispose of chewing gum before going into a workshop.

No member may go further than the boundaries set by the Welfare Leaders.

All members should adhere to and respect the rules as laid out by the venue. Members must treat
all staff working at venues with respect and courtesy.

The general members code of behaviour also applies on trips away.



SECTION 5: Recruitment and Selection of Staff

SECTION 5.1: Recruitment and Selection of Staff

RECRUITMENT AND SELECTION POLICY STATEMENT

We will ensure that Staff that has direct contact with the members are carefully selected, and
supervised to provide a safe artistic environment for all members, by observing the following

principles:

e Roles and responsibilities will be clearly defined.
e Posts for permanent positions will be advertised widely. For any roles involving relevant
work, as defined by the National Vetting Bureau (Children and Vulnerable Persons) Acts

2012 to 2016, it will be made clear that the role is subject to Garda Vetting.

e We will select the most suitably qualified personnel.

e Candidates will be required to complete an application form.

e Candidates will be asked to sign a declaration form.

e At least two references that are recent, relevant, independent and confirmed will be

necessary.

e A panel of at least two (or more) representatives will select Permanent Staff Through an

interview process.
e No person who would be deemed to constitute a ‘risk’ will be employed.
e Some of the exclusions would include:

o Any child-related convictions;
o Refusal to sign an application form and declaration form;

o Insufficient documentary evidence of identification;
o Concealing information on one’s suitability for working with children.

Once selection has taken place:

e We will adhere to The National Vetting Bureau (Children and Vulnerable Persons) Acts 2012 to
2016 which makes it clear that a contract cannot be issued or employment commenced until the
Garda vetting process is complete for any roles that involve what ‘relevant work.” The garda
vetting process for the successful applicant will be initiated as a matter of urgency.

e We will confirm the ID of the selected applicant. The Chairperson will request an official photo
ID, i.e., a passport or driver’s license.

o All references will be followed up. Rather than relying solely on written references, the
Chairperson or Hiring Committee shall speak to referees by telephone.

e Once the garda vetting process is satisfactorily completed, a contract of employment will be
issued. The contract will include but is not limited to the following:

- the nature of the contract will be stated e.g. the period of time covered,

part-time/full-time.
- details of the probationary period.



- hours of employment. It will be made clear whether additional hours may be required. We
will also state whether there will be remuneration for extra work or whether a time in lieu
system will operate.

- details of the person to whom the employee reports. This will normally be the
Chairperson.

- outline of unacceptable conduct and disciplinary procedures

- the contract will also state the Staff Member must adhere to the youth theatre’s
ethos, approach to working with young people, Code of Behaviour, Welfare and
Child Protection Policy and any other relevant policies/procedures

- re-vetting period for all Staff/\Volunteers i.e. every three years.

- an outline how the contract can be terminated.

- there will be a relevant probationary period.

Garda Vetting Policy

As detailed already Dublin Youth Theatre has a robust recruitment/selection policy. While we
recognise the importance of garda vetting in safeguarding the wellbeing of our members, we also
recognise that it is only one aspect of safe recruitment.

Dublin Youth Theatre is a member of Youth Theatre Ireland’s Garda Vetting Consortium. As a
member of the Consortium we have agreed to the following:

e We are familiar with the provisions of the National Vetting Bureau (Children and Vulnerable
Persons) Acts 2012 to 2016. We are also confirming representatives from the youth
theatre/ organization have read Youth Theatre Ireland’s Garda Vetting Consortium Policy
and we agree to adhere to the policy.

e It is an offense to engage a person, paid or voluntary, to carry out relevant work
without having first received a Garda vetting disclosure.

e We cannot issue a contract of employment or make any agreement with an employee or
volunteer until the vetting process is complete.

e It is an offense to use garda vetting disclosures in any way that contravenes the legislation
including the sharing of garda vetting disclosures with any third party.

e We are required to inform all applicants they can request a copy of their Garda vetting

disclosure. If requested, we will provide a copy of his/her disclosure to an applicant.

e The Minister for Justice may set a period for re-vetting of employees/volunteers. It will be an

offense under the legislation not to submit employees/volunteers for re-vetting within this

period. (Until this period is prescribed the re-vetting period is a matter of organizational policy.

Youth Theatre Ireland recommends re-vetting takes place every three years).

e We will not accept an existing garda vetting disclosure from an individual.

e We will inform any person to whom we have provided a copy of their Garda vetting

disclosure, which the disclosure cannot be used as proof of vetting.

e We have nominated a Designated Person for Garda vetting. We recognise that the DP is
the only person with whom Youth Theatre Ireland’s Liaison Person will share or discuss
garda vetting disclosures.

e We will inform Youth Theatre Ireland as soon as is practicable should we appoint a new
Designated Person.

e We will follow the procedure for e Vetting as outlined in the policy.

e We recognise that each applicant must complete a Vetting Invite Form and we will provide
applicants with a copy of the Information For Vetting Applicants provided by Youth Theatre
Ireland. We will also supply them with a copy of the Garda Vetting Consortium Policy should
they request it.

e We will validate the identity of all vetting applicants as outlined in the policy. The DP will



forward a copy of the proof of identity documents to Youth Theatre Ireland’s Liaison Person
with the completed Vetting Invite Form.

e We will adhere to the guidance provided by the National Vetting Bureau when validating
identity.

e We accept that Garda vetting is only one aspect of good recruitment and child
protection/welfare practice.

e We accept it is the youth theatre’s responsibility and not that of Youth Theatre Ireland to
ensure all employees/volunteers who carry out relevant work submit a Garda vetting
application.

e \We will ensure all applicants are aware of the necessity of submitting their vetting
application without delay.

e We understand that vetting disclosures are of a highly sensitive nature and subject to data
protection legislation. We will follow the guidance on confidentiality and retention of garda
vetting disclosures provided in the policy.

e We agree to develop a mechanism and procedure for decision-making and appeals based
on best practice as contained in the policy.

e We recognise the necessity of managing disclosures within a legislative, human rights and
natural justice framework.

e \We acknowledge that it is the responsibility of the youth theatre/ organization, and not

that of Youth Theatre Ireland, to make decisions on Garda vetting disclosures.

e We permit the name of the youth theatre and the contact address to be provided to the

National Vetting Bureau as is required of all consortia members under the legislation.

e We are aware that if a youth theatre ceases to be affiliated to Youth Theatre Ireland, their

membership of the Consortium is automatically terminated.

e We are aware that Youth Theatre Ireland retains the right to terminate a youth theatre/
organization’s membership of the Consortium at any time should they be in breach of
the policy and this agreement.

e Youth Theatre Ireland reserves the right to make amendments to this policy. Amendments
become binding once written notification is sent to Consortium Members.

A copy of Youth Theatre Ireland’s Garda Vetting Consortium is available from the youth
theatre on request.

Our Designated Person for Garda Vetting is the Programme Coordinator Samuel Coyle.

Who do we Vet?

We will adhere to the garda vetting legislation and vet those who carrying out relevant work:

Relevant work is defined by the National Vetting Bureau (Children and Vulnerable
Persons) Acts 2012 to 2016 as follows:

any work or activity which is carried out by a person, a necessary and reqular part of which consists
mainly of the person having access to, or contact with children in:

e Childcare Services

e Schools
e Hospitals and health services

e Residential services or accommodation for children or vulnerable persons
e Treatment, therapy or counselling services for children or vulnerable persons

e Provision of leisure or physical activities to children or vulnerable persons (unless
this in incidental to the provision of services to a mixed group including adults)



e Promotion of religious beliefs

The only exemptions to vetting listed are:

Persons who assist occasionally and on a voluntary basis in certain activities or events be they
school, sport or recreational. This provision recognises the occasional but necessary involvement
or assistance of parents or other persons in certain activities in which children or vulnerable
persons are participating. [The National Vetting Bureau Act].....will apply where such involvement
includes coaching, mentoring, counseling, teaching or training of children or vulnerable persons.

Hence we require all Staff/Volunteers who have any facilitation, training or teaching role in the youth
theatre to submit a vetting application form.

We also vet those who fall into the following categories:

e Any person whose role involves supervision of young people, e.g., a leader for a trip away
or a volunteer/staff member who fulfills the ‘second adult’ in the workshop space role. Also
included is anyone engaged to carry out extra supervision for productions etc.

e Any person with an admin role who may carry out supervision of members or have
direct contact with members through their role.

e Directors/Assistant Directors of productions

e Stage Managers and Production Managers

e Costume/Lighting/Sound Designers and Operatives

e Those documenting events involving members

e Those evaluating events involving members

e Any person whose role may involve communicating directly with young people.

As required by the National Vetting Bureau, we do not vet board or committee members unless their
role requires direct work or contact with young people.

We recognise that we cannot issue a contract or engage the services of anyone carrying out
relevant work without receiving a Garda vetting disclosure. Therefore when planning our
programme, we will assess the individuals we will need to deliver elements of the programme that
involve relevant work with children/young people. Once these potential staff/volunteers have been
identified, we will contact them to begin the garda vetting process.

Decision-Making on Garda Vetting Disclosures

We recognise that while the well-being of children/young people is of paramount importance,
receiving a disclosure outlining a conviction about potential staff/volunteers, does not necessarily
mean this person cannot be employed by the youth theatre.

As advised by Youth Theatre Ireland we have created a decision-making committee for making
decisions on Garda Vetting. The members of the committee are Deborah Murphy and Ciaran
Gray.

We will adhere to the decision-making guidance provided in Youth Theatre Ireland’s Garda Vetting
Consortium Policy including the factors to be considered when making decisions on Garda vetting
disclosures.

We will also follow Youth Theatre Ireland’s advised procedure for Disputes/Appeals as contained in
the organization’s Garda Vetting Consortium Policy.

For details of our approach to confidentiality and retention of garda vetting disclosures, see
our Confidentiality Policy.

Garda Vetting of Under 18’s

To be considered a leader of Dublin Youth Theatre you must be aged 18 or over. We do not permit



any person under 18 to assume a position of responsibility or supervise members. For this reason,
we do not require anyone under 18 to be vetted.

International Vetting

Under the Irish vetting system, even if an applicant has no Irish addresses, they are still required to

make an application for Garda Vetting. The e-Vetting system allows inclusion of addresses from
anywhere in the world.

Where a potential staff/volunteer has no Irish addresses (or has spent a considerable period outside

Ireland), we will also request a copy of the standard police clearance available in the jurisdiction(s)
in question.



SECTION 5.2: Supervision/Support/Training of
Staff/volunteers

STAFF/ VOLUNTEER MANAGEMENT POLICY STATEMENT
To protect both staff (paid and voluntary) and the members, we undertake that new staff will: e
Be given an induction that includes going through the organization’s code of conduct, child

protection policies and procedures. The induction will also ensure that the new staff
member is aware of the correct staff member designated to deal with issues of concern and
their role. Undergo a probationary, trial period or if contact is short term (a matter of hours)
will be supervised.

e Will be given a fixed term contract.

All staff will:

e Receive an adequate level of supervision and review of their work practices.

e Be expected to have read and signed the Child Protection Policy Statement.

e Be provided with child protection training (where appropriate).

e Depending on the role, the needs of the staff, and the resources available to the youth
theatre other training will also be sourced. This may include First Aid training, facilitation
training, other artistic training such as directing, training in the admin, finance and funding
aspects of youth theatre.

o Staff will be encouraged to link in with other organizations and networks such as Youth

Theatre Ireland.
e All adults involved in the youth theatre including those who work on a short-term basis with
the group will be encouraged to offer feedback on their experience.

Reporting Structures
The Executive Director and Artistic Director report directly to the board. The Programme

Coordinator, volunteers, production staff and short-term office staff report to the Executive
Director. Workshop facilitators and artistic staff report to the Artistic Director.

Chairperson

Voluntary Board of Directors

Executive Director — Artistic Director

Programme Coordinator, Interns, Volunteers Workshop Facilitators, Artistic Staff



SECTION 5.3: Selection and Support of Volunteers

Policy Statement

Dublin Youth Theatre is committed to providing a professional and efficient service in supporting
volunteerism in youth theatre.

We recognise that to achieve our goals we need to involve volunteers in our work too. It is also
essential that we present a model of good practice in volunteer management.

We regard volunteers as a valuable resource and encourage them to get involved at all levels of the
organization and within all appropriate activities. We aim to train, support and supervise our
volunteers to the best of our abilities, and to act quickly and fairly if difficulties arise.

Procedural Guidelines

1. General principles
1.1 Purpose of document

The purpose of this internal document is to provide guidance on all aspects of volunteering at
Dublin Youth Theatre. It does not constitute a binding contract. It supplements other policies and
procedures, as well as our definition of volunteering, our mission statement, and our value base.

These procedures apply to all non-elected volunteers who undertake tasks on behalf and at the
direction of Dublin Youth Theatre.

1.2 Responsibility

The Executive Director is responsible for ensuring that the policy and the procedures in this
document are implemented efficiently and effectively. All other Staff and volunteers (including
voluntary management committee members) are expected to facilitate this process.

1.3 Eligibility

Dublin Youth Theatre will consider involving anyone as a volunteer. Individuals must, however, be
able to demonstrate a commitment to the aims of the organization and may only be placed if their
needs as volunteers match the needs of the organization. Furthermore all volunteers are subject to
Garda Vetting and may only become a volunteer once this has successfully been completed. No
person who has a conflict of interest with any aspect of the organization will be accepted as a
volunteer.

1.4 Relationship with paid staff (Where applicable)

Volunteers are appointed to enhance the capacity of paid staff, not as a substitute for them.
Conversely, Dublin Youth Theatre does not accept the services of its paid staff as volunteers. Clear
roles are established to differentiate between paid staff and volunteers to foster mutually beneficial
and complementary relationships.

1.5 Working conditions

Volunteers are treated as full members of the Dublin Youth Theatre team. They are treated as



equally and fairly as paid staff and are included in the organizations, functions and decision-making
processes wherever practical. Volunteers are provided with appropriate work sites and have access
to space, equipment, and facilities necessary to volunteer effectively and comfortably.

1.6 Working times

Working times are negotiated between the Dublin Youth Theatre Executive Director and the
volunteer and are as flexible as the tasks allow. Voluntary time commitment is never expected to
match that of full-time paid staff, but unscheduled absences can create organisational problems.
When expecting to be absent, volunteers should inform their supervisor as soon as possible, so that
alternative arrangements can be made.

1.7 Appropriate behaviour

Volunteers are expected to work within the policies and procedures of the Dublin Youth Theatre and
adhere to its ethos. As representatives of the organization, they are responsible for presenting a
positive image of the Dublin Youth Theatre to the outside world.

1.8 Representation of the Dublin Youth Theatre

Volunteers must seek prior approval from the Dublin Youth Theatre Executive Director before
undertaking anything that might affect the organisation. This includes, but is not limited to,
statements to the press, joint initiatives with other bodies, and agreements involving contractual or
financial obligations.

1.9 Confidentiality

The Dublin Youth Theatre respects the volunteer’s right to privacy and confidentiality. In turn,
volunteers are responsible for maintaining the confidentiality of all privileged information to which
they are exposed while volunteering with the Dublin Youth Theatre.

1.10 Records

A system of records is maintained on all volunteers, including dates and times of service, duties
performed, evaluation of work, etc. Volunteer records are accorded the same confidentiality as
staff records.

1.11 Service at the discretion of the Dublin Youth Theatre

Any voluntary service is at the discretion of the Dublin Youth Theatre. The Dublin Youth Theatre
may, at any time, and for whatever reason, decide to terminate a volunteer’s relationships with the
organization. Similarly, volunteers may at any time, and for whatever reason, decide to terminate
their relationships with the Dublin Youth Theatre. Notice of such decisions should be communicated
at the earliest opportunity, preferably in writing.

2. Recruitment
2.1 Role descriptions and person specifications

Like paid staff, volunteers require a clear and accurate description of the tasks and responsibilities
they are expected to undertake. Before any volunteer assignment or recruitment effort, a role
description must be developed for each voluntary opportunity. This must include a title of the



volunteering role, starting and finishing dates, hours and place of work, the name of supervisor and
tasks to be undertaken. If appropriate, a brief person specification may also be drawn up. The role
description may be amended in a joint agreement with the volunteer and the Dublin Youth Theatre
Executive Director. A copy of the final version must be given to the volunteer before commencing
voluntary work, as it will be used in supervision and evaluation sessions. Role descriptions must
define a time limit (no longer than one year) for voluntary involvement, after which time they are
reviewed, and updated if appropriate.

2.2 Applications

Volunteers are recruited on a pro-active basis by the organization using publicity avenues that are
suitable for the roles that need to be filled. Potential volunteers may also apply speculatively or
come via the volunteer placement service provided by the Dublin Youth Theatre. Volunteers are
recruited by the Dublin Youth Theatre’s equal opportunities policy. See Appendix 16 All volunteers
are required to complete an application form and a Garda Vetting Form.

2.3 Interviews

If necessary, applications are shortlisted, and suitable candidates are invited to attend an
informal chat with the Dublin Youth Theatre Executive Director, to ascertain their interest in and
suitability for the role. Written records of all interviews are kept. All unsuccessful candidates are
thanked for applying and encouraged to re-apply for other volunteering opportunities, either
current or in the future.

2.4 Checks for suitability

References are always taken up along with Garda Vetting, and if the role requires it, health
(mental and physical) is also undertaken. Other checks may also be completed (for example,
ascertaining professional qualifications). Volunteers are always warned of the intention to make
these checks. If they refuse permission and cannot provide an acceptable reason, they will not be
placed.

2.5 Appointment

Formal appointments are made only after the role description has been agreed, and all necessary
checks have proved acceptable. No placements are made unless the requirements of the
volunteer and the volunteer’s supervisor can be met.

2.6 Probation

All placements are subject to an initial trial period of one month. At the end of this period, the Dublin
Youth Theatre Manager meets with the volunteer to discuss the volunteer’s suitability for their role.
At this point, volunteers may continue in their current role, be re-assigned to a more suitable role, or
be asked to leave.

3. Training

3.1 Induction

All volunteers receive induction when they begin voluntary work with the Dublin Youth Theatre. This



consists of a general introduction to the organization, as well as a specific orientation on the
purposes and requirements of their volunteering role.

3.2 On-the-job training

Volunteers receive initial and ongoing on-the-job training to provide them with the information and
skills necessary to perform their tasks well. The training must be appropriate for the demands of the
position and the capabilities of the volunteer. All volunteers are required to take Child Protection
Training and renew it every three years by the Children First Guidelines.

3.3 Additional training

Volunteers are actively encouraged to identify training courses, seminars, conferences, and so on,
which would help them to perform their roles better and which would aid their personal
development. Approval to undertake such training free-of-charge must be given by the Dublin Youth
Theatre Executive Director, and this will only be done if sufficient funds are available. Priority is
given to long-standing volunteers and those who have received little or no training in the past.

3.4 Training information

If additional training was paid for by the Dublin Youth Theatre, any course or other materials
belong to the organisation and must be filed in the Dublin Youth Theatre office. All volunteers are
required to submit a short report outlining the content and usefulness of the course or meeting
attended. Training information must be disseminated to relevant people within the organisation.

4. Supervision

4.1 Lines of communication

Lines of communication should operate in both directions and should exist formally and informally.
Volunteers must have access to all appropriate information, memos, materials, and meetings
relevant to their assignments. Volunteers must be consulted on all decisions that would substantially
affect their volunteering conditions.

4.2 Supervisors
Each volunteer must have an identified supervisor who is responsible for the day-to-day

management of that volunteer. The Dublin Youth Theatre Executive Director normally takes on the
supervisor’s role, but all staff members receive training and guidance on how to involve volunteers
effectively in the work of the organization.

4.3 Supervision sessions

Volunteers receive regular appraisals of their work, based on their role descriptions. Evaluation
sessions take place at least once a month between the volunteer and his or her supervisor. These
sessions review the performance of the volunteer, suggest any changes in work style, seek
suggestions from the volunteer on means of enhancing the volunteer’s relationship with the Dublin
Youth Theatre, convey appreciation to the volunteer and ascertain the continued interest of the
volunteer in serving in his or her role. The sessions also serve as an opportunity to plan future
tasks.



4.4 Corrective action

If appropriate, corrective action may be taken following evaluation sessions. Examples include
the organization of training for an identified training need, the reassignment of a volunteer, or the
dismissal of a volunteer.

4.5 Dismissal

Volunteers who do not adhere to the organization’s rules or who fail to perform their volunteer
assignments satisfactorily may be subject to dismissal. No volunteers’ involvement will be
terminated in writing until the volunteer has had an opportunity to discuss the reasons for possible
dismissal with their supervisor. Grounds for dismissal include, but are not limited to, the following:
gross misconduct, being under the influence of drugs (including alcohol), theft, misuse of
equipment and materials, abuse of clients and co-workers, breaches of confidentiality, failure to
abide by Dublin Youth Theatre policies and procedures and failure to complete duties to a
satisfactory standard.

4.6 Concerns and grievances

If volunteers are not satisfied that issues relating to their volunteering are being handled
appropriately, they are entitled to have their concerns reviewed by the management committee. The
management committee will discuss the issue as soon as practical after receiving a written
complaint and take appropriate action. The chair of the management committee makes the ultimate
decision.

4.7 Exit interviews

Where possible, informal exit interviews are held with any volunteers who are leaving the
organization, either because they have reached the end of their project, or are leaving for some
other reason. Interviews are usually conducted with the volunteer’s ex-supervisor, and written
records are kept. The session should ascertain why the volunteer is leaving, how they found the
volunteering experience and what suggestions they offer to improve the way the organization
operates. The offer of a personal reference for future employment etc. is made to each
volunteer.

5. Support and recognition

5.1 Support

The Dublin Youth Theatre endeavors to provide the support necessary to encourage and
empower volunteers to make a meaningful contribution and gain significant benefits from their
voluntary work. Support forms part of the regular supervision sessions and gives volunteers a safe
setting in which to express themselves, let off steam and discuss how they feel about volunteering.
The Dublin Youth Theatre Executive Director will always try to be available to volunteers who
require support in other areas that are affecting their performance.

5.2 Recognition

Volunteers provide a unique service to the Dublin Youth Theatre, the benefits of which are difficult to



quantify. It is essential that their efforts are recognised and rewarded. Dublin Youth Theatre Staff is
responsible for thanking all volunteers informally on a regular basis for the valuable contribution that
they make to the organization. The Dublin Youth Theatre Executive Director is responsible for
ensuring that more formalized recognition takes place at key times.

5.3 Expenses

Volunteers give their time and skills free of charge, so it is essential that the Dublin Youth Theatre
offers to reimburse any out-of-pocket expenses they may incur in the course of undertaking
voluntary work for the organization. The costs of volunteering should never be allowed to
discourage those on low incomes. Current rates and procedures for claiming expenses are agreed
by the management committee and publicised to all volunteers.

5.4 Insurance

Insurance is provided by the Dublin Youth Theatre to cover all volunteers working on behalf
and at the direction of the organization.

5.5 Personal and vocational development

Volunteers are encouraged to develop their skills while involved with the organization and are
assisted into assuming additional and more significant responsibilities over time if they desire
this.

6. Monitoring and evaluation
6.1 Dublin Youth Theatre volunteer involvement

The Dublin Youth Theatre monitors and evaluates volunteer involvement in the organization on a
regular basis and seeks to make ongoing improvements.

6.2 Feedback

Constructive feedback on this document is always welcome. It must be given to the Dublin Youth
Theatre Executive Director who will ensure that it is considered entirely.



SECTION 6: Health and Safety

HEALTH AND SAFETY STATEMENT

We of Dublin Youth Theatre are committed to working by the provisions of the Safety, Health and
Welfare at Work Act 2005 and other associated legislation and the requirements of this Safety
Statement.

We also use the Dublin Youth Theatre office and workshop space at 3 Denmark Street for small
group workshops, rehearsals and meetings and have developed a health and safety policy for the
building.

Dublin Youth Theatre is committed to fulfilling our statutory obligations to manage and coordinate
workplace safety and health and ensuring, so as far as is reasonably practicable, that:

*Work activities are managed to ensure the safety, health, and welfare of my/our employees and
members

* The safety statement is maintained and updated, risk assessments are carried out and reviewed
as required and brought to the attention of all employees at least annually

« |dentified protective and preventive measures are implemented and maintained

 Improper conduct likely to put an employee’s safety and health at risk is

prevented

* A safe place of work is provided, which is adequately designed and maintained
» A safe means of access and egress is provided

« Safe plant and equipment are provided

» Safe systems of work are provided

* Risks to health from any article or substance are prevented

* Appropriate information, instruction, training and supervision are provided

» The Executive Director is responsible for the implementation of youth theatre Health and Safety
policy/procedures. It is the responsibility of all staff/volunteers, to familiarise themselves with the
Health and Safety policy and procedures and observe them in their work.

» Where hazards cannot be eliminated, adequate arrangements, including the provision
of suitable protective clothing and equipment, will be put in place to reduce the risk of
injury

* Emergency plans are prepared and revised
» Welfare facilities are provided and adequately maintained

» Competent personnel to advise and assist in securing the safety, health, and welfare of
my/our employees are employed when required.



Signed:

Date:

Position:

Chairperson

Health & Safety Officer

All staff,

volunteers and members of Dublin Youth Theatre are required to abide by the Health and

Safety Statement and when onsite in another venue to abide by the H&S Statement of that
organisation.

DYT maintains a public and employers liability insurance policy with Aviva Insurance Ireland.

Risk assessments

A Risk

Assessment is carried out annually by the Executive Director in respect of the overall

organization. Risk Assessments relating to individual productions are carried out by the production
manager for that production and provided to the Executive Director for approval.

lliness/Injuries/Emergencies

In any

emergency situation, the wellbeing of the young person(s) will always be our overriding

concern and any action taken should reflect this. Although every emergency situation will be
different and will have its unique factors, the following is an outline of the procedures that should be
followed by Staff/VVolunteers:

e A well-stocked First Aid Kit is available at all times. We will endeavor to train staff in First Aid.

If a youth theatre trained First Aider is not available, staff could contact the on-duty venue
First Aid person.

e Staff are provided with details of local doctors/ hospitals and other local emergency services

such as the Gardai.

e Staff are provided with emergency contact details for parents and also details of any

dietary/medical requirements a participant may have. (This information is to be managed as
outlined in our Confidentiality Policy).

e We will inform parents/primary carers of illness and/or injuries suffered by their child.
e Depending on the severity of the illness/injury, the following steps may be taken:

- it may be decided that it is sufficient for the participant to sit out the session.

- it may be decided that the best course of action is for the young person to leave the
session early. If this is the case, we will contact the parents/primary carers. We will request
that they collect the member in question. If they are unable to do so, the staff must ask
them if they are agreeable to the young person to make their way home.

- It may be decided that the young person requires the attention of a medical professional.
In this case, the parents will be asked to come to the venue as soon as possible.

- If the illness/injury is thought to be serious and life-threatening, an ambulance should be
requested immediately. A Staff member should accompany the young person to the hospital
if a parent/primary carer is not present. The parent/primary carer will be asked to go to the
hospital as soon as possible so that the Staff member can leave.

- If the Designated Person is not present, he/she should be informed also.

- An Accident/Incident Report Form should be completed by the appropriate person as soon
as possible. The best person to complete this will usually be the First Aid person who made



the initial assessment, but it may be that they are not aware of all the relevant information,
e.g., if someone else goes to the hospital with the young person. In this case, they should
complete the report together. Staff should contact the Designated Person if they are unsure
how to proceed with this. Note: If a Staff member leaves the venue, for example, to
accompany a member to hospital, the Designated Person or Chairperson, (if not present)
should be informed as soon as possible.



SECTION 7: Child Protection and Handling Suspected
Abuse

SECTION 7.1: Child Protection and Dealing with Suspected
Abuse

Introduction
Dublin Youth Theatre is committed to safeguarding its members from abuse from within the youth

theatre but also recognises the duty of care it has about dealing with any suspected
abuse/disclosures of abuse from its members. DYT recognises that the welfare of the child/young
person is of paramount importance in all cases of suspected/alleged abuse.

Dublin Youth Theatre Child Protection Policy

It is the policy of Dublin Youth Theatre to safeguard the welfare of all children by protecting them

from all forms of abuse. Dublin Youth Theatre is committed to safeguarding young people and to
provide a safe space for children and young people to grow, develop, learn, experiment and have
fun.

We will endeavour to safeguard children/young people by:
e Ensuring Dublin Youth Theatre has a formal Welfare and Child Protection Policy in place

that is regularly reviewed and updated.

e Sourcing training for all Staff engaged in Dublin Youth Theatre that is appropriate to their
role, work and contact with young people. Evidence of all Child Protection training will be
kept on file.

e Ensuring the welfare of the child is paramount in all decisions, activities and programmes
involving children and young people.

e Adhering to the procedures set out for the recruitment and selection of
Staff/volunteers/volunteers/volunteer.

e Providing effective management for Staff through supervision, support and training.

e Adopting Child Protection guidelines and reflecting these through our code of behaviour
for Staff/volunteers.

e Sharing information about Child Protection and good practice with children, parents
/ primary carers, Staff/volunteers.

e Sharing information and working with relevant agencies as appropriate.
e Taking part in multi-disciplinary teams as appropriate.

e Submitting Staff/volunteers for Garda Vetting through Youth Theatre Ireland’s Garda vetting
consortium.

e Carry out an annual review of child protection.
e Promoting an awareness of the definitions of abuse amongst all Staff and volunteers

In conjunction with the youth theatre board, the Designated Person will review the Welfare/Child
Protection policy, procedures, and practices on an annual basis. Any changes in relevant legislation
and national guidelines about child protection and young people will be amalgamated into the policy.



The policy applies to youth theatre to Staff/Volunteers, members, to visitors and facilitators.

Key Principles of best practice in child protection and welfare (taken from Children First:
National Guidance) Children First: National Guidance for the Protection and Welfare of
Children (2017) Emphasises that the wider community, beyond parents and primary carers, has a
responsibility for the welfare and protection of children. Organisations that work with children and
young people, be they statutory or not, are specifically indicated as having responsibility and
corporate duty to care.

Dublin Youth Theatre adopts the following principles outlined in Our Duty to Care, ensuring the
creation of an environment in which young people are listened to, given a sense of belonging and
kept safe. Creating an environment where parents are supported and encouraged, and
Staff/Volunteers, who work with young people are supported and protected.

» The welfare of children is of paramount importance.

« Early intervention and support should be available to promote the welfare of children and families,
particularly where they are vulnerable or at risk of not receiving adequate care or protection. Family
support should form the basis of early intervention and preventative interventions.

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

« 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. Where there are concerns about a child’s welfare, there should be opportunities provided
for their views to be heard independently of their parents/carers.

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

* Factors such as the child’s family circumstances, gender, age, stage of development,
religion, culture, and race should be considered when taking protective action. Intervention
should not deal with the child in isolation; the child’s circumstances must be understood within
a family context.

* The criminal dimension of any action must not be ignored.

+ Children should only be separated from parents/carers when alternative means of protecting them
have been exhausted. Reunion should be considered in the context of planning for the child’s
future.

The following is taken directly from Children First: National Guidance and outlines the means by
which organizations meet this responsibility and duty:

(i) promoting the general welfare, health, development, and safety of children.

(i) adopting and consistently applying a safe and clearly defined method of recruiting and selecting
Staff and volunteers.

(iii) developing guidance and procedures for Staff and volunteers who may have reasonable
grounds for concern about the safety and welfare of children involved with the organization. These
procedures should not deviate from these Children First: National Guidance but could offer further
elaboration to ensure local relevance and applicability. It is the responsibility of each organization's
Board of Directors or Management to ensure that such policies and procedures are in place and are
operating effectively.



(iv) identifying a designated liaison person to act as a liaison with outside agencies and a resource
person to any Staff member or volunteer who has child welfare and protection concerns. The
designated liaison person is responsible for reporting allegations or suspicions of child abuse to
Child and Family Agency or An Garda Siochana.

(v) ensuring that the organization has clear written procedures on the action to be taken
if allegations of abuse against employees/volunteers are received

(vi) raising awareness within the organization about potential risks to children's safety and

welfare.

(vii) developing effective procedures for responding to accidents and complaints.

(viii) Ensuring that clear procedures about record-keeping of child protection and welfare concerns
are in place and are operating effectively, taking appropriate account of the need to ensure that
such records are kept securely. Organisations that administer services through some individual
units should standardize recording procedures in cases of children at risk. All agencies dealing with
children must have a policy of cooperating with the Child and Family Agency on the sharing of their
records where a child welfare or protection concern arises.

(ix) The prevention, detection and treatment of child abuse or neglect requires a coordinated
multidisciplinary approach, effective management, clarity of responsibility and training of personnel
in organisations working with children.

(x) Professionals and agencies working with adults who for a range of reasons may have serious
difficulties meeting their children’s basic needs for safety and security should always consider the
impact of their adult client/patient’s behaviour on a child and act in the child’s best interests.

All personnel involved in organizations working with children should be alert to the possibility of
child abuse. They need to be aware of their obligations to convey any reasonable concerns or
suspicions to the Child and Family Agency or An Garda Siochana. They also need to be informed
of the correct procedures for reporting such concerns. As part of its duty of care to members, youth
theatres need to have procedures in place to deal with both suspicions and disclosures of abuse.

In order to ensure DYT meets its obligations, the following measures have been put in

place: Designated Liaison Persons for reporting neglect or abuse

« Every organisation, both public and private, that is providing services for children or that is in
regular direct contact with children should identify a Designated Liaison Person to act as a liaison
with outside agencies and a resource person to any staff member or volunteer who has child
protection concerns.

» The Designated Liaison Person is responsible for ensuring that the standard reporting procedure
is followed, so that suspected cases of child neglect or abuse are referred promptly to the
designated person in the Child and Family Agency or the event of an emergency and the
unavailability of the Child and Family Agency, to An Garda Siochana.

» The Designated Liaison Person should ensure that they are knowledgeable about child protection
and undertake any training considered necessary to keep themselves updated on new
developments.

DYT has appointed a Designated Person (DP) to deal with all Child Protection issues. The DP is the
Executive Director Sarah Bragg-Bolger, and can be reached on the DYT mobile (085)850 856 or at
sarah@dublinyouththeatre.com

The Deputy Designated Person (DDP) is currently the Chair, Naoise Nunn and should be



contacted at 086-2761256 if the DP is unavailable.

DYT also has a Welfare Sub-Committee, whose sole role is to support the role of the DP should
they have concerns. Currently this sub-committee is comprised of two adult volunteers drawn from
DYT’s company membership and 2 young people elected by the Members’ Forum. The adult
volunteers make themselves available to the membership should they wish to discuss anything
privately or which may involve the Executive Director. Their mobile phone numbers are advertised
in the building and they are invited to call or text the leaders in confidence. The members
representatives also make themselves available to the membership and can raise issues or
concerns with the Executive Director or Adult Leaders on behalf of members who may not have the
confidence to come forward themselves. Members’ representatives are also asked to listen out for
any unhappiness in the membership or to keep an eye on vulnerable members. In addition should a
concern arise or an incident occur the Adult Volunteers sit in and support the DP in meetings with
young people and parents as a witness.

The Designated Person will be supported in this role by the welfare committee and will report to the
Chairperson of Dublin Youth Theatre. This position is currently held by Naoise Nunn (appointed
2023)

Any and all concerns should be reported to the Designated Person as soon as possible.

The following role description has been agreed for the Designated Person, as adapted from The
Code of Good Practice: Child Protection for the Youth Work Sector (2003):

The Designated Person should:

e operate within the guidelines set by the appropriate authorities and those approved by
his/her organisation.
e report suspicions and allegations of child abuse to the statutory authorities, i.e. Tusla Child
and Family Agency or An Garda Siochana.
e liaise between the organisation, young people, Staff and the statutory authorities where
necessary.
e create and maintain links with the statutory authorities and other relevant agencies and
resource groups.
e facilitate the provision of support to any victim, volunteer or employee making a referral and
provide support also to the person against whom the allegation has been made.
e advise the organisation, members or Staff on individual cases.
e advise on good practice.
e organise /facilitate training and workshops on guidelines in Child Protection.
e maintain proper records on all cases referred to him/her in a secure and
confidential manner.
e keep up-to-date on current developments regarding provision, practice, support
services, legal obligations/requirements and policy.
e In conjunction with the board, to ensure that the issue of Child Protection is considered
and the policy implemented as an integral part of the delivery of all youth theatre events.
The Designated Person is accessible to everyone in Dublin Youth Theatre and is supported by
ongoing training and supervision. When she/he receives a report about suspected or actual abuse,
she/he will consider whether there are reasonable grounds for reporting it to the CHILD AND
FAMILY AGENCY.
The following examples would constitute reasonable grounds for concern and should be reported:

e A disclosure from the child that he/she was abused.
e An account by a person who saw the child being abused.

e Evidence, such as injury or behaviour, which is consistent with abuse and unlikely to



be caused another way.

e An injury or behaviour, which is consistent both with abuse and with an innocent
explanation, but where there are corroborative indicators supporting the concern
that it may be a case of abuse. An example of this would be a pattern of injuries, an
implausible explanation, and other indicators of abuse or dysfunctional behaviour.

e Consistent indication, over a period that a child is suffering from emotional or physical
neglect.

A suspicion, which is not supported by any objective signs of abuse, would not constitute reasonable
suspicion, or reasonable grounds for concern. However, these suspicions should be reported to the
Designated Person who will record them internally as future suspicions may lead to the decision to
make a report. In such a case further reports and observation may lead to reasonable ground and
referral to the CHILD AND FAMILY AGENCY.

Training

Child Protection Awareness Programme (CPAP) is available to all Staff and volunteers. This training
is run periodically by Youth Theatre Ireland and certified through NYC. Child Protection training is
also available directly from Tusla, The Child and Family Agency. All Staff and volunteers are required
to participate in this training every three years.

Training includes:

e Designing and developing a child protection policy and code of behaviour. This course is a
one-day training programme for senior Staff/\VVolunteers and decision makers in
organizations who have responsibility for the development and review of policies and
procedures

e Designated Person Training- This course is aimed at those with the role and responsibility
of a Designated Person / Child Protection Officer within their organization.

Additional Training

Where possible, Staff and volunteers should avail of suitable relevant training in areas such as First
Aid, youth mental health, anti-bullying, LGBT issues and so on, as necessary.



SECTION 7.2: Definitions of Abuse/Neglect

Definitions of Abuse

The definitions of abuse must be taken directly from Children First as contained in Section
6.2 of the guidelines, and cannot be adapted in any way.

Types of child abuse

Child abuse can be categorized into four different types: neglect, emotional abuse, physical abuse
and sexual abuse. A child may be subjected to one or more forms of abuse at any given time. More
detail on each type of abuse is given in Appendix 1 of Children First (reproduced in full in Appendix
1). In the Children First national guidance, 'a child' means a person under the age of 18 years,
excluding a person who is or has been married.

Definition of ‘neglect’

* Neglect can be defined regarding an omission, where the child suffers significant harm or
impairment of development by being deprived of food, clothing, warmth, hygiene,
intellectual stimulation, supervision and safety, attachment to and affection from adults, and
medical care.

* Harm can be defined as the ill-treatment or the impairment of the health or development of a
child. Whether it is significant is determined by the child's health and development as compared to
that which could reasonably be expected of a child of similar age.

» Neglect generally becomes apparent in different ways over a period rather than at one specific
point. For example, a child who suffers a series of minor injuries may not be having his or her needs
met regarding necessary supervision and safety. A child whose ongoing failure to thrive or whose
height is significantly below average may be being deprived of adequate nutrition. A child who
consistently misses school may be being deprived of intellectual stimulation.

* The threshold of significant harm is reached when the child's needs are neglected to the
extent that his or her well-being and development are severely affected.

Definition of 'emotional abuse’

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

Examples of emotional abuse of children include:

« the imposition of negative attributes on children, expressed by persistent
criticism, sarcasm, hostility or blaming;

« conditional parenting in which the level of care shown to a child is made contingent on his
or her behaviours or actions;

» emotional unavailability of the child's parent/carer;
* unresponsiveness of the parent/carer and inconsistent or inappropriate expectations of the

child;



» premature imposition of responsibility on the child;

« unrealistic or inappropriate expectations of the child's capacity to understand something or to
behave and control himself or herself in a certain way;

* under- or over-protection of the child;

« failure to show interest in, or provide age-appropriate opportunities for, the child's cognitive and
emotional development;

« use of unreasonable or over-harsh disciplinary measures;
» exposure to domestic violence;

* exposure to the inappropriate or abusive material through new technology.

Emotional abuse can be manifested in terms of the child's behavioural, cognitive, affective or
physical functioning. Examples of these include insecure attachment, non-organic failure to
thrive, unhappiness, low self-esteem, educational and developmental underachievement, and
oppositional behaviour. The threshold of significant harm is reached when abusive interactions
dominate and become typical of the relationship between the child and the parent/carer.

Definition of 'physical abuse'

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

Physical abuse can involve:

* severe physical punishment;

* beating, slapping, hitting or kicking;

* pushing, shaking or throwing;

« pinching, biting, choking or hair-pulling;
« terrorizing with threats;

* observing violence;

« use of excessive force in handling;

« deliberate poisoning;

« suffocation;

« fabricated/induced illness; (See Appendix 1 for details)

« allowing or creating a substantial risk of significant harm to a child.

Definition of 'sexual abuse'

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

Examples of child sexual abuse include:



 exposure of the sexual organs or any sexual act intentionally performed in the presence of the
child;

« intentional touching or molesting of the body of a child, whether by a person or object for the
purpose of sexual arousal or gratification;

» masturbation in the presence of the child or the involvement of the child in an act of
masturbation;

« sexual intercourse with the child, whether oral, vaginal or anal;

« sexual exploitation of a child, which includes inciting, encouraging, propositioning, requiring
or permitting a child to solicit for, or to engage in, prostitution or other sexual acts.

Sexual exploitation also occurs when a child is involved in the exhibition, modeling or posing for
sexual arousal, gratification or sexual act, including its recording (on film, video tape or other
media) or the manipulation, for those purposes, of the image by computer or other means. It may
also include showing sexually explicit material to children, which is often a feature of the
'‘grooming' process by perpetrators of abuse;

* consensual sexual activity involving an adult and an underage person.

Age of consent

About child sexual abuse, it should be noted that, for the criminal law, the age of consent to sexual
intercourse is 17 years for both boys and girls. An Garda Siochana will deal with the criminal
aspects of the case under the relevant legislation.

« It should be noted that the definition of child sexual abuse presented in this section is not a legal
definition and is not intended to be a description of the criminal offense of sexual assault.

Note on Age of Consent
The following is also taken from Children First (2017):

e Age of consent
o in criminal law the age of consent to sexual intercourse is 17 years for both boys
and girls. Any sexual relationship where one or both parties are under the age of 17 is
illegal. However, it may not necessarily be regarded as child sexual abuse.

Peer Abuse and Bullying are listed as Special Considerations
Peer abuse

e In a situation where child abuse is alleged to have been carried out by another child, the child
protection procedures should be adhered to for both the victim and the alleged abuser —
i.e., it should be considered a child care and protection issue for both children.

e Abusive behaviour that is perpetrated by children must be acted upon. If there is any
conflict of interest between the welfare of the alleged abuser and the victim, the victim's
welfare is of paramount importance.

e As in all cases of child abuse, it is essential to respond to the needs of children who are
abused by their peers. Each case will require its unique intervention. Appropriate
support and services should be provided to the child and his or her parents/carers as
quickly as possible.



e In the case of child sexual abuse by peers, treatment approaches may include
individual treatment and group therapy for the child or adolescent.

e Children who are abusive towards other children also require comprehensive assessment
and therapeutic intervention by skilled child care professionals. Treatment is more likely to
be effective if begun early in the child's life. It is known that some adult abusers begin
abusing during childhood and adolescence, that significant numbers will have suffered
abuse themselves and that the abuse is likely to become progressively more serious. Early
referral and intervention are therefore essential.

e There is a high probability that future abuse can be prevented if intervention takes place early
in the child's life. Therefore, it is essential to refer concerns about peer abuse immediately
to the Child and Family Agency. The Child and Family Agency should establish appropriate
treatment programmes to cater for children who engage in abusive behaviour with other
children.

e |t should be anticipated that an allegation of peer abuse will have a detrimental impact on
relationships between the alleged abuser, his or her parents/carers, and other family
members. A negative impact on other social relationships, such as with peers and
neighbors, should also be anticipated. As a result, the child and family may experience
isolation, and in some situations victimization, following an allegation of abuse. The child's
parents/carers will need support and advice to help them understand the abusive behaviour
and to deal with the situation. Active participation and commitment by parents/carers can be
an important factor in the success of treatment and may be crucial in influencing the
general outcome of the case. It is therefore essential to provide adequate support services
to the child and family throughout the assessment and treatment processes.

Sexual abuse by children and young people

Research shows that teenagers perpetrate a considerable proportion of child sexual abuse. Such
cases should be referred to the Child and Family Agency.

It is important that the different types of behaviour are clearly identified and that no young
person is wrongly labeled 'a child abuser' without a clear analysis of the particular behaviour.
Four categories of behaviour warrant attention: normal sexual exploration, Abuse reactive
behaviour, Sexually obsessive behaviour and abusive behaviour by adolescents and young
people.

Normal sexual exploration: This could consist of naive play between two children that involves the
exploration of their sexuality. This type of behaviour may be prompted by exchanges between
children, such as "You show me yours and I'll show you mine.' One of the key aspects of this
behaviour is its tone: there should not be any coercive or dominating aspects of this behaviour.
Usually, there is no need for child protection intervention of any kind in this type of situation.

Abuse reactive behaviour: In this situation, one child who has been abused already acts out the

same behaviour on another child. This is serious behaviour and needs to be treated as such. In

addition to responding to the needs of the abused child, the needs of the child perpetrator in this
situation must also be addressed.

Sexually obsessive behaviour: In this type of situation, the children may engage in sexually
compulsive behaviour. An example of this would be excessive masturbation, which may well be
meeting some other emotional need. Most children masturbate at some point in their lives.
However, where children are in care or in families where care and attention are missing, they may
have extreme comfort needs that are not being met and may move from masturbation to excessive
interest or curiosity in sex, which takes on excessive or compulsive aspects. These children may
not have been sexually abused, but they may be extremely needy and may require very specific
help in addressing those needs.

Abusive behaviour by adolescents and young people: Behaviour that is abusive will have elements



of domination, coercion or bribery, and certainly secrecy. The fact that the behaviour is carried out
by an adolescent, for example, does not, in itself, make it 'experimentation.' However, if there is no
age difference between the two children or no difference in status, power or intellect, then one could
argue that this is indeed experimentation. On the other hand, if, for example, the adolescent is aged
13 and the child is aged 3, this gap in itself creates an abusive quality that should be taken
seriously.

Bullying

e Bullying can be defined as repeated aggression — whether it be verbal, psychological or
physical — that is conducted by an individual or group against others. It is behaviour that is
intentionally aggravating and intimidating and occurs mainly among children in social
environments such as schools. It includes behaviours such as teasing, taunting,
threatening, hitting or extortion by one or more persons against a victim. Bullying can also
take the form of racial abuse. With developments in modern technology, children can also
be the victims of non-contact bullying, via mobile phones, the Internet, and other personal
devices.

e Bullying of children can also be perpetrated by adults, including adults who are not related
to the child. Bullying behaviour when perpetrated by adults, rather than children, could be
regarded as physical or emotional abuse. However, other major forms of child abuse, such as
neglect and sexual abuse, are not normally comprehended by the term ‘bullying.’

Bullying in schools

e It is recognised that bullying in schools is a particular problem. It is imperative that school
management boards should have a policy in place to deal with bullying and that teachers
are aware of this policy and of procedural guidelines to deal with it. In situations where the
incident is serious and where the behaviour is regarded as potentially abusive, the school
should consult the Child and Family Agency to drawing up an appropriate response, such
as a management plan.

e In the first instance, it is the school authorities that are responsible for dealing with bullying
in school. School authorities should exercise this responsibility by having regard to the
existing advice and to the Guidelines on countering bullying behaviour in primary and
post-primary schools from the Department of Education (1993).

e Serious instances of bullying behaviour should be referred to the Child and Family Agency.



SECTION 7.3: Recognising Child Neglect or Abuse

Children First contains very helpful and detailed signs and symptoms of abuse and they are
included in Appendix 1 of these guidelines. It is emphasised that no one indicator should be seen as
conclusive in itself. All signs and symptoms must be examined in the total context of the child’s
situation and family circumstances.

This section is taken directly from Children First (2017)
TYPES OF CHILD ABUSE AND HOW THEY MAY BE RECOGNISED

In this Guidance, ‘a child’ means a person under the age of 18 years, who is not or has
not been married.

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

Child abuse can be categorized into four different types: neglect, emotional abuse, physical abuse
and sexual abuse. A child may be subjected to one or more forms of abuse at any given time.
Abuse and neglect can occur within the family, in the community or in an institutional setting. The
abuser may be someone known to the child or a stranger and can be an adult or another child. In a
situation where abuse is alleged to have been carried out by another child, you should consider it a
child welfare and protection issue for both children and you should follow child protection
procedures for both the victim and the alleged abuser.

The important factor in deciding whether the behaviour is abuse or neglect is the impact
of that behaviour on the child rather than the intention of the parent/carer.

The definitions of neglect and abuse presented in this section are not legal definitions. They are
intended to describe ways in which a child might experience abuse and how this abuse may be
recognised.

Neglect

Child neglect is the most frequently reported category of abuse, both in Ireland and
internationally. Ongoing chronic neglect is recognised as being extremely harmful to the
development and well-being of the child and may have serious long-term negative
consequences.

Neglect occurs when a child does not receive adequate care or supervision to the extent that the
child is harmed physically or developmentally. It is generally defined regarding omission of care,
where a child’s health, development or welfare is impaired by being deprived of food, clothing,
warmth, hygiene, medical care, intellectual stimulation or supervision, and safety. Emotional neglect
may also lead to the child having attachment difficulties. The extent of the damage to the child’s
health, development or welfare is influenced by a range of factors. These factors include the extent,
if any, of positive influence in the child’s life as well as the age of the child and the frequency and
consistency of neglect.

Neglect is associated with poverty but not necessarily caused by it. It is strongly linked to parental
substance misuse, domestic violence, and parental mental illness and disability. A reasonable



concern for the child’s welfare would exist when neglect becomes typical of the relationship
between the child and the parent or carer. This may become apparent where you see the child over
a period, or the effects of neglect may be obvious based on having seen the child once. The
following are features of child neglect:

e Children being left alone without adequate care and supervision.

e Malnourishment, lacking food, unsuitable food or erratic feeding.

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

e Failure to provide adequate care for the child’s medical and developmental needs, including
intellectual stimulation.

e Inadequate living conditions — unhygienic conditions, environmental issues, including lack
of adequate heating and furniture.

e Lack of adequate clothing.

e |nattention to basic hygiene.

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

e Persistent failure to attend school.

e Abandonment or desertion.

Emotional abuse

Emotional abuse is the systematic emotional or psychological ill-treatment of a child as part of the
overall relationship between a caregiver and a child. Once-off and occasional difficulties between a
parent/carer and child are not considered emotional abuse. Abuse occurs when a child’s basic need
for attention, affection, approval, consistency, and security are not met, due to incapacity or
indifference from their parent or caregiver. Emotional abuse can also occur when adults responsible
for taking care of children are unaware of and unable (for a range of reasons) to meet their
children’s emotional and developmental needs. Emotional abuse is not easy to recognise because
the effects are not easily seen.

A reasonable concern for the child’s welfare would exist when the behaviour becomes typical of the
relationship between the child and the parent or carer. Emotional abuse may be seen in some of the
following ways:

e Rejection.

e Lack of comfort and love.

e Lack of attachment.

e Lack of proper stimulation (e.g., fun and play).

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

e Continuous lack of praise and encouragement.

e Persistent criticism, sarcasm, hostility or blaming of the child.

e Bullying.

e Conditional parenting in which care or affection of a child depends on his or her behaviours
or actions.

e Extreme overprotectiveness.

e Inappropriate non-physical punishment (e.g., locking child in a bedroom).

e Ongoing family conflicts and family violence.

e Seriously inappropriate expectations of a child relative to his/her age and stage
of development.



There may be no physical signs of emotional abuse unless it occurs with another type of abuse. A
child may show signs of emotional abuse through their actions or emotions in several ways. These
include insecure attachment, unhappiness, low self-esteem, educational and developmental
underachievement, risk-taking and aggressive behaviour.

It should be noted that no one indicator is conclusive evidence of emotional abuse. Emotional
abuse is more likely to impact negatively on a child where it is persistent over time and where there
is a lack of other protective factors.

Physical abuse

Physical abuse is when someone deliberately hurts a child physically or puts them at risk of being
physically hurt. It may occur as a single incident or as a pattern of incidents. A reasonable concern
exists where the child’s health and/or development is, may be, or has been damaged as a result of
suspected physical abuse.

Physical abuse can include the following:

e Physical punishment.

e Beating, slapping, hitting or kicking.

e Pushing, shaking or throwing.

e Pinching, biting, choking or hair-pulling.
e Use of excessive force in handling.

e Deliberate poisoning.

e Suffocation.

e Fabricated/induced illness.

e Female genital mutilation.

The Children First Act 2015 includes a provision that abolishes the common law defense of
reasonable chastisement in court proceedings. This defense could previously be invoked by a
parent or other person in authority who physically discipline a child. The change in the legislation
now means that in prosecutions relating to assault or physical cruelty, a person who administers
such punishment to a child cannot rely on the defense of reasonable chastisement in the legal
proceedings. The result of this is that the protections in the law relating to assault now apply to a
child in the same way as they do to an adult.

Sexual abuse

Sexual abuse occurs when a child is used by another person for his or her gratification or arousal,
or for that of others. It includes the child being involved in sexual acts (masturbation, fondling, oral
or penetrative sex) or exposing the child to sexual activity directly or through pornography.

Child sexual abuse may cover a wide spectrum of abusive activities. It rarely involves just a single
incident and in some instances occurs over a number of years. Child sexual abuse most commonly
happens within the family, including older siblings and extended family members.

Cases of sexual abuse mainly come to light through disclosure by the child or his or
her siblings/friends, from the suspicions of an adult, and by physical symptoms.



Examples of child sexual abuse include the following:

e Any sexual act intentionally performed in the presence of a child.

e An invitation to sexual touching or intentional touching or molesting of a child’s body
whether by a person or object for sexual arousal or gratification.

e Masturbation in the presence of a child or the involvement of a child in the act
of masturbation.

e Sexual intercourse with a child, whether oral, vaginal or anal.

Sexual exploitation of a child, which includes:

e Inviting, inducing or coercing a child to engage in prostitution or the production of child
pornography [for example, exhibition, modelling or posing for the purpose of sexual

arousal, gratification or sexual act, including its recording (on film, videotape or other

media) or the manipulation, for those purposes, of an image by computer or other means].
e |nviting, coercing or inducing a child to participate in, or to observe, any sexual,

indecent or obscene act.

e Showing sexually explicit material to children, which is often a feature of the
‘grooming’ process by perpetrators of abuse.

e Exposing a child to the inappropriate or abusive material through information and
communication technology.

e Consensual sexual activity involving an adult and an underage person.

It should be remembered that sexual activity involving a young person may be sexual abuse
even if the young person concerned does not themselves recognise it as abusive.

A Garda Siochana will deal with any criminal aspects of a sexual abuse case under the relevant
criminal justice legislation. The prosecution of a sexual offense against a child will be considered
within the wider objective of child welfare and protection. The safety of the child is paramount and at
no stage should a child’s safety be compromised because of concern for the integrity of a criminal
investigation.

About child sexual abuse, it should be noted that in criminal law the age of consent to sexual
intercourse is 17 years for both boys and girls. Any sexual relationship where one or both parties
are under the age of 17 is illegal. However, it may not necessarily be regarded as child sexual
abuse. Details on exemptions for mandated reporting of certain cases of underage consensual
sexual activity can be found in Chapter 3 of this Guidance.

Circumstances which may make children more vulnerable to harm

If you are dealing with children, you need to be alert to the possibility that a welfare or protection
concern may arise about children you come in contact with. A child needs to have someone they
can trust to feel able to disclose abuse they may be experiencing. They need to know that they will
be believed and will get the help they need. Without these things, they may be vulnerable to
continuing abuse. Some children may be more vulnerable to abuse than others. Also, there may be
particular times or circumstances when a child may be more vulnerable to abuse in their lives. In
particular, children with disabilities, children with communication difficulties, children in care or living
away from home, or children with a parent or parents with problems in their own lives may be more
susceptible to harm.

The following list is intended to help you identify the range of issues in a child’s life that may place
them at greater risk of abuse or neglect. It is important for you to remember that the presence of



any of these factors does not necessarily mean that a child in those circumstances or settings is
being abused.

Parent or carer factors:

e Drug and alcohol misuse.

e Addiction, including gambling.

e Mental health issues.

e Parental disability issues, including learning or intellectual disability.
e Conflictual relationships.

e Domestic violence.

e Adolescent parents.

Child factors:

e Age.

e Gender.

e Sexuality.

e Disability.

e Mental health issues, including self-harm and suicide.
e Communication difficulties.

e Trafficked/Exploited.

e Previous abuse.

e Young carer.

Community factors:

e Cultural, ethnic, religious or faith-based norms in the family or community which may
not meet the standards of child welfare or protection required in this jurisdiction.

e Culture-specific practices, including:
— Female genital mutilation.
— Forced marriage.
— Honor-based violence.
— Radicalisation.
Environmental factors:

e Housing issues.

e Children who are out of the home and not living with their parents, whether temporarily
or permanently.

e Poverty/Begging.

e Bullying.

e Internet and social media-related concerns.

Poor motivation or willingness of parents/guardians to engage:

e Non-attendance at appointments.

e Lack of insight or understanding of how the child is being affected.

e Lack of understanding about what needs to happen to bring about change.
e Avoidance of contact and reluctance to work with services.

e |nability or unwillingness to comply with agreed plans.

You should consider these factors as part of being alert to the possibility that a child may be at risk
of suffering abuse and in bringing reasonable concerns to the attention of Tusla.



BULLYING

It is recognised that bullying affects the lives of an increasing number of children and can be the
cause of genuine concerns about a child’s welfare. Bullying can be defined as repeated aggression
— whether it is verbal, psychological or physical — that is conducted by an individual or group against
others. It is behaviour that is intentionally aggravating and intimidating and occurs mainly among
children in social environments such as schools. It includes behaviours such as physical
aggression, cyberbullying, damage to property, intimidation, isolation/exclusion, name calling,
malicious gossip, and extortion. Bullying can also take the form of abuse based on gender
identity, sexual preference, race, ethnicity and religious factors. With developments in modern
technology, children can also be the victims of non-contact bullying, via mobile phones, the
internet, and other personal devices. While bullying can happen to any child, some may be more
vulnerable. These include children with disabilities or special educational needs; those from ethnic
minority and migrant groups; from the Traveller community; lesbian, gay, bisexual or transgender
(LGBT) children and those perceived to be LGBT; and children of minority religious faiths.

There can be increased vulnerability to bullying among children with special educational needs.
This is particularly so among those who do not understand social cues and have difficulty
communicating. Some children with complex needs may lack understanding of social situations
and therefore trust everyone implicitly. Such children may be more vulnerable because they do
not have the same social skills or capacity as others to recognise and defend themselves against
bullying behaviour.

Bullying in schools is a particular problem because children spend a significant portion of their time
there and are in large social groups. In the first instance, the school authorities are responsible for
dealing with such bullying. School management boards must have a code of behaviour and an
anti-bullying policy in place. If you are a staff member of a school, you should also be aware of your
school’s anti-bullying policy and of the relevant guidelines on how it is handled.

In cases of serious instances of bullying where the behaviour is regarded as possibly abusive, you
may need to make a referral to Tusla and An Garda Siochana.

This Section is taken directly from Children First (2011).

Child neglect or abuse is not necessarily easy to identify and may be present in many forms.

The ability to recognise child abuse can depend as much on a person’s willingness to accept the
possibility of its existence as it does on their knowledge and information. There are commonly three
stages in the identification of child neglect or abuse:

(i) considering the possibility;

(ii) looking out for signs of neglect or abuse;
(iii) recording of information.

Stage 1: Considering the possibility.

The possibility of child abuse should be considered if a child appears to have suffered a suspicious
injury for which no reasonable explanation can be offered. It should also be considered if the child
seems distressed without obvious reason or displays persistent or new behavioural problems. The
possibility of child abuse should also be considered if the child displays unusual or fearful
responses to primary parents/carers or older children. A pattern of ongoing neglect should also be
considered even when there are short periods of improvement.

Stage 2: Looking for signs of neglect or abuse



Signs of abuse can be physical, behavioural or developmental. They can exist in the relationships
between children and primary carers or between children and other family members/other persons.
A cluster or pattern of signs is likely to be more indicative of neglect or abuse. Children who are
being abused may hint that they are being harmed and sometimes make direct disclosures.
Disclosures should always be taken very seriously and should be acted upon, for example, by
informing the Child and Family Agency. The child should not be interviewed in detail about the
alleged abuse without first consulting with the Child and Family Agency. This may be more
appropriately carried out by a social worker or An Garda Siochana. Less obvious signs could be
gently explored with the child without direct questioning. Play situations, such as drawing or
story-telling, may reveal information.

Some signs are more indicative of abuse than others. These include:
e Disclosure of abuse and neglect by a child or young person.
e age-inappropriate or abnormal sexual play or knowledge.
e Specific injuries or patterns of injuries.
e Absconding from home or a care situation.
e Attempted suicide
e underage pregnancy or sexually transmitted disease.
e Signs in one or more categories at the same time.

For example, signs of developmental delay, physical injury and behavioural signs may
together indicate a pattern of abuse.

Many signs of abuse are non-specific and must be considered in the child’s social and family
context. It is important to be open to alternative explanations for physical or behavioural signs
of abuse

Stage 3: Recording of information

If neglect or abuse is suspected and acted upon, for example, by informing the Child and Family
Agency, it is important to establish the grounds for concern by obtaining as much information as
possible. Observations should be accurately recorded and should include dates, times, names,
locations, context and any other information that may be relevant. Care should be taken as to how
such information is stored and to whom it is made available

Children with additional vulnerabilities

Certain children are more vulnerable to abuse than others. Such children include those with
disabilities, children who are homeless and those who, for one reason or another, are separated
from their parents or other family members and who depend on others for their care and protection.
The same categories of abuse — neglect, emotional abuse, physical abuse and sexual abuse — are
applicable, but may take a slightly different form. For example, abuse may take the form of
deprivation of basic rights, harsh disciplinary regimes or the inappropriate use of medications or
physical restraints.

Points to remember

e The severity of a sign does not necessarily equate with the severity of the abuse. Severe and
potentially fatal injuries are not always visible. Neglect and emotional and/or psychological
abuse tend to be cumulative and effects may only be observable in the longer term.
Explanations that are inconsistent with the signs should constitute a cause for concern.

e Neglect is as potentially fatal as physical abuse. It can cause delayed physical,

psychological and emotional development, chronic ill-health and significant long-term damage.



It may place children at serious risk of harm. It may also precede, or co-exist with, other forms

ofabuse and must be acted upon.

e Experiencing recurring low-level abuse may cause serious and long-term harm. Cumulative
harm refers to the effects of multiple adverse circumstances and events in a child’s life. The
unremitting daily impact of these circumstances on the child can be profound and
exponential, and diminish a child’s sense of safety and well-being.

e Child abuse is not restricted to any socio-economic group, gender or culture. All signs must
be considered in the wider social and family context. Serious deficits in child safety and
welfare transcend cultural, social and ethnic norms, and must elicit a response.

e Challenging behaviour by a child or young person should not render them liable to

abuse. Children in certain circumstances may present management problems. This should

not leave them vulnerable to harsh disciplinary measures or neglect of care.

e Exposure to domestic violence is detrimental to children’s physical, emotional and
psychological well-being. The adverse effects of domestic violence have been well
established.

e While the impact of neglect is most profound on young children, it also adversely affects
adolescents. Neglect renders young people liable to risk-taking behaviours, such as running
away, early school leaving, anti-social behaviour, mental health and addiction problems,
including the risk of suicide.

e It is sometimes difficult to distinguish between indicators of child abuse and other adversities
suffered by children and families. Deprivation, stress, addiction or mental health problems
should not be used as a justification for omissions of care or commissions of harm by
parents/carers. The child’s welfare must be the primary consideration.

e Neglectful families may be difficult to engage. Research shows that families may be

reluctant to seek help in response to experiencing the factors associated with neglect.

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

professionals. It is

important for professionals to approach cases with a wary truthfulness, seek evidence to

substantiate claims of improvement and speak with the children concerned individually.

e Social workers need good observation and analytical skills in order to be able to understand
the nature of the relationship between a parent and child, to understand signs of
non-compliance, to work alongside a family and to come to safe and evidence-based
judgements about the best course of action.

e Working in the area of child abuse and neglect is dealing with uncertainty. Social workers
and other professionals should adopt a ‘respectful uncertainty’ on parental reporting of
improvement until supported by clear evidence.

REASONABLE GROUNDS FOR CONCERN
The following is taken from the HSE Child Protection and Welfare Practice Handbook

(2011): What constitutes reasonable grounds for child protection or welfare concern?

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

e Any concern about possible sexual abuse.

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

e A child saying or indicating by other means that he or she has been abused.

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

e An account from a person who saw the child being abused.

e An injury or behaviour that is consistent both with abuse and an innocent explanation, but

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

e Consistent indication over a period that a child is suffering from emotional or physical

neglect.

e Admission or indication by someone of alleged abuse.



e A specific indication from a child that he or she is being abused.
e Evidence (e.g., injury or behaviour) that is consistent with abuse and unlikely to have been
caused in any other way.

It is recommended that a referral to Child and Family Agency should always be made
in the following circumstances:

e Any concern about a child at risk of sexual abuse.
e The physical injury caused by assault or neglect which may or may not require
medical attention.
e Incidents of physical abuse that alone are unlikely to constitute significant harm, but taken
into consideration with other factors may do so.
e Children who suffer from persistent neglect.
e Children who live in an environment which is likely to have an adverse impact on
their emotional development.
e Where parents’ emotional impoverishment affects their ability to meet their child’s emotional
and physical needs, regardless of material/financial circumstances and assistance.
e Where parents’ circumstances are adversely affecting their capacity to meet the child’s needs
because of domestic violence, drug and alcohol misuse, mental health problems, intellectual
disability.
e A child living in a household, with, or having significant contact with, a person at risk of
sexual offending or with previous convictions against children.
e An abandoned child.
e Children left home alone.
e Bruising/ injury to a pre-mobile baby.
e A pregnancy where children have been previously removed.
e Suspicion of fabricated or induced illness.
e Where a child under one year is present in a home where domestic violence is a concern.

Please note: The above are examples of circumstances that may occur. There are other
circumstances under which a referral should be considered. If you are in any doubt, discuss
your concerns with your Designated Person or call a member of your local Child and Family
Agency Social Work Team for an informal consultation.

Questions that may help Staff/Volunteers when they are concerned about a child’s welfare:

e Is the child behaving normally for his or her age and stage of development?

e Does the child present a change in behaviour?

e For how long has this behaviour been observed?

e How often does it occur? Where?

e Has something happened that could explain the child’s behaviour?

e Is the child showing signs of distress? If so, describe (e.g., behavioural, emotional,
physical signs)

e Does the behaviour happen everywhere or just in the school or childcare setting?

e |s the child suffering?

e Does the behaviour restrict the child socially?

e Does the behaviour interfere with the child’s development?

e What effect, if any, does it have on others (e.g., other children)?

e What are the child’s parent(s) views, if known?

(Taken from the HSE Child Protection and Welfare Practice Book. Source: Barnardo’s Ireland Child
Protection Information Pack)



SECTION 7.4: Handling a Disclosure of Abuse

Youth theatre aims to provide a safe space for the young person, and they may feel more
comfortable talking about any concerns and difficulties in their lives than in other settings.

A young person in DYT may disclose an abuse/abuses perpetrated against him/her. It is essential
that they feel supported in what may be an extremely traumatic experience for them. The act of
disclosing is a huge act of trust and must be treated with respect, sensitivity, and care. Remember
that disclosure can be made to any individual involved in the youth theatre and not necessarily the
Designated Person. For this reason, all adults involved in the youth theatre should be made aware
of the possibility and should be aware of the youth theatre’s guidelines on handling a disclosure.
Another member of the youth theatre may be the person who receives the disclosure, so it is
important that everyone involved in the youth theatre is aware of the identity of the Designated
Person.

The following advice on handling disclosure of abuse is adapted from Code of Good Practice —
Child Protection for the Youth Work Sector (2003):

e React calmly, as overreacting may alarm the young person and compound feelings
of anxiety and guilt.

e Listen carefully and attentively; take the young person seriously.

e Reassure the young person that they have taken the right action in

telling.

e Do not make false promises, particularly regarding secrecy.

e Do not ask the young person to repeat the story unnecessarily.

e Ask questions only for clarification. Be supportive, but do not ask leading questions or seek
intimate details beyond those volunteered by the child. Detailed investigative interviews
will, if necessary, be carried out by Child and Family Agency Staff or members of the Garda
Siochana.

e Check with the young person to ensure that what has been heard and understood by you is
accurate.

e Do not express any opinions about the alleged abuser.

e Record the conversation as soon as possible in as much detail as

possible.

e Sign and date the record.

e Explain and ensure that the young person understands the procedures which will

follow.

e Pass the information to the Designated Person, who will in turn report it to the Statutory

Authorities for investigation.

e Treat the information confidentially, sharing it only with persons who have a right to hear
it, i.e., on a ‘need to know’ basis only.

Remember:

You have to be honest with the young person making the disclosure. Inform them that you have to
act on the information you have received. Explain to them what will happen next, i.e., you will tell the
Designated Person who will decide whether to make a report to the authorities. Disclosure of abuse
by a member over 18 years of age must be handled with the same sensitivity as that of a disclosure
by a young person. If making a report ideally, it should be with the consent of the victim. However,
regardless of whether consent is given, if the alleged abuser still poses a risk to a child/young
person, a report will need to be made to the Statutory Authorities. Staff should follow the reporting
procedures outlined in the Internal Reporting section.



Important Points to Remember If you receive disclosure of abuse or have a suspicion

of abuse:

1. The well-being of the young person is the most important consideration.
2. The one thing you must not do is nothing.

3. Never attempt to confront an alleged abuser.

4. Do not investigate yourself. This is the job of the Child and Family Agency and Gardai.



SECTION 7.5: Internal Reporting Procedures

The Internal Reporting structure of DYT:

Tusla Child and Family Agency - An Garda Siochana
|

Chairperson & Welfare Sub Committee (including Designated Person)

Designated Person

I
Facilitators, Artistic Director, Executive Director, Welfare Leaders,

Volunteers

Members

Dublin Youth Theatre has adopted the following internal reporting procedure for dealing with
disclosures/suspected abuse.

e Any person working with Dublin Youth Theatre in a voluntary or paid capacity which has a
child protection concern or has received disclosure of abuse should contact the Dublin
Youth Theatre Designated Person immediately. DYT’s Designated Person is Sarah
Bragg-Bolger, and they can be contacted at 085 850 0856. DYT’s Deputy Designated
Person is Naoise Nunn.

e The person who has a concern should proceed to create a written report outlining the
reasons for their suspicions/details of the disclosure with as many facts as possible
recorded. DYT has an incident report book. The report should be given to the DYT
Designated Person as soon as possible.

e The Designated Person will consult with the youth theatre’s welfare committee on whether
to make a formal report. The Designated Person may also contact the Child and Family
Agency for an informal consultation in advance of making a formal report or contact the
Designated Person at Youth Theatre Ireland.

e The Designated Person informs the Chairperson in the youth theatre that they are making a
report.

e Confidentiality policy and procedures should be adhered to. Details should only be provided
to those with a direct need to know and information will only be shared when it is in the
interest of safeguarding the young person.

e Dublin Youth Theatre’s Chairperson will consider whether to inform the parents/primary
carers that a report is being made. The parents/primary carers will be informed except in
cases where there is a belief that doing so will put the young person in danger. Advice on
informing parents can be sought from the Child and Family Agency.

e If a decision is taken to inform the parents/primary carers, an assessment will be made by
Dublin Youth Theatre’s Chairperson of the best way to communicate the information and as
to whether the Designated person is putting his/herself at any risk by doing so.

e When making a report, the Designated Person should follow the standard reporting



procedures detailed below.

If a decision is taken not to report

e If a decision is taken not to report, a confidential written record of how and why this decision
was taken should be created and kept by the Designated Person. Any incident reports
should be retained. It may be that a report will be made in the future in light of other
developments.

e The Staff member who made the original report should be informed of the decision taken. If a
report hasn’t been made, they should be provided with the reasons for this decision in
writing and informed that they can still make a report in their personal capacity. All
Staff/Volunteers should be made aware of the steps to take to make a report and the
provisions of the Protection for Persons Reporting Child Abuse Act (1998) which offers
protection from civil liability for anyone who makes a report, once they are acting in good
faith.

e The leader involved may continue to keep an eye on the young person involved. They should
record information that they feel is relevant and continue to liaise with the Designated
Person. While they should make themselves available to the young person, they need to
be sensitive and not intrusive. It is important that they don’t suggest or tell the young
person that they think abuse is taking place. The leader themselves should continue to be
open to alternative explanations for what they have observed.



SECTION 7.6: Standard Reporting Procedures Reporting

Procedures Reporting Procedure for Non- Mandated Persons
The Designated Person is accessible to everyone in the organisation and is supported by
on-going training and supervision. When they receive a report about suspected or actual
abuse, they will consider whether there are reasonable grounds for reporting it to Tusla.

What constitutes reasonable grounds for a child protection or welfare concern?

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

e Any concern about possible sexual abuse.

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

e A child saying or indicating by other means that they/he/she has been abused.

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

e An account from a person who saw the child being abused (Children First National
Guidance 2017) If reasonable grounds for concern exist, the DLP will submit a report to
Tusla’s Children and Family Agency (using the standard reporting form).

Where the DLP is unsure whether the concern constitutes reasonable grounds for concern, they
may consult informally with a Tuasla Duty Social Worker. Where a decision is taken not to pass on
the concern brought to the DLPs attention, the DLP will inform the staff member/volunteer of this
and also tell them that they may report directly to Children and Family Services and that the
provisions of the Protection for Persons Reporting Child Abuse Act would pertain.

Reporting Procedures for Mandated Persons

There are two mandated persons employed by DYT, the Executive Director, Sarah Bragg-Bolger
and the Programme Coordinator. Welfare Leaders employed by DYT for a specific production or
activity will also be mandated persons.

Legal obligations of Mandated Persons
Mandated persons have two main legal obligations under the Children First Act 2015. These are:

1. To report the harm of children above a defined threshold to Tusla.
2. To assist Tusla, if requested, in assessing a concern which has been the subject of a mandated
report.

Section 14(1) of the Children First Act 2015 states: ‘...where a mandated person 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 the Agency.’

Section 14(2) of the Children First Act 2015 also 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, and discloses this belief to a mandated person in
the course of a mandated person’s employment or profession as such a person, the mandated
person shall, ... as soon as practicable, report that disclosure to the Agency.’

Section 2 of the Children First Act 2015 defines harm as follows: ‘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.’
Joint reporting

Mandated persons should make a report jointly with the Designated Liaison Person in the first
instance. However, where the DPL forms an opinion that the concern does not meet the threshold
to make a report the mandated person who, on reflection disagrees with this judgement, has both
the right and a legal obligation to make a sole report to Tusla or the Gardai as appropriate.

Reaching the Threshold

If any mandated person is in doubt about whether their concern reaches the legal definition of harm
for making a mandated report, Tusla can provide advice in this regard. If a concern does not reach
the threshold for mandated reporting, but it is felt that it is a reasonable concern about the welfare
or protection of a child, it may be reported to Tusla under the Children First National Guidance
2017.

Mandated Assisting

When Tusla receives a report of harm to a child, the information in the report is used to assess the
risk of harm to that child, or any other child. Written reports from mandated persons should improve
the quality of information available to Tusla and therefore improve the assessment process,
although in some instances Tusla will need further information from the person making the report.
The better the quality of the initial report, and the more comprehensive and relevant the information
given at that stage, the more likely Tusla can make an early and effective decision about how to
deal with the reported concern. It is usual practice for professionals, who have ongoing contact with
a child and where there is concern about possible abuse, to continue to engage with Tusla’s social
work team to assist in the protection of the child. To support and reinforce this practice, the Children
First Act 2015 provides that all mandated persons can be asked by Tusla to provide any necessary
and proportionate assistance to aid Tusla in assessing the risk to a child arising from a mandated
report. You must comply with this request, regardless of who made the report. Tusla accepts the
time limitations and pressures on other professionals and will use mandated assisting only when
necessary and only to the extent needed in each specific case. Mandated assistance may include a
request to supply further information over the phone, produce a verbal or written report or attend a
meeting. You can find the Tusla Children First — Protocol for Mandated Assisting on the Tusla
website (www.tusla.ie).

Tusla is committed to promoting the welfare of children. Its ability to do so is greatly improved if
all professionals involved with the child work together in the child’s interests. Tusla’s ability to
make good-quality evidence-based decisions about a child’s welfare and/or protection is
enhanced by cooperation and information-sharing about a child.

Sharing information

The Data Protection Acts 1988 and 2003 do not prevent the sharing of information on a reasonable
and proportionate basis for the purposes of child protection. Tusla has the authority to share
information concerning a child who is the subject of a risk assessment with a mandated person who
has been asked to provide assistance. Tusla must only share what is necessary and proportionate
in the circumstances of each individual case. Information that Tusla shares with you, if you are
assisting it to carry out an assessment, must not be shared with a third party, unless Tusla
considers it appropriate and authorises in writing that the information may be shared. This is in
keeping with the principles of data protection, which recognise that in certain circumstances
information can be shared in the interests of child protection, but that such sharing must be
necessary and proportionate.

Section 17 of the Children First Act 2015 makes it an offence for you to disclose information to a
third party which has been shared by Tusla during the course of an assessment, unless Tusla has
given you written authorisation to do so. If you fail to comply with this section, you may be liable to a
fine or imprisonment for up to six months or both. This offence can also be applied to an
organisation. Protection from civil liability If you are required to share information with Tusla when
assisting in the assessment of risk to a child, you are protected from civil liability.



Section 16(3) of the Children First Act 2015 states: * If a mandated person furnishes any information
(including a report), document or thing to the Agency pursuant to a request made under subsection
(1), the furnishing of that information, document or thing shall not give rise to any civil liability in
contract, tort or otherwise and nor shall the information, document or thing be admissible as
evidence against that person in any civil or criminal proceedings. A suspicion which is not supported
by any objective signs of abuse would not constitute a reasonable suspicion, or reasonable grounds
for concern. However, the suspicions should be reported to the DLP who will record them internally,
as future suspicions may lead to the decision to make a report.

Dealing with a Suspicion of Child Abuse

In situations where a suspicion / concern may be deemed vague i.e. where there is no specific
allegation but there is some concern based on the emotional behaviour and/or physical presentation
or behaviour of the child, then staff/volunteers should consult the Designated Liaison Person for
advice. The Designated Person will assess whether or not a report is warranted and will seek the
advice of a Tusla duty social worker if required. Details of the consultation will be recorded and filed.
A formal report to Tusla may follow as advised.

Referral Procedures and reporting

When making a report DYT and any individual within the organisation needs to take the following
into consideration.

> That the protection and safety of the child should be considered paramount importance.

> The principle of natural justice should apply, which means that a person is innocent until
proven otherwise.

> The principle of confidentiality should apply, whereby only those that need to know should
be told of a suspicion/allegation/disclosure of abuse and the number of people that need to be
kept informed should be kept to a minimum.

Family or Carers Parents or carers of any young person deemed to be at risk should be treated with
respect. For this reason, families should be informed by an appropriate person if a report about
them is submitted to Tusla or An Garda Siochana, unless doing so is likely to endanger the child,
undermine an investigation or place the reporter at risk of harm from the family. DYT will carry this
out in a considered and respectful manner.

This section is also taken directly from Children First (2017).
Responsibility to report child abuse or neglect:

» Everyone must be alert to the possibility that children with whom they are in contact may be
suffering from abuse or neglect. This responsibility is particularly relevant for professionals such as
teachers, child care workers, health professionals and those working with adults with serious
parenting difficulties. It is also an important responsibility for staff and people involved in sports
clubs, community activities, youth clubs, religious/faith sector and other organizations catering for
children.

» The Child and Family Agency should always be informed when a person has reasonable grounds
for concern that a child may have been, is being or is at risk of being abused or neglected. Child
protection concerns should be supported by evidence that indicates the possibility of abuse or
neglect.

» Concern about a potential risk to children posed by a specific person, even if the children are
unidentifiable, should also be communicated to the Child and Family Agency.

The guiding principles in regard to reporting child abuse or neglect may be summarised as
follows:

(i) the safety and well-being of the child must take priority;



(i) reports should be made without delay to the Child and Family Agency.

Any reasonable concern or suspicion of abuse or neglect must elicit a response. Ignoring the
signals or failing to intervene may result in ongoing or further harm to the child.

Section 176 of the Criminal Justice Act 2006 introduced the criminal charge of reckless
endangerment of children. It states:

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

(a) causing or permitting any child to be placed or left in a situation which creates a substantial risk
to the child of being a victim of serious harm or sexual abuse,

or

(b) failing to take reasonable steps to protect a child from such a risk while knowing that the child is
in such a situation is guilty of an offence.’

The penalty for a person found guilty of this offence is a fine (no upper limit)
and/or imprisonment for a term not exceeding 10 years.

The Child and Family Agency has a statutory obligation to identify children who are not receiving
adequate care and protection, to provide family support services and, where necessary, to take
children into the care of the Child and Family Agency. People who report concerns need to be
assured that their information will be carefully considered with any other information available, and a
child protection assessment will only proceed where sufficient risk is identified.

Any professional who suspects child abuse or neglect should inform the parents/carers if a report is
to be submitted to the Child and Family Agency or to An Garda Siochana, unless doing so is likely
to endanger the child.

The Child and Family Agency will respect the wishes of non-professionals reporting concerns in
good faith who ask to remain anonymous as much as possible, but cannot give a guarantee that the
information would not be sought and given within judicial proceedings. (The Data Protection Acts
offer protection under privacy, but should the information be sought directly within legal
proceedings, there is no guarantee.)

Standard Reporting Procedure for Designated Persons

e Any person reporting a child abuse concern should do so without delay to the Child and
Family Agency. (The report will usually be made to a Duty Social Worker). A report can be
made in person, by telephone or in writing.

The local Child and Family Agency Office for Dublin Youth Theatre is the Dublin
South Central Contact Point: 087 3981713, Office Hours 9am - 5pm Child and Family
Agency,

Contact numbers for all Child and Family Agency offices nationwide are available on the Child and
Family Agency website (www.tusla.ie) or through the Child and Family Agency National Office on 01
7718500.]

e Before deciding whether or not to make a formal report, you may wish to discuss your
concerns with a health professional or directly with the Child and Family Agency through
your local office.

e Under no circumstances should a child be left in a situation that exposes him or her to harm
or to risk of harm pending Child and Family Agency intervention. In the event of an
emergency where you think a child is in immediate danger and you cannot get in contact




with the Child and Family Agency, you should contact the Gardai. This may be done
through any Garda station. Dublin Youth Theatre’s local Garda station is Pearse Street
Garda Station (01) 666 9000. If you do not have the number of a local garda station, phone
999 or 112.

e The Standard Report Form for reporting child welfare and protection concerns to the Child
and Family Agency [see Appendix 3] should be used by professionals, Staff and volunteers
in organizations working with or in contact with children, or providing services to children
when reporting child welfare and protection concerns to the Child and Family Agency. If a
report is made by telephone, this form should be completed and forwarded subsequently to
the Child and Family Agency.

Information required when making a report

The ability of the Child and Family Agency or An Garda Siochana to assess and investigate
suspicions or allegations of child abuse or neglect will depend on the amount and quality of
information conveyed to them by the people reporting concerns. As much as possible of the
following detail should be provided:

e the name, address and age of the child (or children) for whom the report is being
made.

e the name of the child's school.

e the name and contact details of the person reporting concerns.

e whether the person reporting is a professional, a person working with children or a member
of the public.

e the relationship to the child of the person making the report.

e a full account of what constitutes the grounds for concern in relation to the protection and
welfare of the child or children, e.g. details of the allegation, incident, dates, description of
any injuries, etc.

a. the names and addresses of the parents/carers of the child or children.
b. the names of other children in the household.

c. the name, address and details of the person allegedly causing concern in relation to the child
or children.

d. the child's and/or parents/carers' own views, if known and relevant.

e. the names and addresses of other personnel or agencies involved with the child or
children, e.g. GP, social worker, public health nurse, Gardai, etc.

f. any other relevant information.

[Please note: The person making the report may not have all this information at their disposal.
While it is important all the information they have is included, especially in relation to the grounds for
concern, only provide the details of which you are aware, rather than asking the young person to
provide them. The Child and Family Agency can gather the other information at a later date.]

Retrospective disclosures by adults

e An increasing number of adults are disclosing abuse that took place during their
childhoods. Such disclosures often come to light when adults attend counselling. It is
essential to establish whether there is any current risk to any child who may be in contact
with the alleged abuser revealed in such disclosures.

e If any risk is deemed to exist to a child who may be in contact with an alleged abuser, the
counsellor/health professional should report the allegation to the Child and Family Agency



without delay.

e The HSE National Counselling Service is in place to listen to, value and understand those
who have been abused in childhood. The service is a professional, confidential
counselling
and psychotherapy service and is available free of charge in all regions of the country (see
www.hse-ncs.ie/en). The service can be accessed either through healthcare professionals
or by way of self-referral (Freephone 1800 477477).

Deciding to share child protection concerns

e The belief that parents/carers or other persons in charge of children would harm or neglect
them is not easy to sustain. There may be a tendency, therefore, to deny, minimize or
explain away any signs that a child is being harmed, even when evidence exists. At times, it
is hard to distinguish between abusive situations and those where other problems are
present, such as unemployment, poverty, poor housing, addiction, mental iliness or
isolation. Sympathy for families in difficult circumstances can sometimes dilute personal or
professional concerns about the safety and welfare of children. However, the protection and
welfare of the child must always be the paramount concern.

e Reluctance to act on suspicions about child abuse or neglect can often stem from
uncertainty and fear. Members of the public or professionals may be afraid of
repercussions, afraid of being thought insensitive, afraid of breaking a confidence or afraid
of being disloyal. Knowledge and information about child abuse will help to overcome

reluctance to take action. So too will confidence in the child protection and welfare services.

e It is the responsibility of all agencies working with children and for the public to recognise
child protection concerns and share these with the agencies responsible for assessing or
investigating them, not to determine whether the child protection concerns are evidenced or
not.

Cases not reported to the Child and Family Services or An Garda Siochana

In those cases where an organisation decides not to report concerns to the Child and Family
Agency or An Garda Siochana, the individual employee or volunteer who raised the concern should
be given a clear written statement of the reasons why the organisation is not taking such action.
The employee or volunteer should be advised that if they remain concerned about the situation,
they are free as individuals to consult with, or report to, the Child and Family Services or An Garda
Siochana. The provisions of the Protections for Persons Reporting Child Abuse Act 1998 apply
once they communicate ‘reasonably and in good faith’.

Legal protection

e The Protections for Persons Reporting Child Abuse Act 1998 makes provision for the
protection from civil liability of persons who have communicated child abuse ‘reasonably
and in good faith’ to designated officers of the Child and Family Services or any member of
An Garda Siochana. This protection applies to organizations as well as to individuals. This
means that even if a communicated suspicion of child abuse proves unfounded, a plaintiff
who took action would have to prove that the person who communicated the concern had
not acted reasonably and in good faith in making the report.

e A person who makes a report in good faith and the child’s best interests may also be
protected under common law by the defense of qualified privilege.

Freedom of information

e Notwithstanding the requirement of all professionals involved in child protection and welfare



cases to share relevant information, records are nevertheless confidential. They do
not belong to individuals (except for independent practitioners) and are the property of
the organizations that keep them. Under the Freedom of Information Acts 1997 and
2003, members of the public have a right of access to records concerning them held
by any public body and a right to have official information about themselves amended
where it is incorrect, incomplete or misleading. Members of the public also have a right
to be given reasons for decisions made concerning themselves. Requests to see
records are processed in the first instance through the public body that holds the
records. In the event of refusal of access, the decision may be appealed, and the
ultimate arbiter is the Information Commissioner. At present, these Acts apply to the
Child and Family Agency, but not to An Garda Siochana.

The Data Protection Acts 1988 and 2003 afford similar rights to individuals to access personal data
held about them by any entity whether in the public or private sector. The right to access applies to
records held by the Child and Family Agency and An Garda Siochana. However, the right to access
does not apply in a range of circumstances that may be relevant in a child welfare context. Equally,

the right of access does not extend to any information that identifies a third party where that third
party expected confidence. Accordingly, it would not be necessary to provide any information that
would identify a person making a child welfare report in response to a request under the Data
Protection Acts.

e A full list of the relevant legislation concerning child protection and welfare is provided in

Appendix 7 of the national guidance. [Appendix 12 of this document]



SECTION 7.7: Handling an allegation against a Staff member

DEALING WITH AN ALLEGATION AGAINST STAFF

The following is adapted from Code of Good Practice: Child Protection for the Youth Work
Sector (2" Edition, May 2003)

Dublin Youth Theatre recognises that where an allegation is made against a staff member, it has a
dual responsibility in respect of both the young person and the Staff member. As with all Child
Protection concerns, the welfare of the young person is of paramount importance.

As a matter of urgency, the youth theatre will take any necessary measures to ensure that no young
person is exposed to unnecessary risk.

There may be three strands in the consideration of an allegation:
1. A Garda investigation of a possible criminal offence.

2. Investigation and assessment by the Child and Family Agency whether a child is at risk
of/subject to abuse.

3. Consideration by an employer of disciplinary action in respect of an incident.

Procedures

There are two procedures to be followed when allegations of abuse are made against a
Staff member:

e The reporting procedure in respect of the young person.

e The procedure for dealing with the Staff against whom the allegation is made.

Dublin Youth Theatre follows best practice by allocating different people responsible for dealing with
each of these procedures. The Designated Person will have responsibility for the reporting
procedure in respect of the young person. The Chairperson will have responsibility for dealing with
allegations made against a staff member.

The Designated Person will follow standard reporting procedure as outlined in this policy.

The Chairperson will liaise with An Garda Siochana, and the Child and Family Agency agree on the
strategy for investigation and refer to matters such as the possible collusion of other members of
staff. The Chairperson will remain in contact with the statutory authorities throughout the
investigation. We have noted that the Protections for Persons Reporting Child Abuse Act (1998)
applies to organizations, as well as individuals, provided they report the matter ‘reasonably and in
good faith.



Procedure where a Complaint or Allegation involving abuse has been made against an
Employee

e If an allegation is made against a Staff member, the matter should be reported to the
Chairperson immediately and without delay.

e The Chairperson will assess the allegation promptly and carefully.

e Any action taken will be based on an opinion formed ‘reasonably and in good faith.’

e The Chairperson will contact the Welfare Committee, and they will decide whether a

formal report should be made to the Child and Family Agency.

e The reasonable grounds for concern as detailed in the Child Protection and Dealing with
Suspected Abuse section of this document will be considered.

e The priority should be to ensure that no child is exposed to unnecessary risk. The
Chairperson will adhere to the following taken from Children First National Guidance: the
employer should, as a matter of urgency, take any necessary protective measures. These
measures should be proportionate to the level of risk and should not unreasonably penalize
the employee /volunteer financially or otherwise, unless necessary to protect children.
Where protective measures penalize the employee/volunteer, it is important that early
consideration is given to the case. (Children First 2017)

e Legal advice will be sought about employment and contractual issues.

e Alongside the reporting of the allegation by the Chairperson to the Child and Family Agency,
the Designated Person will follow the standard reporting procedure in respect of the young
person.

The Chairperson will inform the staff member (in private and with due consideration of
confidentiality and natural justice) that an allegation has been made and explain the nature
of that allegation.

The staff member should be afforded the right to respond to established grievance
procedures. The response should be noted and passed to the Child and Family Agency part
of the formal reporting procedure.

The Chairperson should also notify the Child and Family Agency any other organization
working with children with which the alleged abuser is thought or known to be involved.

If the allegation is against the Chairperson, the allegation should be referred to the
Vice-Chairperson. If the allegation is against the Designated Person, another suitably
qualified staff member will be given the role of reporting about the young person.

e The parents/guardians of the young person will be informed immediately of the complaint
against the staff member unless by doing so you endanger the young person. Advice
should be taken from the statutory authorities as to how this might best be done. The
Chairperson and Designated Person will liaise on this.

e The Chairperson will maintain a close liaison with the Statutory Authorities and manage the

allegation by Children First (2017): Employers or persons-in-charge should take care to

ensure that actions taken by them do not undermine or frustrate any
investigations/assessments conducted by the Child and Family Agency or An Garda

Siochana.

e After the consultations referred to above, have taken place, and when pursuing the question
of the future position of the staff member, the Chairperson should advise the staff member
of the situation and should follow the agreed disciplinary procedures.

e Dublin Youth Theatre is very mindful that the person accused will need support pending an
investigation. Dublin Youth Theatre will identify how we can best do this in line with advice
from the statutory authorities and our legal advice while taking account of resource
implications.

e Dublin Youth Theatre will keep comprehensive records of any allegations made, details of



how the allegations were managed and details of any action taken and decisions reached.
These records must be stored confidentially and a copy given to the individual concerned.

e In the case where an allegation has been determined to be unfounded/unproven and the
person accused is innocent, consideration will be given to the most appropriate support the

organization can provide to the person concerned.

Note on Volunteers
The same procedures will be followed should an allegation be made against a volunteer. While

some of the considerations that relate to employees such as Employment Law do not apply, Dublin
Youth Theatre is committed to treating any individual whose services it engages and against whom
an allegation is made, according to the same principle as it would treat staff members, i.e., in a
manner that is fair, transparent and in accordance with ‘Natural Justice’.

Dealing with an Allegation made against Another Young Person

e If an allegation is made against another young person, it should be considered a child
protection issue for both the young people involved and child protection procedures should
be adhered to for both the victim and the alleged abuser.

e The parents/guardians of the young people concerned should be informed immediately.

e Advice should be taken from the Statutory Authorities as to how this might best be done.

e Decisions regarding the future participation in the youth organization of the young person
alleged to have committed abuse should be made at management level and with advice
from an organization/individual with expertise in the area.

e (See Section on Peer Abuse under Section 6.2: Definitions of Abuse or more information on

this type of abuse)



SECTION 8: Data Protection and Confidentiality Policy

Dublin Youth Theatre recognises its responsibility in managing and processing personal data,
sensitive personal data as well as other sensitive information that does not fall under the category of
personal data. This policy outlines the youth theatre’s approach to Data Protection and Confidentiality
in the management of Personal Data and other Sensitive information.

Dublin Youth Theatre recognises that a guarantee of confidentiality is an important factor in
determining the level of trust its members, their parents/guardians, as well as our staff and volunteers
has in us. The youth theatre is committed to handling personal data and confidential information in a
manner that is respectful, purposeful, professional and meets statutory requirements.

Data Protection Controller

Dublin Youth Theatre is the Data Controller under the definition provided by the GDPR. The person
responsible for ensuring that the youth theatre meets its data protection responsibilities is the
Executive Director, Sarah Bragg-Bolger. Any queries or requests relating to personal data should be
referred to this person.

Definitions

Personal Data: any information relating to an identified or identifiable natural person. Examples
include name, address, contact details, age, date of birth. Personal Data can also refer to a
photographic or video image of an identifiable person.

Sensitive Personal Data: special categories of personal data, which include health data,
biometric data, genetic data, sexual orientation and religious beliefs.

Other Confidential Information: Sensitive information that cannot be categorised as Personal
Data but that, in the context of youth theatre, is provided in the expectation that it will be
properly managed. Examples include Welfare/Child Protection reports, disciplinary reports.

A Data Subject: an identifiable natural person who can be identified, directly or indirectly, in
particular by reference to an identifier.

Data Processing: ‘any operation or set of operations which is performed on personal data or a
set of personal data’. You do not need to view the actual data, but transmitting it, backing up a
file or destroying data all count as a processing activity, even where the data is encrypted. Can
be both automated and manual.

Data Controller: determines the purposes and means of processing of personal data.
Data Processor: processes personal data on behalf of the Data Controller.

Data Protection Policy

In order to conduct its legitimate activities Dublin Youth Theatre must collect and process
categories of personal data, sensitive personal data and other confidential information. The
following information is held by the youth theatre and should be treated as confidential.

This list is not exhaustive:

e Staff and volunteer records including application forms that contain personal data, details of
any disciplinary action etc.

e Garda Vetting Information including garda vetting application disclosures

e Member Information/Parental Consent Forms that include details such as date of birth,
information on medical conditions etc.

e Welfare/Child Protection Reports

e Contact information for stakeholders, supporters etc.

e Marketing information such as audience members, individual donors and supporters



Dublin Youth Theatre is aware of the Data Protection Acts (1998/2003 and subsequent amendments)
and Regulation (EU) 2016/679, the General Data Protection Regulation (GDPR).

These Acts and Regulation govern all aspects of the treatment of personal data and sensitive
personal data. We are committed to the following seven principles contained in Article 5 of the GDPR
which regulate the processing of personal data:

e Process personal data lawfully, fairly and transparently: We base our data processing on

one or more Lawful Processing Conditions provided for by the GDPR. In the majority of
instances, we will base our processing of Personal Data on the Consent of the Data Subject
(Article 6, GDPR) and Sensitive Personal Data on the Explicit Consent of the Data Subject
(Article 9, GDPR)

e Specified and Lawful Purpose: Keep personal data only for one or more specified and lawful
purposes and process it only in ways compatible with the purposes for which it was initially

given.

e Minimisation of Processing: Processing of personal data will be adequate, relevant and
restricted to what is necessary in relation to the purposes for which it is processed.

e Accuracy: Keep personal data accurate and up-to-date.

e Storage Limitation: Retain it no longer than is necessary for the specified purpose or
purposes.

e Security and Confidentiality: Keep personal data safe and secure.

e Liability and Accountability: Dublin Youth Theatre will ensure personal data is processed in
compliance with the GDPR.

Data Subject Rights

In managing and processing personal data Dublin Youth Theatre upholds the rights of the Data
Subject as provided under the GDPR including:

e The right to be informed about how we will use their personal data.

e The right of access to a copy of the personal data we hold and information on how we
process it.

e The right to have incorrect or incomplete personal data corrected.

e The ‘right to be forgotten’ and have personal data deleted if they so request.
e The right to restrict how we process their personal data.

e The right to object to the processing of their personal data.

e The right to data portability.

Consent and Transparency

In the majority of cases, consent is the lawful grounds on which we process personal data. We will
only process data where consent is affirmative, freely given, specific, informed and unambiguous.
Consent will be sought from all data subjects using manual and digital forms as appropriate.



At the point of collecting data, data subjects will also be provided with a Privacy Statement detailing
how and for what purpose the data will be processed. This will include the following:

e the identity of the Data Controller (and contact name for data requests)
e the purpose of collection,

e whether any sharing with third parties will take place,

e how long the data will be held,

e the details of the individual’s rights regarding the data notice of any automated
decision-making (‘profiling’) that may take place using the data.

Processing Children’s Data
In the context of youth theatre, it is necessary to process the personal data of children.

e For all children aged under 18 who are engaged in the activities of the youth theatre Dublin
Youth Theatre will seek consent from the child’s parent/ guardian.

e In line with the requirements of the GDPR we will verify the child's age through confirmation
by the parent.

e Also in line with the GDPR we will verify parent/guardian consent calling them on the phone
number supplied on the parental consent form.

Third Party Data Processors

From time to time Dublin Youth Theatre will need to engage third parties to process personal data on
our behalf as necessitated by the nature of the processing. This will be notified to the Data Subject at
the point of seeking consent for use of personal data. Some of these third parties may process data
outside of the European Union. Dublin Youth Theatre exercises reasonable care to ensure that the
Data Processor carries out the processing in strict compliance with the GDPR, including ensuring that
GDPR compliant Agreements exist between Dublin Youth Theatre and the data processor in respect
of the processing.

Third parties that currently process data on our behalf include:
ExSite Communications

Google suite - Gmail, Google Drive/Docs/Sheets/Forms, YouTube
Instagram

Facebook

Dropbox

Vimeo

MailChimp

X (Formerly Twitter)

Quickbooks online

Sage

Ring Inc



Data Security Policy
Who has access to personal data and confidential information?
The following have access to personal data and confidential information through their involvement
with the youth theatre:
e Designated Liaison Person.
e Chairperson.
e Staff members and volunteers who work directly with young people.
e Sub-committee members (personal data only for communications).

Managing Personal Data and Confidential Information
1. Personal data and confidential information as defined above is stored at 2 Curved Street, Dublin
2. This information is stored securely in a locked filing cabinet or password protected computer.

Dublin Youth Theatre requires that all those who have access to personal data/ confidential
information as a result of their involvement, adhere to the following:

e Be aware of the sensitive nature of the information to which you are privy and recognise the
responsibility you have as a result of having access to this information.

e Familiarise yourself with the youth theatre’s data protection and confidentiality policy and act
accordingly.

e Be aware that information including written reports is the property of Dublin Youth Theatre.

e Use personal data and confidential information only for the purpose(s) for which it was provided
and the purpose(s) for which you are authorised to use it.

e Do not pass personal data on to third parties without the consent of the person in question.

e Do not share confidential information or pass it on to a third party unless it is absolutely necessary
as in the case of a child protection concern. Making a child protection report is not a breach of
confidentiality.

e All computers containing youth theatre information should have a log-on password.

e Robust security passwords should be used for all confidential files

e Hard copy files/computer files should be retained and destroyed/deleted in line with the youth
theatre’s retention policy. (See Below)

e Be aware that personal data and confidential information may also be contained on other media
such as audio or video files.

e A staff member or volunteer may receive information that is confidential in error as in the case of an
overheard conversation. Any information gained in this fashion is subject to the same conditions as
information gained in an authorised manner and should not be shared.

e Staff Members and volunteers should be particularly careful when they are in possession of
sensitive personal data/ confidential sensitive information in the workshop space or in a public space.
e The requirement of confidentiality continues to apply after an individual’'s involvement with the youth
theatre ceases.

e Dublin Youth Theatre is aware of the particularly sensitive nature of garda vetting disclosures and
records of child protection concerns. Should the Designated Liaison Person cease engagement with
the youth theatre or no longer carry out this role, any garda vetting disclosures/child protection
reports should be passed on to the Chairperson in a sealed file.

They will then be given to the new Designated Liaison Person.

e As already stated under no circumstances will garda vetting disclosures be shared with third
parties.

e Where a disclosure has been returned outlining convictions or specified information, the identity of
the applicant will be shared on a need to know basis. The DLP and the Chairperson will be aware of
the identity of the applicant. The other member of the decision-making committee will be given any
relevant information in relation to the disclosure but will only be informed of the identity if this is
necessary or unavoidable. For example, it might be decided in some cases that the full
decision-making committee will meet with the applicant.



Data Access Requests

Any Data Subject can make a Data Access Request and should direct the request via the individual
responsible for overseeing Data Protection as detailed above. Dublin Youth Theatre will observe the
following when handling such requests:

e We will request valid proof of identification from the individual before proceeding with the request.

e If requested, access to a copy of their data will be provided in electronic form with details of how it
is processed, within one month.

e Any corrections requested will be made within one month.

e If requested we will delete a data subject’s data within one month unless there is a valid reason not
to (e.g. Garda Vetting Disclosures).

e We will halt processing on disputed data immediately until the issue is resolved.

e We will provide data in a digital format to a third party on the request of the data subject, we will do
this within one month.

Breaches of Data Protection and Confidentiality

e A breach of confidentiality may lead to a disciplinary procedure.
e In cases of a data breach, Dublin Youth Theatre will make a report to the Office of the Data
Protection Commissioner no later than 72 hours from becoming aware of the breach.

Data Retention Policy

Dublin Youth Theatre has developed the following retention policy stating the retention periods for the
various types of information it holds. After the stated period has elapsed the information will be
deleted from computers and any hard copy files will be shredded.

e All financial documentation including end of year accounts, other financial statements,
invoices, receipts etc. - 7 Years

e Records of youth theatre activities including production images, programmes etc. -
Permanent
Strategic plans, programme plans etc. - Permanent
Email communications - 7 years
Recruitment Records: Unsuccessful applications for vacant posts/ Written record of interview
panel’s recommendation - 1 Year

e Personnel Records: Applications and Curriculum Vitae of candidates who accept and take up
a post. References, Contracts of Employment, Training Records, Resignation/Retirement
Letter, Annual leave records, sick leave records, compassionate leave records, study leave
records, jury service records — Permanent
Disciplinary Records - 1 Year
Details of Grievance Procedures - Six months (Please note: In cases of more serious
disciplinary/grievance procedures or where an allegation of abuse is made against an
employee, the records can be kept permanently)

e Members’ Personal Details: These will be kept for the duration of a young person’s
participation in the youth theatre and for 5 years after they leave.

e Records of Complaints Procedures: 5 years

e (Garda Vetting Information including disclosures:
Digital copies of roof of Identity and garda vetting disclosures for staff members and volunteers
will be retained until the staff member/volunteer is re-vetted when the existing records will be
replaced with the new information/disclosure. When staff member’s/volunteer’s involvement
finishes, we will retain their garda vetting records for 1 year from the finish date. Physical copies
will be retained up until six months after their validation date.

e Welfare Reports/Child Protection Reports - Permanent



Please note: If there are any outstanding issues relating to any area of the youth theatre’s work,
the period of retention for any documentation related to this issue, will only commence once the
issue is satisfactorily resolved.

DYT requires that all those who have access to confidential information as a result of their
involvement, adhere to the following:

e Be aware of the sensitive nature of the information to which you are privy and recognise the
responsibility you have as a result of having access to this information.

e Be aware that information, including written reports, are the property of DYT.

e Use confidential information only for the purpose(s) for which it was provided and the
purpose(s) for which you are authorized to use it.

e Do not pass personal contact information on to third parties without the express permission
of the person in question. Do not share confidential information or pass it on to a third party
unless it is necessary as in the case of a child protection concern (See below for more
details).

e Be aware that confidential information may also be contained on other media such as audio
or video files, in hard and soft copy form.

e Familiarise yourself with the youth theatre’s confidentiality policy and act accordingly.

e Staff should not share information that is potentially commercially sensitive.

e If unsure about any specific instance, staff should seek clarification from the Chairperson of
DYT.

e All computers containing youth theatre information should have a log-on password. Robust
security passwords should be used for all confidential files. Hard copy files/computer files
should be retained and destroyed/deleted in line with the youth theatre’s retention policy.
(See Below).

e A staff member may receive information that is confidential in error as in the case of an
overheard conversation. Any information gained in this fashion is subject to the same
conditions as information gained in an authorised manner and should not be shared.

e There are circumstances where confidential information is taken outside the DYT main
office, for example in the case of an event involving the participation of young people where
welfare leaders have copies of Participant Information/Parental Consent Forms. Personal
information should be managed with care and should not be left where those without
authorisation can access it. This information should be returned to the DYT Office or

directly to the Executive Director or the Designated Person. Welfare/CP reports should be
given to the Designated Welfare Person or Executive Director only.

e The requirement of confidentiality continues to apply after an individual’'s involvement with
DYT ceases.

e DYT is aware of the particularly sensitive nature of garda vetting disclosures and records of
child protection concerns. Should the Designated Person cease engagement with the youth
theatre or no longer carry out this role, any garda vetting disclosures/child protection reports
should be passed on to the Chairperson in a sealed file. They will then be given to the new
Designated Person.

e As already stated under no circumstances will garda vetting disclosures be shared with
third parties.

e Where a disclosure has been returned outlining convictions or specified information, the
identity of the applicant will be shared on a need to know basis. The D.P. and the
Chairperson will be aware of the identity of the applicant. The other member of the
decision-making committee will be given any relevant information in relation to the

disclosure but will only be informed of the identity if this is necessary or unavoidable. For
example, it might be decided in some cases that the full decision-making committee will
meet with the applicant.



Confidentiality and Child Welfare/Protection

It is essential that staff are familiar with the situation with regard to confidentiality and child protection.

The following section is taken from Children First 2017 and has not been altered in any way.
e The effective protection of a child often depends on the willingness of the staff in statutory
and voluntary organizations involved with children to share and exchange relevant
information. It is therefore critical that there is a clear understanding of professional and legal
responsibilities about confidentiality and the exchange of information.
e All information regarding concern or assessment of child abuse or neglect should be shared
on ‘a need to know’ basis in the interests of the child with the relevant statutory authorities.
e No undertakings regarding secrecy can be given. Those working with a child and family
should make this clear to all parties involved, although they can be assured that all
information will be handled taking full account of legal requirements.
e Ethical and statutory codes concerned with confidentiality and data protection provide
general guidance. They are not intended to limit or prevent the exchange of information
between different professional Staff with responsibility for ensuring the protection and
welfare of children. The provision of information to the statutory agencies for the protection
of a child is not a breach of confidentiality or data protection.
e It must be clearly understood that information gathered for one purpose must not be used for
another without consulting the person who provided that information.
e The issue of confidentiality should be part of the training necessary for staff who work in the
area of child protection and welfare and the general training of staff in organizations that
work with children. Each organization should have a written policy in this regard.

Reports and Recording Information

As emphasized throughout these guidelines it is critical to keep records and reports, not only about
child protection but on all aspects of the youth theatres work. Here is some advice for creating
effective reports:

e Reports should be written as soon as possible after an event/incident occurs

e They should be written in legible handwriting or typed. They should be signed by the person
who is making the report. Any changes made at a future date should also be signed.

e Stick to the facts as much as possible. Try to be as accurate and comprehensive as
possible.

e Stay away from supposition and speculation.

e Try and keep your own opinion out of the report.

e If you are using the words of other people, ensure you are using actual quotes or signed
statements rather than your interpretation of what was said.

e Use full names, addresses, etc.

e Include witness statements if an incident/accident occurs

e If an accident has occurred, it is a good idea to take a photograph of the location where it
took place.

e Details of any decisions made should be included

e Reports are the property of the organization, not the individual who creates them.

e Reports, especially those relating to sensitive matters, should be securely stored with
access restricted to those who have a direct need to access the information.

e Details should be kept of who has accessed confidential information. For example, a folder
could have a note attached for anyone who opens it to sign.

Breaches of Confidentiality
A breach of confidentiality may lead to a disciplinary procedure. (See Disciplinary Procedures
Section).



SECTION 9: Primary Carers

Dublin Youth Theatre has a young-person centered approach and promotes the importance of
viewing young people as social and artistic beings in their own right. We aim to create a space where
they can be themselves away from any pressures they may have in their lives. At the same time, we
also recognise the rights of parents to be involved in and informed about their child/ward’s lives
including their participation in youth theatre.

Parents are performing an act of trust when their child/ward joins the youth theatre, and we are
obligated to honor that trust by safeguarding the well-being of their young person. We are aware that
parents and families are also valued supporters of the youth theatre through their attendance at our
productions, support of fundraising initiatives, etc.

We encourage dialogue with parents/primary carers and encourage them to contact us should they
have any questions or concerns. We especially encourage ongoing communication with
parents/primary carers of young people who are vulnerable and have additional needs.

SECTION 9.1: Policy Statement on the involvement of Parents
and Primary Carers

We are committed to being open to all primary carers.

We undertake to:
e Advise primary carers of our child protection policy (sent out on the letter of acceptance);
e Issue contact/consent forms where relevant;
e Comply with health and safety practices;
e Operate child-centered policies by best practice;
e Adhere to our recruitment guidelines;
e Ensure as far as possible that the activities are age-appropriate;
e Encourage and facilitate the involvement of parent(s), carer(s) or responsible adult(s),
where appropriate.

If we have concerns about the welfare of a member, we will:

e Respond to the needs of the child or young person;

e Inform the primary carers where appropriate, on an on-going basis unless this action puts
the child or young person at further risk;

e Where there are child protection and welfare concerns we are obliged to pass these on to
the duty social worker and, in an emergency, the Gardai;

e In the event of a complaint against a member of staff/volunteer, we will immediately ensure
the safety of the child/young person and inform primary carers as appropriate.

As a child-centred organisation, we are committed to putting the interest of the members first.
To that end we will:

e Contact local the Child and Family Agency (Tusla) and Gardai where there is a child
protection /welfare concern;

e Encourage primary carers to work in partnership with us under the guidelines set out by our
organisation to ensure the safety of their children;

e Have a designated contact person available for consultation with primary carers in the case
of any concern over a member’s welfare.



SECTION 9.2: Guidelines for Working Parents / Primary Carers

e We value the cooperation of parents in facilitating young people’s involvement in the
youth theatre programme.

e We recognise the right parents/primary carers have to be informed about their young
person’s involvement and their right to be informed about any issues that affect their

child.

e Parents/primary carers will be made aware of the group’s policies and procedures. The
youth theatre has developed an information sheet for parents/carers including details of
how they can access policies and who they should contact if they require further
information about any aspect of their young person’s participation. They will also be
provided with contact details for the Designated Person should they have a specific

issue or concern they wish to discuss. This will be provided to the parents of all

members aged under 18 when they join the youth theatre. This will include information

on how to give feedback and register a complaint with the youth theatre. See Appendix

8.

e Parents/primary carers will be given a copy of the group contract. This includes the rules
of the group and the disciplinary procedures a member can expect should they break

any of these rules.

e Parents/primary carers will be informed if their young person is ill, or suffers an accident
during youth theatre time.

e Parents/primary carers will be sent updates on youth theatre activities. They will be
informed if activities require that their child/ward need to increase their attendance.

e Consent is required from parents of those under 18 for members’ general participation in
youth theatre. We also seek additional consent for any activities, such as exchanges and
festivals, involving travel away from home. Consent is sought through the DYT Parental
Consent Form.

e Parents will be given detailed information on away trips. A meeting will be organized for
longer trips or those that involve travel abroad.

e The youth theatre requires information from parents/carers about any medical
conditions, additional needs and any other relevant information affecting a young person
under 18.

e Parental consent is sought for the use of images of those under 18.

e The youth theatre is committed to informing parents/primary carers of any issues that pertain
to the welfare of their child/ward. A decision will be taken not to inform, only if it is felt that doing
so will endanger the well-being of the young person in question.

e The youth theatre welcomes dialogue with parents/primary carers and asks that they contact
us, not only if they wish to raise any issues, but also if they would like to find out more about
the youth theatre and its activities. Parents are informed about performances and other public
events that will allow them to personally experience the youth theatre’s work and witness the
achievements of their child.

Parents and Child Protection

Children First (2017) makes it clear that parents should be informed if a report is being
submitted to the Child and Family Agency or a Gardai Siochana unless doing so will endanger
the child. No staff member, other than the Designated Person, should inform a parent about a
child protection concern/report. The Designated Person must discuss the situation with the
Chairperson before they notify a parent of a child protection report, to ascertain whether that
they are putting themselves or a young person in any danger. The DP will liaise with the Child
and Family Agency before informing a parent. If a decision is taken to go ahead and inform the
parents/primary carers, the duty social worker can advise theDesignated Person on the best
way to do so.



The Designated Person should keep in mind any knowledge they have of the family and also
the information the young person has provided regarding the family. They should consider
some of the following:

e What is the existing relationship with the parents?

e What are the perceived possible responses from the parents?

e Are there likely to be any communication difficulties or conflict?

When informing parents it is important to:

e Be clear, honest and constructive.

e Explain that the decision to report is based on a genuine concern for the welfare of the child.

e Express the hope that the child and the family will get the necessary help and support they
need.

e Continue to liaise with the Child and Family Agency.



SECTION 10: Complaints

Statement of policy
The Dublin Youth Theatre is committed to providing a professional and efficient service in supporting
youth theatre in Dublin.

There may be occasions when a member or other stakeholder feels they have not received the best
possible service from the youth theatre. We encourage feedback, both positive and negative, on all
aspects of our policy and operations, so that we can maintain and improve standards on an ongoing
basis. If an individual or organization chooses to make a formal complaint, we will deal with this as
quickly and fairly as possible and put things right where appropriate. We recognise that complaints
can be of varying severity and will deal with complaints in a matter that is reflective of their nature.

Complaints Procedure

1. General principles

1.1 Scope

The purpose of this document is to set out for all parties concerned the Dublin Youth Theatre
code of practice for dealing with formal complaints. (It cannot be used as an alternative or
additional complaints mechanism to the Dublin Youth Theatre grievance and disciplinary
procedures, which deal with the relationship between the Dublin Youth Theatre Staff and board
of directors.)

1.2 Responsibility

The Dublin Youth Theatre Executive Director is responsible for ensuring that the policy and the
procedures in this document are implemented efficiently and effectively. All other Staff and
volunteers (including the voluntary board of directors) members are expected to facilitate this
process.

1.3 Eligibility

This procedure can be accessed by any individual, group or organization, who have had either
direct or indirect involvement with the youth theatre. This includes potential, current and past
members; parents and primary carers of members; volunteers; voluntary organizations;
statutory bodies and other stakeholders; the management of venues we use; audience
members who attend productions, etc. However, the Dublin Youth Theatre does not respond to
anonymous or abusive complaints.

1.4 Accessibility

Dublin Youth Theatre will endeavor to make this procedure easily accessible to all these
individuals/organizations. We recognise that some individuals may require additional support in
accessing the procedure such as in the case of an individual with a disability or where there is a
language issue, we will take all reasonable measures to provide this support.

1.5 Treatment of complaints

Complaints are taken seriously. The complaints process will be explained to anyone wishing to
make a complaint. Each complaint is treated equally, sensitively and in a fair and objective
fashion.

All complaints are handled with an open mind and investigated without prejudice. The
confidentiality of the person who is making the complaint and the person about whom the
complaint is being made is respected. Complaints are dealt with and acted upon promptly in an
attempt to resolve them as quickly as possible. All complainants will receive a written
explanation of the Dublin Youth Theatre response to their criticism.



2. Complaints method
2.1 First step

Complaints should be in writing, addressed to the Chairperson, Dublin Youth Theatre, 3 Great
Denmark Street, Rotunda, Dublin 1. or email chair@dublinyouththeatre.com

Details of oral complaints should be recorded, and the accuracy checked with the person who
has made the complaint. This record should be passed to Sarah Bragg-Bolger, The Executive
Director, Dublin  Youth  Theatre, 3 Great Denmark Street, D.1. Email:
sarah@dublinyouththeatre.com.

A response will be made to the complaint within ten working days. We will endeavor to resolve
less serious complaints at this stage. A decision on the best way of responding to a complaint
will be made by Sarah Bragg-Bolger (Executive Director) and Naoise Nunn (Chairperson).
Possible

outcomes are listed below. A written record of the complaint and how it was resolved will be
kept.

2.2 Second Step

If the complaint is about the Executive Director, the process will begin at the Second Step, and
the Executive Director will recuse themselves from the Complaints Committee.

e If the complaint is of a more serious nature or if the person is not satisfied with the outcome,
the second stage of the procedure is entered into.

e At this stage, full details of the complaint will need to be received in writing. The complaint
will be formally acknowledged in writing. The person making the complaint will be provided
with an explanation of the next stage of the procedure and a realistic time frame for the
completion of the process. They will also be informed who is responsible for investigating

the complaint.

e The Complaints Committee is responsible for handling the complaint at this stage of the
process. The committee is made up of the Chairperson, Designated Person / General
Manager and a minimum of two other board members.

e If the complaint has been responded to at stage one of the process, an examination of the
original decision will be carried out.

e A meeting may be held between the person investigating the complaint and the person who
is making the complaint.

e If a Staff member is the subject of any complaint, the person investigating the complaint will
also meet with him/her.

e Both the person making the complaint and any Staff who is the subject of the complaint will
be given the right to representation.

e A written record will be kept at each stage of the process.

e It may be felt that the complaint/concern necessitates the involvement of an outside agency
such as the Child and Family Agency or An Garda Siochana. If the complaint relates to an
allegation of abuse, the procedure outlined for allegations in this policy will be followed in

full and will take precedence over this complaints procedure.

e The person making the complaint and any Staff who is the subject of the complaint will be
informed of the decision in writing.

e If any disciplinary action is deemed appropriate, we will follow our Disciplinary Procedures.
e Other possible outcomes are listed below.

2.3 Third step

If the complainant is unhappy with the reply they have received, they can appeal in writing to
the

youth theatre within ten working days. The chair of the board of directors will let the complainant
know in writing, within five working days of receiving this letter, that the complaint is being
investigated further.



The further investigation should be handled by a person not involved in the original decision.
This may be a board member not originally on the Complaints Committee or an external
person. He/she will examine all the information that has been gathered through the complaints
procedure and may hold a further meeting with the person who has made the complaint, the
subject of the complaint or both.

Staff also has a right to appeal any decision. See Section on Disciplinary Procedures for more
information.

2.4 Handling a Concern/Complaint from a Youth Theatre Member

The input and feedback of youth theatre members are especially valued. Dublin Youth Theatre
fosters an environment of openness and encourages young people to voice any concerns they
may have about their involvement with the youth theatre. If a young person has a complaint or
wishes to voice a concern, they will be treated with respect and the issue will be taken seriously.
Their complaint/concern will be handled according to the procedure outlined above with the
following exceptions:

e The complaint will be handled with extra sensitivity and care and in a way that is age
appropriate. The well-being of the young person will be of paramount importance

throughout the process.

e The Designated Person will be made available to the young person to support them through
the process. If the complaint/concern relates to the DP, another appropriate person will be

given this role. Alternatively, the young person can nominate a parent or other adult that

they wish to represent/support them during the process. Any meetings with the young

person will be conducted with a parent/another appropriate adult present.

e In line with our policy, parents/primary carers will be informed of any concerns/issues that
relate to their child/ward once doing so will not put the young person in danger.

2.5 Complaints that relate to Child Protection Issues

If a complaint relates to a child protection issue, the youth theatre’s internal reporting
procedures will be followed. If the complaint involves an allegation against a Staff member or
volunteer, a formal investigation, as outlined in the Section on Allegations against Staff, will
begin immediately.

3. Monitoring and evaluation
3.1 Dublin Youth Theatre complaints

The Dublin Youth Theatre monitors and evaluates complaints about the organization on a
regular basis and seeks to make ongoing improvements.

3.2 Feedback
Constructive feedback on this document is always welcome. The Dublin Youth Theatre will
ensure that the board of directors consider it, if appropriate.

3.3 Review
This document will be reviewed by the board of directors on an annual basis, or sooner if
circumstances change.

POSSIBLE OUTCOMES

The following have been agreed as possible outcomes of the complaints procedure:
e a written or verbal apology

e an explanation as to the reason for the situation that led to the complaint

e a review of the situation that led to the complaint

e an assurance that there will be a change in practice if this is felt necessary.

More serious complaints may involve the following:
A formal investigation. This could take the form of an investigation by senior management or in a
more serious case, an outside agency such as the Gardai may have to be brought in.



It may be that disciplinary procedures may have to be invoked should negligence or bad
practice by a Staff member or volunteer be indicated. It is important to make sure that this
person (as well as the individual who has made the complaint) is informed that they do have the
right to have someone to advise and represent them. In the case of a Staff member, this could

be a trade union rep.



SECTION 11: Disciplinary Procedures

Dublin Youth Theatre is committed to a balanced and fair approach in all disciplinary matters involving
Staff and volunteers.

Disciplinary Procedures
The following are examples of offenses which may lead to disciplinary action:
e Abusing a young person.
e Bullying a young person or colleague.
e Breach of Health and Safety rules.
e Refusal to carry out instructions from an authorized person.
e Persistent unsatisfactory work performance, timekeeping or attendance.
e Breach of hygiene rules, smoking on the premises.
e Being under the influence of drink or drugs during the working period.
e Falsification of the youth theatre’s records or documents.
e Stealing or unauthorized disposal of youth theatre property, misuse of property, materials or
equipment.
e Breach of an individual’'s Contract of Employment.
e Harassment.
e Behaviour, which may bring the youth theatre into disrepute.
e Violation of Criminal Law.
e Disorderly or violent conduct while on duty.

PROCEDURES
All Staff/Volunteers will be provided with a written copy of disciplinary procedures on commencement
of their work with the youth theatre.

The youth theatre’s Chairperson is responsible for handling disciplinary procedures. If it is felt
appropriate an external person may be asked to manage the process.

The Staff will be given full details of the allegations or complaints.
They will be given an opportunity to respond in full.

They will have the right to be represented by a peer, ie staff may be represented by a colleague or
volunteers by another volunteer .

The Chairperson will give serious consideration to any account given by the individual in question, to
the circumstances that led to the disciplinary procedures and to any other relevant factors that
pertain.

The Chairperson may decide to seek outside input or advice. Legal advice will be sought for any
disciplinary action that has contractual implications.

The youth theatre accepts that less serious offenses can be dealt with on a more informal basis.

In certain instances, an employee may be suspended on full pay pending the outcome of an
investigation into an alleged breach of discipline. These instances include when it is necessary to
prevent repetition of the conduct complained of; to prevent interference with evidence; protect
individuals at risk of such conduct or protect the employer's business and reputation . Proper
consideration will be made before a suspension.

The employee/volunteer will be informed of a decision as soon as it is made and be informed that
they have the right to appeal any disciplinary action.



The following disciplinary actions will be at the disposal of the Chairperson:
e An oral warning.
e A written warning.
e A final written warning.
e Suspension without pay.
e Transfer to another role.
e Dismissal.

Generally, the steps in the procedure will be progressive. Dismissal will be the last resort and only
used in situations where it is felt that the employee/volunteer poses a threat to the wellbeing of
members or where all other disciplinary actions have been used but the employee/volunteer
consistently displays the behaviour/ commits the offense that led to the initiation of disciplinary action.

It is the responsibility of the Chairperson to ensure that all disciplinary procedures are recorded
accurately and that all resulting reports are maintained in line with our Confidentiality policy.

Written warnings will be removed from a Staff member’s/volunteer’s record after 6 months; final
written warnings after one year) and the Staff will be advised accordingly.

APPEALS

The following procedure should be followed by appeals:

If a Staff member /volunteer are unhappy with the outcome of the disciplinary action, they have 10
working days in which to lodge a written appeal. The reasons for the appeal should be submitted in
writing.

As it was the Chairperson who handled the original disciplinary action, the appeal will be handled by
an external individual to be agreed by the parties.

A meeting will be arranged with the Staff member /volunteer, and they will be informed in advance
that they have the right to bring someone with them to the meeting.

A confidential written record of this meeting will be kept and maintained in line with youth theatre
policy.

After a decision has been made, everyone involved will be informed of the outcome in writing.
Where the Chairperson of the youth theatre was not involved, they will also be written to.

If the person involved is a Staff member, and they are still unhappy with the outcome, they will be
informed that they have the right to refer the matter to the Workplace Relations Commission.



SECTION 12: Approach to Interagency Cooperation

As outlined in Children First (2017), good practice in child protection necessitates a multidisciplinary
and multi-agency approach including the cooperation between statutory organisations, such as the
Child and Family Agency and An Garda Siochana, and other organisations working with
children/young people.

Role of the Child and Family Agency
Under the Child Care Act (1991), the HSE had certain statutory obligations for the protection and
welfare of children. In 2015 these responsibilities were moved to the Child and Family Agency:
e The Child and Family Agency must be open to receiving information from any source about
a child who may not be receiving adequate care and protection;
e Having received such information, the Child and Family Agency must seek to establish
whether the child in question is receiving adequate care and protection. To his end, it must
coordinate information from all relevant sources and assess the situation.
e Having identified a child who is not receiving adequate care and protection, the Child and
Family Agency is under a duty to take appropriate action to promote the welfare of the child.

Role of An Garda Siochana

From Children First (2017):

The role of An Garda Siochana is to investigate alleged crimes and it is the responsibility of the
Director of Public Prosecutions (DPP) to decide on and carry out prosecutions. Children First (2017)
and the Child Protection and Welfare Practice Handbook (HSE 2011) describe in detail about how
these two agencies work together.

Dublin Youth Theatre takes the following approach to working with other agencies and organizations

about child protection:
e We recognise the necessity of a coordinated approach to child protection and will cooperate
with the Gardai, Child and Family Agency and any other appropriate agency or organization.
e Once reasonable grounds for concern have been established, the youth theatre’s
Designated Person will inform the Child and Family Agency about a child protection issue.
e All Staff is informed of the necessity of making a report under such circumstances.
e The Designated Person will use the Standard Reporting From to make a report.
e Other Staff have access to Standard Reporting Forms in case an emergency situation arises.
e The DP and other Staff are provided with contact details of the local Child and Family Agency
Office.
e As outlined in our reporting procedures, the DP and other Staff are aware that if they are
unsure whether the concern constitutes reasonable grounds for concern, they can consult
informally with a Duty Social Worker
e All Staff are informed in the case of a child protection emergency, outside Child and Family
Agency Office hours, they need to inform the local Gardai and are provided with contact details
for the local station.
e Dublin Youth Theatre is aware that there may be a criminal investigation to a child protection
issue and will cooperate fully with any investigation
e We also recognise we may have a role in continuing to support the young person after a child
protection concern is reported.
e We are aware that there are some organizations that have specific expertise in child
protection and the welfare of children/young people. The youth theatre’s Designated Person, or
another Staff, may seek advice from these organizations on a specific issue. There may be
circumstances when it is more appropriate to refer a young person to another
organization/services. See Appendix 5 for a list of support organizations/services.
e If the youth theatre is working with another organization on a programme/event involving
young people, there will be discussion around the welfare and child protection policy and
procedures to be used and where responsibility lies regarding reporting. We will
recommend that good practice is followed and that the most robust policy and procedures
take precedence.



SECTION 13: CCTV Policy

INTRODUCTION

CCTV systems will be introduced in consultation with staff, the board and members. Where
systems are already in operation, their operation will be reviewed regularly in consultation with
staff, the board and members.

1. PURPOSE OF POLICY

The purpose of this policy is to regulate the use of Closed Circuit Television and its associated
technology in the monitoring of the external environs of the premises under the remit of Dublin
Youth Theatre.

CCTV systems are installed (externally) in premises for the purpose of enhancing the security
of the building and its associated equipment as well as creating a mindfulness among the
occupants, at any one time, that a motion-activated security system is in operation within and/or
in the external environs of the premises during both the daylight and night hours each day.
CCTV surveillance at the DYT is intended for the purposes of:

= protecting the building and assets;

= promoting the health and safety of staff, members and visitors;

= reducing the incidence of crime and anti-social behaviour (including theft and

vandalism);

= supporting the Gardai in a bid to deter and detect crime;

= assisting in identifying, apprehending and prosecuting offenders.

2. SCOPE
This policy relates directly to the location and use of CCTV and the monitoring, recording and
subsequent use of such recorded material.

3. GENERAL PRINCIPLES

DYT as the corporate body has a statutory responsibility for the protection of its property and
equipment, as well providing a sense of security to its employees, members and visitors to its
premises. DYT owes a duty of care under the provisions of Safety, Health and Welfare at Work
Act 2005 and associated legislation and utilises CCTV systems and their associated monitoring
and recording equipment as an added mode of security and surveillance for the purpose of
enhancing the quality of life of the DYT community by integrating the best practices governing
the public and private surveillance of its premises.

The use of the CCTV system will be conducted in a professional, ethical and legal manner and
any diversion of the use of CCTV security technologies for other purposes is prohibited by this
policy e.g. CCTV will not be used for monitoring employee performance.

Information obtained through the CCTV system may only be released when authorised by the
Executive Director, following consultation with the Chairperson of the Board. Any requests for
CCTV recordings/images from An Garda Siochana will be fully recorded and legal advice will
be sought if any such request is made. (See “Access” below). If a law enforcement authority,
such as An Garda Siochana, is seeking a recording for a specific investigation, An Garda
Siochana may require a warrant and accordingly any such request made by An Garda
Siochana should be requested in writing and DYT will immediately seek legal advice.

CCTV monitoring of public areas for security purposes will be conducted in a manner consistent
with all existing policies adopted by DYT, including Equality & Diversity Policy, Dignity at Work
Policy, Codes of Practice for dealing with complaints of Bullying & Harassment and Sexual
Harassment and other relevant policies, including the provisions set down in equality and other
educational and related legislation.

This policy prohibits monitoring based on the characteristics and classifications contained in
equality and other related legislation e.g. race, gender, sexual orientation, national origin,
disability etc.

Video monitoring of public areas for security purposes within DYT is limited to uses that do not
violate the individual’'s reasonable expectation of privacy.



All CCTV systems and associated equipment will be required to be compliant with this policy
following its adoption by DYT. Recognisable images captured by CCTV systems are “personal
data.” They are therefore subject to the provisions of the Data Protection Acts 1988 and 2003.

4. JUSTIFICATION FOR USE OF CCTV

Section 2(1)(c)(iii) of the Data Protection Acts requires that data is "adequate, relevant and not
excessive" for the purpose for which it is collected. This means that DYT needs to be able to
justify the obtaining and use of personal data by means of a CCTV system. The use of CCTV to
control the perimeter of the building for security purposes has been deemed to be justified by
the board of management. The system is intended to verify the identity of persons wishing to
gain access to the building, capture images of intruders or of individuals damaging property or
removing goods without authorisation.

CCTYV systems will not be used to monitor normal DYT activities in the building.

5. LOCATION OF CAMERAS

The location of cameras is a key consideration. Use of CCTV to monitor areas where
individuals would have a reasonable expectation of privacy would be difficult to justify. DYT has
endeavoured to select a location for the installation of our CCTV camera which is least intrusive
to protect the privacy of individuals. Cameras placed so as to record external areas are
positioned in such a way as to prevent or minimise recording of passers-by or of another
person's private property.

CCTV Video Monitoring and Recording of Public Areas in DYT may include the following:

e Protection of buildings and property: The building’s entrance and exit.

e Monitoring of Access Control Systems: Monitor and record access at entrances to

building.

e Criminal Investigations (carried out by An Garda Siochana): Robbery, burglary and

theft surveillance.

6. COVERT SURVEILLANCE

DYT will not engage in covert surveillance.

Where An Garda Siochana requests to carry out covert surveillance on the premises, such
covert surveillance may require the consent of a judge. Accordingly, any such request made by
An Garda Siochana will be requested in writing and the youth theatre will seek legal advice.

7. NOTIFICATION - SIGNAGE

Executive Director will provide a copy of this CCTV Policy on request to staff, members, parents
and visitors to the school. This policy describes the purpose and location of CCTV monitoring, a
contact number for those wishing to discuss CCTV monitoring and guidelines for its use. The
location of CCTV cameras will also be indicated to the Board. Adequate signage will be placed
at each location in which a CCTV camera is sited to indicate that CCTV is in operation.

8. STORAGE & RETENTION

Section 2(1)(c)(iv) of the Data Protection Acts states that data "shall not be kept for longer than
is necessary for the purposes for which it was obtained”. A data controller needs to be able to
justify this retention period. For a normal CCTV security system, it would be difficult to justify
retention beyond a month (28 days), except where the images identify an issue — such as a
break-in or theft and those particular images/recordings are retained specifically in the context
of an investigation/prosecution of that issue.

Accordingly, the images captured by the CCTV system will be retained for a maximum of 28
days, except where the image identifies an issue and is retained specifically in the context of

an investigation/prosecution of that issue.

The images/recordings will be stored in a secure environment with a log of access kept. Access
will be restricted to authorised personnel. Supervising the access and maintenance of the
CCTV System is the responsibility of the Executive Director. In certain circumstances, the
recordings may also be viewed by other individuals in order to achieve the objectives set out
above. When CCTV recordings are being viewed, access will be limited to authorised



individuals on a need-to-know basis.
Recordings are secured by password with a log of access kept. Access will be restricted to
authorised personnel.

9. ACCESS
The recorded footage is stored digitally and restricted by password. Unauthorised access will
not be permitted at any time. A log of access to recordings will be maintained.
Access to the CCTV system and stored images will be restricted to authorised personnel only
i.e. Executive Director and DYT staff/volunteers working on the premises.
In relevant circumstances, CCTV footage may be accessed:
By An Garda Siochana where DYT (or its agents) are required by law to make a report
regarding the commission of a suspected crime; or
Following a request by An Garda Siochana when a crime or suspected crime has taken place
and/or when it is suspected that illegal/anti-social behaviour is taking place on DYT property,
or
To the HSE and/or any other statutory body charged with child safeguarding; or
To assist the Executive Director in establishing facts in cases of unacceptable member
behaviour, in which case, the parents/guardians will be informed; or
To data subjects (or their legal representatives), pursuant to an access request where the
time, date and location of the recordings is furnished to DYT; or
To individuals (or their legal representatives) subject to a court order; or
To DYT’s insurance company where the insurance company requires same in order to pursue
a claim for damage done to the insured property.

Requests by An Garda Siochana

Information obtained through video monitoring will only be released when authorised by the
Executive Director following consultation with the Chairperson of the Board. If An Garda
Siochana requests CCTV images for a specific investigation, An Garda Siochana may require a
warrant and accordingly any such request made by An Garda Siochana should be made in
writing and DYT should immediately seek legal advice. Access requests: On written request,
any person whose image has been recorded has a right to be given a copy of the information
recorded which relates to them, provided always that such an image/recording exists i.e. has
not been deleted and provided also that an exemption/prohibition does not apply to the release.
Where the image/recording identifies another individual, those images may only be released
where they can be redacted/anonymised so that the other person is not identified or identifiable.
To exercise their right of access, a data subject must make an application in writing to the
Executive Director. DYT may charge up to €6.35 for responding to such a request and must
respond within 40 days.

Access requests can be made to the following: Sarah Bragg-Bolger, 3 Great Denmark Street,
Dublin 1.

A person should provide all the necessary information to assist DYT in locating the CCTV
recorded data, such as the date, time and location of the recording. If the image is of such poor
quality as not to clearly identify an individual, that image may not be considered to be personal
data and may not be handed over by DYT

In giving a person a copy of their data, DYT may provide a still/series of still pictures, a file or a
disk with relevant images. However, other images of other individuals will be obscured before
the data is released.

10. RESPONSIBILITIES

The Executive Director will:

e Ensure that the use of CCTV systems is implemented in accordance with the policy set down
by DYT.

e Oversee and co-ordinate the use of CCTV monitoring for safety and security purposes within
DYT.

e Ensure that all existing CCTV monitoring systems will be evaluated for compliance with this

policy.



e Ensure that the CCTV monitoring at DYT is consistent with the highest standards and
protections.

e Review camera locations and be responsible for the release of any information or recorded
CCTV materials stored in compliance with this policy.

e Maintain a record of access (e.g. an access log) to or the release of any material recorded or
stored in the system.

e Ensure that monitoring recorded tapes are not duplicated for release.

e Ensure that the perimeter of view from fixed location cameras conforms to this policy
externally.

e Give consideration to both member and staff feedback/complaints regarding possible invasion
of privacy or confidentiality due to the location of a particular CCTV camera or associated
equipment.

e Ensure that all areas being monitored are not in breach of an enhanced expectation of the
privacy of individuals within DYT and be mindful that no such infringement is likely to take
place.

e Ensure that external cameras are non-intrusive in terms of their positions and views of
neighbouring residential housing and comply with the principle of “Reasonable Expectation of
Privacy”.

e Ensure that images recorded on digital recordings are stored for a period not longer than 28
days and are then erased unless required as part of a criminal investigation or court
proceedings (criminal or civil) or other bona fide use as approved by the Chairperson of the
Board.

e Ensure that where An Garda Siochana request to set up mobile video equipment for criminal
investigations, legal advice has been obtained and such activities have the approval of the
Chairperson of the Board

11. IMPLEMENTATION & REVIEW

The policy will be reviewed and evaluated from time to time. On-going review and evaluation
will take cognisance of changing information or guidelines (e.g. from the Data Protection
Commissioner, An Garda Siochana, national management bodies, legislation and feedback
from parents/guardians, members, staff and others.

The date from which the policy will apply is the date of adoption by the Board.



APPENDICES

Appendix 1: Signs and symptoms of child abuse

1. Signs and symptoms of neglect

Child neglect is the most common category of abuse. A distinction can be made between ‘wilful’
neglect and ‘circumstantial’ neglect.

‘Wilful’ neglect would generally incorporate a direct and deliberate deprivation by a parent/carer
of a child’s most basic needs, e.g., withdrawal of food, shelter, warmth, clothing, contact with
others.

‘Circumstantial’ neglect more often may be due to stress/inability to cope with parents or carers.

Neglect is closely correlated with low socio-economic factors and corresponding physical
deprivations. It is also related to parental incapacity due to learning disability, addictions or
psychological disturbance.

The neglect of children is ‘usually a passive form of abuse involving omission rather than acts of
commission’ (Skuse and Bentovim, 1994). It comprises ‘both a lack of physical caretaking and
supervision and a failure to fulfill the developmental needs of the child regarding cognitive
stimulation.’

Child neglect should be suspected in cases of:

e abandonment or desertion;

e children persistently being left alone without adequate care and supervision;

e malnourishment, lacking food, inappropriate food or erratic feeding;

e lack of warmth;

e lack of adequate clothing;

e inattention to basic hygiene;

e |lack of protection and exposure to danger, including moral danger or lack of supervision
appropriate to the child’s age;

e persistent failure to attend school;

e non-organic failure to thrive, i.e., child not gaining weight due not only to malnutrition but also
to emotional deprivation;

e failure to provide adequate care for the child’s medical and developmental problems;

e exploited, overworked.

2. Characteristics of neglect

Child neglect is the most frequent category of abuse, both in Ireland and internationally. In
addition to being the most frequently reported type of abuse; neglect is also recognised as
being the most harmful. Not only does neglect generally last throughout a childhood, it also has
long-term consequences into adult life. Children are more likely to die from chronic neglect than
from one instance of physical abuse. It is well established that severe neglect in infancy has a
serious negative impact on brain development.

Neglect is associated with, but not necessarily caused by, poverty. It is strongly correlated with
parental substance misuse, domestic violence and parental mental illness and disability.

Neglect may be categorised into different types (adapted from Dubowitz, 1999):
e Disorganised/chaotic neglect: This is typically where parenting is inconsistent and is often
found in disorganised and crisis-prone families. The quality of parenting is inconsistent, with a
lack of certainty and routine, often resulting in emergencies regarding accommodation,



finances and food. This type of neglect results in attachment disorders, promotes anxiety in
children and leads to disruptive and attention-seeking behaviour, with older children proving
more difficult to control and discipline. The home may be unsafe from accidental harm, with a
high incident of accidents occurring.

Depressed or passive neglect: This type of neglect fits the common stereotype and is often
characterised by bleak and bare accommodation, without material comfort, and with poor
hygiene and little if any social and psychological stimulation. The household will have few
toys and those that are there may be broken, dirty or inappropriate for age. Young children
will spend long periods in cots, playpens or pushchairs. There is often a lack of food,
inadequate bedding and no clean clothes. There can be a sense of hopelessness, coupled
with ambivalence about improving the household situation. In such environments, children
frequently are absent from school and have poor homework routines. Children subject to
these circumstances are at risk of major developmental delay.

Chronic deprivation: This is most likely to occur where there is the absence of a key
attachment figure. It is most often found in large institutions where infants and children may
be physically well cared for, but where there is no opportunity to form an attachment with an
individual carer. In these situations, children are dealt with by a range of adults and their
needs are seen as part of the demands of a group of children. This form of deprivation will
also be associated with poor stimulation and can result in serious developmental delays.

The following points illustrate the consequences of different types of neglect for children:
inadequate food — failure to develop;
household hazards — accidents;
lack of hygiene — health and social problems;
lack of attention to health — disease;
inadequate mental health care — suicide or delinquency;
inadequate emotional care — behaviour and educational;
inadequate supervision — risk-taking behaviour;
unstable relationship — attachment problems;
unstable living conditions — behaviour and anxiety, risk of accidents;
exposure to domestic violence — behaviour, physical and mental health;
community violence — anti social behaviour.

3. Signs and symptoms of emotional neglect and abuse

Emotional neglect and abuse are found typically in a home lacking in emotional warmth. It is not
necessarily associated with physical deprivation. The emotional needs of the children are not
met; the parent’s relationship to the child may be without empathy and devoid of emotional
responsiveness.

Emotional neglect and abuse occur when adults responsible for taking care of children are
unaware of and unable (for a range of reasons) to meet their children’s emotional and
developmental needs.

Emotional neglect and abuse are not easy to recognise because the effects are not easily
observable. Skuse (1989) states that ‘emotional abuse refers to the habitual verbal harassment
of a child by disparagement, criticism, threat and ridicule, and the inversion of love, whereby
verbal and non-verbal means of rejection and withdrawal are substituted.’

Emotional neglect and abuse can be identified concerning the indices listed below. However, it
should be noted that no one indicator is conclusive of emotional abuse. In the case of emotional
abuse and neglect, it is more likely to impact negatively on a child where there is a cluster of
indices, where these are persistent over time and where there is a lack of other protective
factors.

Rejection;

e |lack of comfort and love;

e lack of attachment;



e lack of proper stimulation (e.g., fun and play);

e lack of continuity of care (e.g., frequent moves, particularly unplanned);

e continuous lack of praise and encouragement;

e serious over-protectiveness;

e inappropriate non-physical punishment (e.g., locking in bedrooms);

e family conflicts and violence;

e every child who is abused sexually, physically or neglected is also emotionally abused;
e inappropriate expectations of a child relative to his/her age and stage of development.

4. Signs and symptoms of physical abuse
Unsatisfactory explanations, varying explanations, frequency and clustering for the following
events are high indices for concern regarding physical abuse:
bruises (see below for more detail);
Fractures;
swollen joints;
burns/scalds (see below for more detail);
abrasions/lacerations;
hemorrhages (retinal, subdural);
damage to body organs;
poisonings — repeated (prescribed drugs, alcohol);
failure to thrive;
coma/unconsciousness;
death.

There are many different forms of physical abuse, but skin, mouth and bone injuries are the
most common.

Bruises

Accidental

Accidental bruises are common at places on the body where bone is fairly close to the skin.
Bruises can also be found towards the front of the body, as the child usually will fall forwards.
Accidental bruises are common on the chin, nose, forehead, elbow, knees and shins. An
accident-prone child can have frequent bruises in these areas. Such bruises will be diffuse, with
no definite edges. Any bruising on a child before the age of mobility must be treated with
concern.

Non-accidental

Bruises caused by physical abuse are more likely to occur in soft tissues, e.g., cheek, buttocks,
lower back, back, thighs, calves, neck, genitalia, and mouth.

Marks from slapping or grabbing may form a distinctive pattern. Slap marks might occur on
buttocks/cheeks, and the outlining of fingers may be seen on any part of the body. Bruises
caused by direct blows with a fist have no definite pattern but may occur in parts of the body
that do not usually receive injuries by accident. A punch over the eye (black eye syndrome) or
ear would be of concern. Black eyes cannot be caused by a fall onto a flat surface. Two black
eyes require two injuries and must always be suspect. Other distinctive patterns of bruising may
be left by the use of straps, belts, sticks, and feet. The outline of the object may be left on the
child in a bruise on areas such as the back or thighs (areas covered by clothing).

Bruises may be associated with shaking, which can cause serious hidden bleeding and bruising
inside the skull. Any bruising around the neck is suspicious since it is very unlikely to be
accidentally acquired. Other injuries may feature — ruptured eardrum/fractured skull. Mouth
injury may be a cause of concern, e.g., torn mouth (frenulum) from forced bottle-feeding.

Bone injuries

Children regularly have accidents that result in fractures. However, children’s bones are more
flexible than those of adults, and the children themselves are lighter, so a fracture, particularly
of the skull, usually signifies that considerable force has been applied.



Non-accidental bone injuries

A fracture of any sort should be regarded as suspicious in a child under eight months of age. A
fracture of the skull must be regarded as particularly suspicious in a child under three years.
Either case requires careful investigation as to the circumstances in which the fracture
occurred. Swelling of the head or drowsiness may also indicate injury.

Burns

Children who have accidental burns usually have a hot liquid splashed on them by spilling or
have come into contact with a hot object. The history that parents give is usually in keeping with
the pattern of injury observed. However, repeated episodes may suggest inadequate care and
attention to safety within the house.

Non-accidental burns

Children who have received non-accidental burns may exhibit a pattern that is not adequately
explained by parents. The child may have been immersed in a hot liquid. The burn may show a
definite line, unlike the type is seen in accidental splashing. The child may also have been held
against a hot object, like a radiator or a ring of a cooker, leaving distinctive marks. Cigarette
burns may result in multiple small lesions in places on the skin that would not generally be
exposed to danger. There may be other skin conditions that can cause similar patterns, and
expert pediatric advice should be sought.

Bites

Children can get bitten either by animals or humans. Animal bites (e.g., dogs) commonly
puncture and tear the skin, and usually, the history is definite. Small children can also bite other
children.

Non-accidental bites

It is sometimes hard to differentiate between the bites of adults and children since
measurements can be inaccurate. Any suspected adult bite mark must be taken very seriously.
Consultant paediatricians may liaise with dental colleagues in order to identify marks correctly.

Poisoning

Children may commonly take medicines or chemicals that are dangerous and potentially
life-threatening. Aspects of care and safety within the home need to be considered for each
event.

Non-accidental poisoning

Non-accidental poisoning can occur and may be difficult to identify, but should be suspected in
bizarre or recurrent episodes and when more than one child is involved. Drowsiness or
hyperventilation may be a symptom.

Shaking violently
Shaking is a frequent cause of brain damage in very young children.

Fabricated/induced illness

This occurs where parents, usually the mother (according to current research and case
experience), fabricate stories of illness about their child or cause physical signs of iliness. This
can occur where the parent secretly administers dangerous drugs or other poisonous
substances to the child or by smothering. The symptoms that alert to the possibility of
fabricated/induced illness include:

e symptoms that cannot be explained by any medical tests; symptoms never observed by
anyone other than the parent/carer; symptoms reported to occur only at home or when a
parent/carer visits a child in hospital;

e high level of demand for an investigation of symptoms without any documented physical



signs;
e unexplained problems with medical treatment, such as drips coming out or lines being
interfered with; the presence of unprescribed medication or poisons in the blood or urine.

5. Signs and symptoms of sexual abuse

Child sexual abuse often covers a wide spectrum of abusive activities. It rarely involves just a
single incident and usually occurs over a number of years. Child sexual abuse most commonly
happens within the family.

Cases of sexual abuse principally come to light through:

(a) disclosure by the child or their siblings/friends;

(b) the suspicions of an adult;

(c) physical symptoms.

Colburn Faller (1989) provides a description of the wide spectrum of activities by adults which

can constitute child sexual abuse. These include:
Non-contact sexual abuse
‘Offensive sexual remarks’, including statements the offender makes to the child regarding
the child’s sexual attributes, what he or she would like to do to the child and other sexual
comments.
Obscene phone calls.
Independent ‘exposure’ involving the offender showing the victim his/her private parts and/or
masturbating in front of the victim.
‘Voyeurism’ involves instances when the offender observes the victim in a state of undress or
in activities that provide the offender with sexual gratification. These may include activities
that others do not regard as even remotely sexually stimulating.
Sexual contact, involving any touching of the intimate body parts. The offender may fondle or
masturbate the victim, and get the victim to fondle and masturbate them. Fondling can be
either outside or inside clothes. Also includes ‘frottage,’ i.e., where the offender gains sexual
gratification from rubbing his/her genitals against the victim’s body or clothing.
Oral-genital sexual abuse involving the offender licking, kissing, sucking or biting the child’s
genitals or inducing the child to do the same to them.
Interfemoral sexual abuse, Sometimes referred to as ‘dry sex’ or ‘vulvar intercourse’,
involving the offender placing penis between the child’s thighs.
Penetrative sexual abuse, of which there are four types:

o ‘Digital penetration,” involving putting fingers in the vagina or anus, or both. Usually,
the victim is penetrated by the offender, but sometimes the offender gets the child to
penetrate them.

o ‘Penetration with objects,” involving penetration of the vagina, anus or occasionally
mouth with an object.

‘Genital penetration,’ involving the penis entering the vagina, sometimes partially.
‘Anal penetration’ involving the penis penetrating the anus.

Sexual exploitation involves situations of sexual victimization where the person who is
responsible for the exploitation may not have direct sexual contact with the child. Two types
of this abuse are child pornography and child prostitution.

‘Child pornography’ includes still photography, videos, and movies, and, more recently,
computer-generated pornography.

‘Child prostitution’ for the most part involves children of latency age or in adolescence.
However, children as young as four and five are known to be abused in this way.

The sexual abuses described above may be found in combination with other abuses, such as
physical abuse and urination and defecation on the victim. In some cases, physical abuse is an
integral part of the sexual abuse; in others, drugs and alcohol may be given to the victim. It is
important to note that physical signs may not be evident in cases of sexual abuse due to the
nature of the abuse and/or the fact that the disclosure was made sometime after the abuse took
place.



Carers and professionals should be alert to the following physical and behavioural signs:
e bleeding from the vagina/anus;

e difficulty/pain in passing urine/ feces;

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

e noticeable and uncharacteristic change of behaviour;

e hints about sexual activity;

e age-inappropriate understanding of sexual behaviour;

e inappropriate seductive behaviour;

e sexually aggressive behaviour with others;

e uncharacteristic sexual play with peers/toys;

e great reluctance to join in normal activities that involve undressing, e.g., games/swimming.
e Particular behavioural signs and emotional problems suggestive of child abuse in young
children (aged 0-10 years) include:

e mood change where the child becomes withdrawn, fearful, acting out;

e lack of concentration, especially in an educational setting;

e bed wetting, soiling;

e pains, tummy aches, headaches with no evident physical cause;

e skin disorders;

e reluctance to go to bed, nightmares, changes in sleep patterns;

e school refusal;

e separation anxiety;

e |oss of appetite, overeating, hiding food.

e Particular behavioural signs and emotional problems suggestive of child abuse in older
children (aged 10+ years) include:

e depression, isolation, anger;

e running away;

e drug, alcohol, solvent abuse;

e self-harm;

e suicide attempts;

e missing school or early school leaving;

e eating disorders.

All signs/indicators need careful assessment relative to the child’s circumstances.



Appendix 2: National contacts for TUSLA Child and Family
Agency Social Workers

Also listed on TUSLA website
(https://www.tusla.ie/services/child-protection-welfare/contact-a-social-worker/)

These contact numbers may be updated from time to time. Please check TUSLA website for latest
information.

DUBLIN NORTH CITY (Ashtown, Ballybough, Ballymun, Beaumont, Cabra, Chapelizod, Clontarf, Dollymount,
Donnycarney, Drumcondra, Fairview, Finglas, Glasnevin, Killester Avenue, Marino, Phibsboro, Phoenix Park, Poppintree,
Santry, St Margarets, Tolka Valley, Whitehall)

Wellmount Health Centre, Wellmount Park, Finglas, Dublin 11 (01) 8567704

DUBLIN SOUTH CENTRAL (Adamstown, Ballyboden, Ballyfermot, Bluebell, Clondalkin, Dolphin’s Barn, Edmondstown,
Harolds Cross, Inchicore, Irishtown, Islandbridge, James’s Street, Kilmainham, Knocklyn, Lucan, Newcastle, Palmerstown,
Pimlico, Portobello, Rathcoole, Rathfarnham, Rathgar, Rialto, Ronanstown, Saggart, Terenure, Whitechurch)

Bridge House, Cherry Orchard Hospital, Dublin 10 076 6955749

DUBLIN NORTH (Artane, Balbriggan, Baldoyle, Balgriffin, Ballyboughal, Belcamp, Blanchardstown, Carpenterstown,
Castleknock, Clonee, Clonsilla, Coolock, Corduff, Damastown, Darndale, Donabate, Dublin Airport, Edenmore, Garristown,
Harmonstown, Hollywood, Howth, Kilbarrack, Killester, Kilmore, Kilsallaghan, Kinsealy, Lusk, Lutterlstown, Malahide,
Mulhuddart, Naul, Oldtown, Ongar, Phibblestown, Portmarnock, Raheny, Rush, Santry, Skerries, Sutton, Swords, Whitestown)

180-189 Lakeshore Drive, Airside Business, Swords (01) 870 8000

DUBLIN SOUTH EAST (Balinteer, Ballsbridge, Ballybrack, Blackrock, Cabinteely, Carrickmines, Churchtown,
Clonskeagh, Dalkey, Donnybrook, Dundrum, Dun Laoghaire, Foxrock, Glasthule, Goatstown, Kill of the Grange, Killiney,
Kilmacud, Kilternan, Leopardstown, Loughlinstown, Milltown, Monkstown, Mount Merrion, Ranelagh, Rathmines, Sallynoggin,
Sandyford, Sandymount, Shankill, Stepaside, Stillorgan).

Unit 9, Nutgrove Retail Park, Churchtown, Dublin 14 (01) 9213400

DUBLIN SOUTH WEST (Crumlin, Drimnagh, Fortunestown, Greenhills, Kilnamanagh, Kiltipper, Oldbawn, Tallaght,
Tymon North, Walkinstown).

Building 2, Vista Primary Care Centre, Ballymore Road, Naas, Kildare (045) 839300
WICKLOW Unit 9, Nutgrove Retail Park, Churchtown, Dublin 14 (01) 9213400

WEST WICKLOW Building 2, Vista Primary Care Centre, Ballymore Road, Naas, Kildare (045)
839300

MEATH Meath Enterprise Centre, Trim Road, Navan, Co Meath 046 9098560


https://www.tusla.ie/services/child-protection-welfare/contact-a-social-worker/

Appendix 3: Children First Standard Report Form
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Appendix 4: DYT Leaders’ Guidelines

These notes are intended to inform you about Dublin Youth Theatre and to suggest approaches to the
work and the young people to make your time with DYT more enjoyable and productive. They will
also inform you of DYT policy as regards the health and safety of DYT members and we would ask
that you respect these.

About DYT Leaders

As a leader, you bring your experience, skill, and professionalism to contribute to DYT. In return, we
would ask you to be punctual, civil to the members, sensitive to their feelings and to be safety
conscious. As in any mixed group, a section of the DYT population might be particularly vulnerable.
This could manifest itself in many ways, for example, adulation, attention-seeking (positively and
negatively), lack of concentration, etc. We would ask that you be sensitive and aware of this.

In keeping with the DYT members’ rights, we have a policy that the members have the following basic
rights: As a member of Dublin Youth Theatre:
e You have a right to voice your needs or concerns as a member with responsible personnel in
Dublin Youth Theatre. In the event of a personal grievance within the context of DYT, you are
entitled to a considered response.
e You have a right to feel safe in Dublin Youth Theatre at all times. You have the right to be
protected from any bullying or violence from others.
e You have a right to have your personal space and privacy respected while you are in Dublin
Youth Theatre. Inappropriate behaviour towards you by another member or by a
leader/facilitator/director will not be condoned. Inappropriate sexual behaviour towards you by
another member or by a leader/facilitator/director will not be tolerated.”

Points of Interest

If you are a director, please note that our members, though they will do their best for you, do have
other commitments to school/college, family, jobs, etc. We ask that you recognise this and take this
into account when planning your rehearsal schedule. If you are a workshop leader, please be
sensitive to potential literacy problems, particularly in script reading or script writing workshops. Never
be afraid to consult with the Executive Director on any concerns or difficulties you might be
experiencing when dealing with DYT members.

We have trans and non-binary members so we recommend introducing yourself using your pronouns
and members will do the same.

Communication with all members should always be via and visible to Sarah (Executive Director),
Sam (Programme Coordinator), or Ellen (Artistic Director). You should not add members as friends on
social media, email, text or online message them unless it can also be seen by a member of the DYT
team.

You should not take pictures, video or record the members in activities. All photographs etc. must be
taken and stored on DYT equipment and only DYT has permission to share them publicly as per our
Child Protection Policy.

Finally, and most importantly, we would like to stress that DYT is about FUN, both for the members
and for yourself. Our members come here on a voluntary basis to enjoy themselves. Not all of them
want to become actors, and we do not see DYT as a training ground for actors, but rather, as a club,
in which we expect them to participate fully. Please feel free to request a full copy of the Child
Protection Policy from the ED.

Thank you for taking the time to digest these notes, and we hope you enjoy working with DYT.



Code of Behaviour for Leaders/Volunteers
e Be familiar with and follow best practice as outlined in the youth theatre’s policies and
procedures when working with young people.
e Adhere to the youth theatre’s ethos and mission statement.
e Ensure you have access to required details for each member (name, contact, special
requirements, emergency contact) and record attendance;
e Support DYT in its aim to be as inclusive of members with special needs as possible, taking
into consideration the accessibility of our facilities;
e Plan and be sufficiently prepared, both mentally and physically for any and all activities
involving DYT members or when representing DYT as an organisation;
e Report any concerns to the Designated Person and follow reporting procedures, including
timeliness and honesty in reporting;
e Implement DYTs policies in respect of behaviour and bullying in DYT activities policy
e Observe appropriate dress and behaviour
e Ensure that all incidents and accidents are reported in the accident book, which is kept in the
Welfare Folder. This is kept in the top drawer of the Filing Cabinet in the DYT Office.
e Have two adults present for activities. On residential trips there must be one male and one
female leader available depending on the make up of the group and at least 1 adult to every 8
young people.
e Do not be passive in relation to concerns of members, staff, volunteers or visitors, i.e., don’t
‘do nothing’;
e Do not let a problem get out of control;
e Avoid giving lifts home to members if at all possible. If a situation necessitates giving a lift to a
member, the staff/ volunteer will take care to inform the primary carer of the member;
e Be mindful of language and of comments made around, directed towards or regarding
members of DYT. Take care to address any possible upset or offence caused by the staff/
volunteer with tact and sensitivity.
e Avoid spending time alone with any member;
e Do not use or allow offensive or sexually suggestive physical contact and/or verbal language ;
e Do not single out any member (for unfair favouritism, criticism, ridicule, or unwelcome focus or
attention);
e Do not allow/engage in inappropriate touching of any form;
e Do not hit or physically discipline any member;
e Do not socialise inappropriately with members, e.g., outside of structured organisational
activities, electronically, or otherwise. This includes texting members or any online chat
facilities.
e Follow the youth theatre’s Health and Safety policy and procedures. If you have any concerns
about the safety of a venue or equipment, inform the appropriate person.
e Follow the youth theatre’s policy on communicating with young people by phone, email, social
media etc.
e Be aware of any medical or other factors that may affect a young person’s patrticipation. If
privy to sensitive personal information, ensure that it is managed in line with the youth theatre’s
Confidentiality Policy



Appendix 5: Code of Conduct for Board Members of Dublin Youth
Theatre

Code of Conduct for Board Members of Dublin Youth Theatre

Organisational Values

As a board member of Dublin Youth Theatre, | promise to abide by the fundamental values that
underpin all the activities of our organization.

Accountability
Everything Dublin Youth Theatre does will be able to stand the test of scrutiny by members of the
public, the media, members, beneficiaries, stakeholders and the regulatory authorities.

Integrity and Honesty
These will be the hallmarks of all conduct within Dublin Youth Theatre, particularly when dealing with
colleagues (board and Staff/volunteers/volunteers/volunteer) and external individuals and agencies.

Transparency
Dublin Youth Theatre will strive to promote an atmosphere of openness throughout the organisation
to promote confidence in members of the public, Staff/volunteers/beneficiaries, and regulators.

In addition to the above | agree to the following:

Law, mission, policies
e In my role as a board member, | will not break the law or go against any regulation in force.
e | will support the organization’s mission and actively promote it.
e | will abide by organizational policy and procedure.

Conflicts of Interest
e | will always act in the best interests of the organization.
o | will declare any conflict of interest or any such circumstances which may be viewed by
others as conflicting as soon as it arises.
e | will submit to the judgment of the board and do as it requires regarding potential conflicts of
interest.

Person to Person

o | will not act in disregard of organizational policies in my relationships with fellow board
members, staff, volunteers, beneficiaries or anyone | come into contact with in my role as
board member.

e | will act as a guardian of the organization’s reputation.

e | will not speak as a board member of the media or any public forum without the prior
knowledge and approval of the Chair.

e When | am asked to represent the organization, any comments | make will reflect current
policy even if | do not agree with them.

e \When speaking as a private citizen, | will aim to uphold the reputation of the organization and
those who work and volunteer for it.

o | will respect organizational, board and individual confidentiality.

o | will take an active interest in the organization’s public image.

Personal Gain
o | will not personally gain from my role as a board member nor will | permit others to do so as a
result of my actions or negligence.
e | will document expenses and seek reimbursement according to the agreed procedure.
e | will not accept gifts or hospitality without the consent of the Chair.



e | will use organizational resources responsibly when authorized by the procedure.

At board level

e | will embody the principles of good governance in all my actions and live up to the trust
placed in me by Dublin Youth Theatre.

e | will abide by the board governance procedures and practice.

o | will strive to attend all board meetings.

o | will strive to absorb agenda items sent to me in good time and be prepared to contribute my
opinions during meetings.

o | will honor the authority of the Chair.

e | will maintain a respectful attitude to the opinions of others.

o | will accept a majority vote.

o | will maintain confidentiality unless authorized to speak on matters outside board meetings.

Enhancing governance
o | will participate in appropriate induction, training and development board activities. | will

support the Executive Director in his/her executive role and the Chair in their leadership role.

Leaving the board
| understand that any substantial breach of this code may result in my removal from the board.

Should | wish to resign, | will inform the Chair in writing, stating my reasons for resigning from the
board.

| will participate in an exit interview if necessary.
Signed:
Date:

Board member of Dublin Youth Theatre



Appendix 6: Group Contracts

It has been agreed that all Dublin Youth Theatre members traveling to [Insert: Place/Event] on [Insert:
Dates] should:

e Be reliable, punctual and dependable during the project;

e Treat leaders, organisers and all participants with respect;

e Respect other’s personal space and belongings;

e Respect that others may come from different cultural, economic, religious and ethnic
backgrounds to them;

e Agree to event rules;

e Be open to meeting new people;

e Be willing to engage with new artistic techniques and approaches;

e Be prepared to take on any organisational tasks assigned;

e Attend group meetings/check-ins with leaders during the exchange. Inform the appropriate
responsible adult before leaving the accommodation, workshop spaces etc.;

e Stay in their own rooms from [Insert: agreed time];

e Not go anywhere on their own without permission from the appropriate responsible adult;

e Respect others’ right to sleep;

e Respect the accommodation, workshop and performance spaces;

e Not bring, purchase or consume alcohol;

e Not bring, purchase or consume illegal substances;

e Not engage in sexual activity;

e Inform the appropriate responsible adult if they are experiencing any difficulties during the
event, e.g. tiredness, homesickness, hunger, bullying, workshop difficulties etc.

| [Insert: Name] have read and agree to [Dublin Youth Theatre] group contract.

Signed Date




Appendix 7: DYT Draft Safety Statement
PART A — SAFETY STATEMENT AND APPENDICES
SECTION 1 — HEALTH AND SAFETY POLICY
WE WILL READ, SIGN AND DATE THE HEALTH AND SAFETY POLICY IN THIS SECTION.

WE WILL MAKE SURE THE RELEVANT PARTS OF THIS SAFETY STATEMENT IS
BROUGHT TO THE ATTENTION OF EMPLOYEES.

1.0 - HEALTH AND SAFETY POLICY

KEY ACTIONS

As an employer we have the ultimate responsibility for the workplace and a direct influence
on health and safety in my/our business. The health and safety policy below outlines my/our
commitment to ensuring that the workplace is as safe and healthy as reasonably practicable
and that all relevant health and safety legislation is complied with.

HEALTH AND SAFETY POLICY

We of Dublin Youth theatre are committed to working in accordance with the provisions of the

Safety, Health and Welfare at Work Act 2005 and other associated legislation and the

requirements of this Safety Statement. Dublin Youth Theatre is committed to fulfilling our

statutory obligations to manage and coordinate workplace safety and health and ensuring, so

as far as is reasonably practicable, that:

e Work activities are managed to ensure the safety, health, and welfare of my/our employees
and members

e The safety statement is maintained and updated, risk assessments are carried out and
reviewed as required and brought to the attention of all employees at least annually

e |dentified protective and preventive measures are implemented and maintained

e Improper conduct likely to put an employee’s safety and health at risk is prevented

e A safe place of work is provided, which is adequately designed and maintained

e A safe means of access and egress is provided

e Safe plant and equipment are provided

e Safe systems of work are provided

e Risks to health from any article or substance are prevented

e Appropriate information, instruction, training, and supervision are provided

e Where hazards cannot be eliminated, adequate arrangements, including the provision of
suitable protective clothing and equipment, will be put in place to reduce the risk of injury

e Emergency plans are prepared and revised

e Welfare facilities are provided and adequately maintained

e Competent personnel to advise and assist in securing the safety, health, and welfare of
my/our employees are employed when required.

Signed:
Date:
Position:

Chairperson

Health & Safety Officer



1.1 - BUSINESS/COMPANY INFORMATION

KEY ACTIONS

Input relevant details relating to the business/company name, address and any relevant
contact details.

BUSINESS/COMPANY INFORMATION
Business/Company Name:

Business/Company Address:
CRO Number:

Executive Director/Owner:
Phone Number:

Email:

Website:

Other Contact/Social Media:

SECTION 2 - SAFETY ARRANGEMENTS

THIS SECTION PROVIDES A SUMMARY OF KEY REQUIREMENTS THAT WILL BE
CONSIDERED WHEN CARRYING OUT WORK:

e ROLES AND RESPONSIBILITIES

e COMPETENCE AND TRAINING REQUIREMENTS

e CONSULTATION AND PARTICIPATION

e THE SAFETY REPRESENTATIVE

e CONTRACTORS’ RESPONSIBILITIES

e VISITORS

o ACCIDENT REPORTING AND INVESTIGATION

e EMERGENCY PROCEDURES, INCLUDING FIRST AID AND FIRE
e WELFARE FACILITIES AND WORKPLACE REQUIREMENTS
e PERSONAL PROTECTIVE EQUIPMENT

e PREGNANCY AT WORK

e YOUNG PERSONS

o WORK-RELATED STRESS AND DIGNITY AT WORK

2.0 - ROLES AND RESPONSIBILITIES

KEY ACTIONS

While the responsibility for managing health and safety in the workplace rests mainly with
the employer, it is important to note that both employers and employees have
responsibilities.

EMPLOYER’S RESPONSIBILITIES INCLUDE:

e Manage and conduct work activities to ensure the safety and health of employees and others
affected

e Prevent improper conduct likely to put an employee’s safety and health at risk

e Provide a safe place of work, which is adequately designed and maintained



e Provide safe means of access and egress

e Provide safe plant, equipment, and machinery

e Provide safe systems of work, e.g., operating procedures

e Prevent risk to health from any article or substance (e.g., machinery, equipment, and
chemical substances)

e Provide appropriate information, instruction, training, and supervision, taking into account the
employee’s capabilities, when an employee begins work or is transferred to new tasks, and
when new technology is introduced

e Provide suitable protective clothing and equipment where hazards cannot be eliminated

e Prepare and revise emergency plans and designate Staff to take on emergency duties

e Provide and maintain welfare facilities

e Provide, where necessary, a competent person to advise and assist in securing the safety,
health, and welfare of employees (a competent person must have the necessary
qualifications as well as sufficient training, experience, and knowledge appropriate to the
nature of the work to be undertaken).

EMPLOYEE’S RESPONSIBILITIES INCLUDE:

e Comply with the relevant health and safety legislation, e.g., co-operating with your employer,
reporting unsafe procedures or equipment

e Comply with safety policies and procedures to ensure your safety and health, as well as that
of others

e Cooperate with your employer about safety, health, and welfare at your place of work

e Report all hazards, injuries, incidents, dangerous occurrences and near misses as soon as
possible to your employer

e Report any defects in equipment, unsafe activities or deficiencies in safety procedures

e Use any protective clothing and equipment that has been provided for your safety

e Attend any training as required by your employer

e Co-operate with your employer to enable your employer to comply with relevant health and
safety legislation

e Do not engage in improper conduct or behaviour that is likely to endanger your own or other’s
safety, health and welfare while at work

e Do not be under the influence of intoxicants as they may endanger your own or other’s safety,
health and welfare

e Do not interfere with, misuse or damage anything that may affect anyone’s safety, health and
welfare.

2.0.1 - PERSONS RESPONSIBLE FOR PERFORMING TASKS

KEY ACTIONS

We, as the employer, are legally obliged to ensure that persons are nominated and made
responsible for tasks assigned to them:

e We shall identify responsible persons(where required) who will take responsibility for various
tasks, e.g. induction, inspections and training

e We shall brief them on these tasks and their responsibilities

e We shall record the names of such nominated persons

e We shall record details in Form 1.5 — Responsible Persons Task Register in Appendix 1.

e We will review and follow up on a regular basis to ensure arrangements are put in place and
that assigned persons are carrying out their roles effectively.



2.1 - COMPETENCE AND TRAINING REQUIREMENTS

KEY ACTIONS
Competence of employers, managers and employees is critical to the effective safe
management and operation of business activities.

Competence is determined by knowledge, training, and experience, and, as an employer, we
will assess what training each employee needs to keep up to date with changes in legislation,
work practices, and technology. By having competent, trained personnel who are adequately
supervised, our employees will be capable of completing a job safely, efficiently and to a high
standard. For example, typical training which can be carried out could include:

e Fire warden training

e First-aid training

e Manual handling training

e Training on the use of firefighting equipment

e Induction training

e Machine-specific training

e Child Protection Awareness Training

We shall record details of training in relation to specific tasks, such as those listed below, in
form 1.3 Training Register in Appendix 1.

2.1.1 — INDUCTION TRAINING

KEY ACTIONS
Induction training is very important in communicating specific health and safety information
to employees, contractors and other relevant persons when they first arrive at our workplace.

Induction training will include the following information:

e Specific hazards associated with the workplace and the controls that are in place
e Workplace rules

e Roles and responsibilities

e Emergency procedures and first-aid arrangements.

When inductions have been completed, then we shall complete Form 1.1 Induction Register in
Appendix 1. Typical topics which are discussed at induction are also covered in Form 1.2
Typical Induction Topics in Appendix 1.

2.2 — CONSULTATION AND PARTICIPATION

KEY ACTIONS

We recognise that employee participation in health and safety is an integral part of our safety
management system. We are committed to providing adequate and appropriate consultation
and welcome the views of all employees on issues relating to health and safety.

TOP TIPS
We will consult with all relevant employees:

e When new risk assessments are being carried out or revised

e When there is a change, update or modification to a particular work process
e \WWhen new machines or processes are introduced

e When new substances or materials are introduced.

Furthermore, should any of your employees or members raise any matters relating to their



health and safety that are connected in any way to our work activities, we will consider such
matters and will endeavor to take any action that we consider necessary or appropriate to deal
with the matters raised.

2.3 - THE SAFETY REPRESENTATIVE

KEY ACTIONS

Our employees may select and appoint a safety representative. The appointed safety
representative may consult with, and make representations to us on safety, health and welfare
matters at the place of work.

We shall consider these representations and act on them if necessary. The purpose of these
consultations is to prevent accidents and ill health, to highlight problems, and to identify means
of overcoming them.

We will facilitate the training of the safety representative so that they have the necessary
competence to carry out the task.

The functions of our safety representative include:

e Having given reasonable notice to the employer, regular inspection of the workplace
according to a schedule agreed between him/her and the employer that is based on the
nature and extent of the hazards in the place of work

e Being given access to information that relates to the safety, health and welfare of employees

e Having the power to investigate accidents and dangerous occurrences subject to any
limitations as outlined in the legislation

e Being given the opportunity to receive appropriate health and safety training to help him/her
perform the function of a safety representative

e Accompanying an inspector from the Health & Safety Authority during an inspection of the
workplace.

Note: The safety representative shall not suffer any disadvantage in their employment through
discharging their functions and cannot be held criminally liable for failure to perform any
function of a safety representative.

Our safety representative is: Sarah Bragg-Bolger, Executive Director

2.4 - CONTRACTORS’ RESPONSIBILITIES

Definition: A contractor is a person or organisation which signs a contract to do certain work for
payment within a specified time. This includes the Artistic Director, workshop facilitators, Show
directors and paid welfare leaders.

KEY ACTIONS

All contractors involved in a work activity on my/our premises must comply with my/our policy

for safety, health and welfare.

Contractors carrying out work must:

e Be competent to carry out the work

e Have adequate resources to carry out the work

e Ensure that work activities do not affect the well-being of our employees, visitors or
customers. Ensure they identify potential hazards arising from their work activities and
implement appropriate control measures and safe systems of work while carrying out work.

e Report to the designated person on arrival at my/our workplace.

FURTHER INFORMATION

To ensure compliance with the legislation we will provide contractors with the relevant sections
of my /our safety statement or health and safety file (where applicable) to ensure that they are
both aware of and can take account of the hazards in my/our workplace.



Form 1.5 — Responsible Persons Task Register in Appendix 1 can be used to identify
employees who agree to carry out key tasks, in this case the overseeing of contractors who
may be carrying out work.

2.5 - VISITORS
Definition: A visitor is a person other than an employee or contractor.

KEY ACTIONS
Visitors may not be aware of the potential hazards associated with my/our place of work. To
minimise the risk of injury to visitors, we will:
e Practice good housekeeping, including:
o Keeping walkways clear
o Cleaning up spills immediately
e Restrict access to hazardous areas
e Prevent visitors from using equipment or machinery
e Ensure appropriate safety signs and notices are displayed
e Ensure safe walkways and access routes are maintained
e Put procedures in place to ensure visitors are evacuated in a safe and timely manner in the
event of an emergency.

Visitors are required to:

e Conduct themselves in a safe manner at all times

e Observe the fire policy and, in the event of an emergency, to identify themselves to an
employee and be escorted to the designated assembly point.

2.6 — ACCIDENT REPORTING AND INVESTIGATION

KEY ACTIONS
If an accident or incident occurs in our place of work or in the course of our work activities which
has affected employees or a third party, we will:

e Ensure details of the accident are recorded
e Promptly investigate the accident so as to determine the cause and, on completion of the
investigation, put in place measures to prevent a re-occurrence
e Ensure that accidents are reported to the Health & Safety Authority on the Form of Notice of
Accident (IR1) where:
o Employees are out of work for more than three consecutive days (including the
weekend) and where they cannot continue with their normal duties
o Members of the public are injured by a workplace activity and require medical
treatment
o A fatal accident has occurred.

FURTHER INFORMATION

The employer of the injured party is responsible for the reporting of accidents on Form IR1
when required.

Any report to the Health & Safety Authority can be made, online, via the HSA's website,
www.hsa.ie, or alternatively by hard copy, i.e. completing the Form of Notice of Accident (IR1)
available from the HSA, and posting the completed form to:

Workplace Contact Unit,

Health & Safety Authority,

Metropolitan Building,

James Joyce Street,

Dublin 1


http://www.hsa.ie

2.7 - EMERGENCY PROCEDURES
KEY ACTIONS
We will ensure appropriate plans and procedures are in place to deal with emergencies and
imminent dangers by:
e Identifying the types of emergency situations that could occur and ensuring that suitable plans
and procedures are put in place for dealing with them, e.g.
o Fire
o Explosion
o Accidents/injuries
o Robbery
o Chemical spills

e Ensuring that employees are trained in the specific plans and procedures we have in place to
deal with emergencies at our workplace

e Ensuring that emergency procedures are included in the workplace induction training

e Designating where employees are needed to implement our emergency plans and
procedures

e Providing the equipment and training needed

e Completing Form 2.1 Emergency Contact Information in Appendix 2.

FIRE AND EVACUATION

We will ensure appropriate plans and procedures are in place for dealing with fire, and that
employees are trained, including:

e Location of firefighting equipment and means to raise the alarm

e Location of assembly point(s)

e Evacuation drills and fire warden(s)

e Location of emergency shut-off points where relevant (e.g. gas) shut off.

Some emergencies (e.g. gas leak, fire, bomb threat, etc.) may require an evacuation of the
workplace. The person who become aware (or is made aware) of a potential emergency should
follow the emergency procedures. All employees and visitors must follow the procedures below
for evacuation:

e GO IMMEDIATELY TO THE NEAREST EXIT

e DO NOT WAIT TO FIND OUT WHAT IS HAPPENING

e DO NOT STOP TO COLLECT PERSONAL ITEMS

e GO AT ONCE TO THEIR ASSEMBLY POINT AND WAIT FOR FURTHER INSTRUCTION

e DO NOT RE-ENTER THE BUILDING/PREMISES UNTIL AUTHORISED TO DO SO BY THE
EMERGENCY SERVICES.

FIRST AID
After assessment of the workplace and the type of hazards that exist, we will ensure adequate
provision of first-aid equipment and facilities, including:

e At least one adequately stocked and accessible first-aid kit will be provided

e We will ensure first-aid equipment is prominently placed, that employees are aware of its
location and that it is accessible to all employees

e We will appoint a person to take charge of first-aid equipment, keeping it stocked and in date
(where there is a first aider, they will be given this responsibility)

e Contact details and directions to the nearest doctor or hospital will be available/displayed

e We will appoint an occupational first aider should the workplace assessment identify that a
trained occupational first aider is required (considering the specific hazards arising in the
workplace, size of the workplace, the numbers employed, access to medical services, etc.).



EMERGENCY CHECKLIST (NON-EXHAUSTIVE) YES NO N/A

Have you and your employees identified the types of | X
emergency situations that your business could be
exposed to (e.g. fire, explosion, chemical spill etc.)?

Are employees aware of the plans and procedures? X

Have employees been appointed and trained in specific | X
tasks, e.g. first aid, fire warden?

Are evacuation plans and emergency contact information | X
on display?

Are exits well marked, kept clear at all times and [ X
emergency lighting/signage in place?

Have you held an evacuation drill in the last six months | X
and kept a record of this?

Do you and your Staff Regularly check and maintain the | X
emergency equipment in place (e.g. smoke detectors, fire
extinguishers, gas/carbon monoxide detectors, sprinkler
systems, emergency lighting)?

VIOLENCE/ROBBERY

Where there is a risk of robbery or violence in the workplace, we will ensure that we have
completed a risk assessment for violence/aggression/theft and that adequate plans and
procedures are put in place. We will train Staff on how to deal with the threat of
robbery/violence, for example:

e Keep calm and make no sudden movements

e Do what the offender asks

e Memorise as many details about the offender as possible, e.g., height, clothing, features

e Note the direction and method of escape, e.g., car, motorbike, on foot

e Notify the Gardai as soon as it is safe to do so

e Provide first aid to victims

e Lock outside doors until emergency services arrive.

FURTHER INFORMATION:

e A ‘Fire Safety Checklist’ is available in the ‘Learn More’ section of BeSMART.ie which can be
used to develop a specific fire safety management policy for the workplace

e ‘Guidelines on First Aid at Places of Work' is available in the ‘Learn More’ section of
BeSMART.ie

e A copy of the procedures for specific emergencies in the workplace could be included in this
section of the safety statement, or reference made to where they can be found.

2.8 - WELFARE FACILITIES AND WORKPLACE REQUIREMENTS

KEY ACTIONS

Where required, we will provide and maintain adequate welfare facilities and a suitable and safe
workplace environment for use by my/our employees and visitors, including but not limited to:

o Toilet facilities

e Canteen and food preparation areas



e Changing areas

e Adequate ventilation, temperature and lighting

e Interior walls, floors and traffic routes that are maintained in good condition and kept clean
e Fire detection and fire-fighting equipment

e Emergency routes and exits

e Pedestrian and traffic management systems.

WELFARE FACILITIES DETAIL AS NECESSARY

Toilet facilities (separate male and female if
required)

Washbasins and washing facilities (hot and
cold water and soap)

Accommodation to take meals. Ability to boil
water, clean surfaces, seating with backs,
adequate lighting and heat.

Potable drinking water

Facilities to take shelter from the elements

Facilities to dry clothing and suitable
changing areas for nature of the work

2.9 - PERSONAL PROTECTIVE EQUIPMENT

KEY ACTIONS

Appropriate personal protective equipment (PPE), as identified in my/our risk assessments, is
provided and must be worn by my/our employees. Where required, typical PPE could include:

e Eye protection

e Hearing protection

e Gloves

e Safety footwear

e High-visibility clothing

e Respiratory protection, e.g. mask.

We will ensure that:

e Adequate and suitable PPE is provided

e The suitability of the PPE for the job is assessed

e PPE is maintained, used and replaced as recommended by the manufacturer’s instructions

e Personal protective equipment is only used as a last resort when a residual risk remains after
all other measures have been taken to eliminate/reduce the risk

e Where it is not possible to reduce or eliminate the risk, then PPE appropriate to the task and
work environment, as identified in my/our risk assessments will be used

e We will record details of the supply and training in the use of PPE as required using Form 1.4
PPE Register in Appendix 1.

We expect our employees to:

e Use PPE correctly

e Report any defects or damage to PPE immediately

e Participate in any training or instruction provided on PPE

e Inform me/us of any medical conditions they have that might be affected by the use of the
PPE provided to them.



FURTHER INFORMATION

The Health & Safety Authority has produced a Guide to the Safety, Health and Welfare at Work
(General Application) Regulations 2007, Chapter 3 of Part 2: Personal Protective Equipment.
131

2.10 - PREGNANCY AT WORK

KEY ACTIONS
As required by Part 6 of the Safety Health and Welfare at Work (General Application)
Regulations 2007, on becoming aware that an employee is pregnant, has recently given birth or
is breastfeeding, we will assess the specific risks arising to that employee from the work and
take action to ensure that they are not exposed to anything that would damage their health or
that of their developing child. On provision of an appropriate medical certificate, we will carry
out the following:
e Make sure that a specific risk assessment for that employee is undertaken, taking account of
any medical advice that the employee has received
e Assess any risk likely to arise from exposure to specified agents and work activities and,
where possible exposure exists, ensure they do not carry out these activities
e If a risk cannot be eliminated or reduced to an acceptable level, then:
o Adjust the working conditions or hours of work or both; or
o If this is not possible, provide alternative work; or
o If this is not possible, grant the employee health and safety leave
e We will ensure that pregnant, postnatal or breastfeeding employees have suitable facilities to
rest or feed
e Form 1.5 Responsible Persons Register in Appendix 1 can be used to identify the person
responsible for carrying out pregnancy-at-work risk assessments.

FURTHER INFORMATION

The Health and Safety Authority has produced a Guide to the Safety, Health and Welfare at
Work (General Application) Regulations 2007. Chapter 2 of Part 6, Protection of Pregnant,
Postnatal and Breastfeeding Employees. Schedule 8 lists the agents and work activities that
such employees must be protected from.

2.11 — YOUNG PERSONS
KEY ACTIONS
We are aware that there are specific regulations dealing with young people at work, i.e. those
less than 18 years of age. We will undertake the following:
e Carry out a risk assessment before employment of a young person (over 16 but less than 18),
taking into account their relative lack of experience, absence of awareness of potential risks or
lack of maturity
e Put in place all required control measures identified by the risk assessment, taking account of:
o Their lack of experience, maturity or awareness of risk
o Any work activity likely to involve a risk of harmful exposure to physical, biological or
chemical agents
o The physical and psychological capacity of the young person
e Make sure the recommended working hours are not exceeded for young persons
e Form 1.5 Responsible Persons Register in Appendix 1 can be used to identify the person
responsible for carrying out young persons at work risk assessments.

FURTHER INFORMATION
The Health & Safety Authority has produced a guidance document ‘Protection of Children and
Young Persons’ which is available in the ‘Learn More’ section of BeSMART.ie.



2.12 - WORK-RELATED STRESS AND DIGNITY AT WORK

KEY ACTIONS

As an employer we will so as far as is reasonably practicable, ensure that:

e No employee’s workload is so great that he or she will have to consistently work overtime

e No employee will be subjected to harassment from, or degrading behaviour by, colleagues or
managers and that everyone in the workplace treats others with respect and courtesy, even if
they do not ‘get along.’

e No employee has to work in an environment which is unsafe and in which there are risks of
accidents

e Employees are trained so they can do their jobs effectively and safely

e Everyone knows what his or her core job is

e That a ‘Dignity at Work Policy’ is in place that outlines procedures about addressing bullying

and harassment at work.

FURTHER INFORMATION
The Health & Safety Authority has produced a Code of Practice on the Prevention and
Resolution of Bullying at Work, which is available in the ‘Learn More’ section of BeSMART.ie.
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APPENDIX 1 - FORMS AND RECORDS

FORM 1.1 — INDUCTION REGISTER

INDUCTION REGISTER

NO.

NAME

DATE INDUCTED SIGNATURE




FORM 1.2 - TYPICAL INDUCTION TOPICS

TYPICAL INDUCTION TOPICS

PURPOSE

TO FAMILIARISE EMPLOYEES WITH THE HEALTH AND SAFETY RULES AND

PROCEDURES BEFORE THEY START WORK.

NO.

RECOMMENDED TOPICS TO BE DISCUSSED

YES

NO

N/A

1.

The qualifications and experience of workers to be inducted
have been checked (where required)

Employees have been briefed on equipment in the
workplace

PPE is available and worn as required:

Safety glasses

Safety footwear

High-visibility clothing

Ear protection

O Other.......ccouvviiiaiiiiisiiiaannnnn.

Emergency procedures and location of:

® Assembly point and evacuation route
Closest medical facility
Contact details of emergency services
Provisions for emergency communications

The location of the first-aid facilities/kits

Names of the first aiders and where to obtain
treatment

Location of firefighting equipment, e.g. fire extinguishers
and hose reels

7.

Names and contact details of the Health and Safety
representative(s)

8.

Location of welfare facilities (including toilets and drinking
water)

9

Accident reporting procedures

10.

Question and answer session

NOTE: ENSURE TRAINING IS PROVIDED IN A FORM, MANNER AND LANGUAGE THAT IS

REASONABLY LIKELY TO BE UNDERSTOOD BY THE EMPLOYEE

PERSON RESPONSIBLE FOR CARRYING OUT INDUCTION TRAINING:




FORM 1.3 TRAINING REGISTER

TRAINING REGISTER

oz

NAME

TRAINING TYPE

TRAINER

SIGNATURE

DATE




FORM 1.4 — PERSONAL PROTECTIVE EQUIPMENT REGISTER

PERSONAL PROTECTIVE EQUIPMENT REGISTER

NAME

COMPANY

TYPE OF PPE
RECEIVED

TRAININ
G
RECEIVE
D

SIGNATURE

DATE




FORM 1.5 — RESPONSIBLE PERSONS TASK REGISTER

RESPONSIBLE PERSONS TASK REGISTER

NO.

TASKS (NON-EXHAUSTIVE)

RESPONSIBLE
PERSON (WHERE
REQUIRED)

SIGNATURE

Ensuring the safety statement, including
risk assessments, is up to date,
accessible and available to all

Person responsible for managing and
coordinating work activities

Ensuring records are maintained

Ensuring forms and registers are
collected and filled out as required

Ensuring safety data sheets are available
and appropriate control measures are in
place

Ensuring accidents are investigated,
reported and remedial measures
implemented to prevent re-occurrence

Ensuring risk assessments are carried
out and updated as necessary

Ensuring the upkeep and maintenance of
welfare facilities

Ensuring the upkeep of the first-aid box
and ordering of first-aid supplies

10

Coordinating and managing training
requirements

11

Ensuring the upkeep and maintenance of
the premises and co-ordination of
contractors’ activities

12

Ensuring young persons risk
assessments are carried out when
necessary

13

Ensuring pregnancy-at-work risk
assessments are carried out when
necessary

14

Managing provision of emergency
equipment and co-ordinating procedures,
including provision of fire extinguishers,
fire drill, evacuation planning, etc.




APPENDIX 2 —- EMERGENCY INFORMATION

FORM 2.1 - EMERGENCY CONTACT INFORMATION

EMERGENCY CONTACT INFORMATION

BUSINESS/COMPANY NAME

ADDRESS

PREMISES CO-ORDINATES

CONTACT DETAILS

NAME ROLE PHONE NUMBER
EMERGENCY SERVICES CONTACT DETAILS

SERVICE ADDRESS PHONE NUMBER

DOCTOR INSERT INSERT

FIRE/GARDAI/AMBULANCE INSERT 999 OR 112

UTILITY AND SERVICE PROVIDERS

ELECTRICITY (ESB NETWORKS)

1850 372 999 (24HR)

GAS NETWORKS IRELAND

1850 20 50 50 (24HR)

IRISH WATER 1890 278 278
HEALTH & SAFETY AUTHORITY 1890 289 389
ASSEMBLY AREA INSERT
EMERGENCY COORDINATOR(S) | NAME PHONE




APPENDIX 3 — ACCIDENT/INCIDENT INVESTIGATION FORM

FORM 3.1 — INTERNAL ACCIDENT/INCIDENT INVESTIGATION FORM

INTERNAL ACCIDENT/INCIDENT INVESTIGATION FORM

PART A — DETAILS OF INJURED PERSON

NAME PHONE
ADDRESS
EMAIL
PPS
NUMBER
DATE OF
BIRTH
AGE
POSITION
EMPLOYMENT TYPE FULLTIME | PART TIME | OTHER
OCCUPATION | EMPLOYEE CONTRACTOR | MEMBER OF OTHER
THE PUBLIC
OUTCOME INJURY NEAR MISS FATALITY OTHER
PART B — DETAILS OF INJURY AND TREATMENT
TYPE OF INJURY (E.G.
BURN, CUT, SPRAIN)
CAUSE OF INJURY (E.G.
FALL, MACHINE)
PART OF BODY INJURED
AGENT (E.G. POOR
LIGHT)
FIRST AID YES NO FIRST AIDER
TREATED BY DOCTOR’S ADDRESS
DOCTOR? NAME
HOSPITALISED? | HOSPITAL ADDRESS
NAME

TREATMENT RECEIVED?

PART C — DETAILS OF ACCIDENT OR INCIDENT

DATE

TIME

LOCATION

DESCRIPTION OF ACCIDENT/INCIDENT




OTHER
INFORMATION
AVAILABLE?

WITNESS

CCTV

PHOTO/VIDEO

OTHER

PART D — WITNESS DETAILS (WHO WITNESSED THE ACCIDENT/INCIDENT?)

NAME PHONE
ADDRESS
EMAIL
PPS
NUMBER
DATE OF
BIRTH
AGE
POSITION
SAFE PASS cscs
NUMBER AND DETAILS
EXPIRY DATE
WITNESS STATEMENT TAKEN? YES NO
PART E - KEY FINDINGS OF INVESTIGATION
LIST
PART F — ACTIONS TO PREVENT REOCCURRENCE
ACTION BY WHOM DATE
PART G - ITEMS ATTACHED
SKETCHES CERTIFICATION | PHOTOGRAPHS RISK TRAINING
OF PLANT ETC. VIDEO ASSESSMENTS RECORDS
YES NO | YES NO | YES NO | YES NO | YES NO

DETAIL OTHER ITEMS/USEFUL INFORMATION




PART H — OTHER INFORMATION

ACCIDENT INVESTIGATED POSITIO
BY N
PHONE EMAIL

SIGNED DATE




APPENDIX 4 - SAFETY DATA SHEETS/REPORTS FOR HAZARDOUS SUBSTANCES

INSERT SAFETY DATA SHEETS OR REPORTS FOR HAZARDOUS SUBSTANCES
SAMPLE SAFETY DATA SHEET INFORMATION BRIEF

The safety data sheet (SDS) is provided to inform you of the hazards of the chemical you are using
and the measures you need to take to protect your health and that of your employees. It consists of 16
obligatory sections. Each section contains specific information relating to the chemical for which the
SDS is prepared. You must have an SDS for each hazardous chemical you receive from a supplier.
The following serves as an aid in helping you to understand what information you should be aware of
and what information you need to take into account when completing the risk assessment for the
chemicals you use.

Section 1 contains contact details of the person/company responsible for supplying the chemical as
well as the emergency telephone number to contact in case of an emergency.

Section 2 gives details on the hazards of the chemical. This will help you assess the risk and what
harm it can do to your health, the health of your employees and the environment.

Section 3 If the chemical you are using is a preparation (mixture), this section will give you
information on the hazards of each of the individual substances in the preparation.

Section 4 details the first-aid measures you need to take in case of an accident while using the
chemical.

Section 5 gives specific information on fighting a fire caused by the chemical.

Section 6 details what actions need to be taken if there is an accidental release of the chemical, such
as what protective equipment to wear and how to clean up the spill.

Section 7 contains details on how to handle and store the chemical safely. The information in this
section should be used to help you put in place safe procedures for working with chemicals.

Section 8 gives you details of the steps you need to take to reduce exposure and of the personal
protective equipment you need to wear when working with the chemical to protect yourself.

Sections 9, 11 and 12 provide detailed information on the physical/chemical, toxicological and
ecological properties of the chemical.

Section 10 contains details of any hazardous reactions that may occur if the chemical is used under
certain conditions.

Section 13 explains how the chemical should be disposed of correctly.
Section 14 contains information relating to the transportation of the chemical.
Section 15 contains the details of the classification of the chemical as given on the label.

Section 16 gives any other information relevant to the chemical, e.g. training advice.



Appendix 8: Information For Parents/Guardians
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Vision and Mission statements
Since its foundation in 1977, by Educational Psychologist Paddy O’ Dwyer, Dublin Youth Theatre has
forged a unique contribution to the worlds of theatre and youth work.

Dublin Youth Theatre successfully delivers quality creative experiences that promote artistic, personal
and social development for young people aged 14 to 22 in Dublin.

Dublin Youth Theatre delivers quality artistic experiences through a full and varied drama workshop
programme and the production of excellent, exciting and challenging theatre made by young people.
DYT is committed to maintaining a high artistic standard in its productions and to engaging with
contemporary theatre and youth theatre on a local, national and international level. DYT engages
leading theatre artists and skilled, experienced youth theatre practitioners to deliver its artistic
programme.

DYT places itself at the centre of cultural life in Dublin and is a permanent home for an ongoing
ensemble of young theatre artists.

DYT is a safe, welcoming place where members can meet other young people from all parts of Dublin
in a fun, artistic and social environment.

DYT is open to all young people regardless of race, ethnicity, gender, socio-economic status, national
origin, sexual orientation, ability or faith.

Workshops

Workshops are fundamental to Dublin Youth Theatre’s work. The programme caters for all our
members, regardless of experience. The workshop programme runs on Saturdays at 11am-1pm from
October to May at our premises in 3 Great Denmark Street, Dublin 1. To date, our general workshops
have included clowning, dance, devising, forum theatre, improvisation, percussion, puppetry, voice,
stagecraft, stage combat and much, much more, whilst our specialist workshops include writing,
directing and technical skills, to name but a few. These workshops are not classes in acting or
theatre. The principles of youth work in the context of community arts underpin the planning and
operation of all DYT activities.

First year members must be available to attend the first 10 workshops of their first term.

Social time runs from approximately 1.00pm to 4.00pm each Saturday after workshops and allows
members to get to know each other, work on projects together and socialise.

Announcements are made at the beginning of social time.

Productions

Dublin Youth Theatre has built a reputation over the last four decades for producing high-quality,
exciting, challenging theatre. The annual programme includes the production of between 6 to 12
plays. These are a combination of high profile shows, usually known as the “Big Show” in recognised
professional venues and low-key productions which allow new members with little or no experience
an opportunity to perform in a 'safe' environment.

DYT usually produces two One Act Festivals each year for its members in an intimate venue. These
festivals allow the young people to present their work to their peers, friends and family along with
general audiences.



For the Debut One Act Festival (DOAF) we engage professional theatre makers as directors with the
cast made up of DYT members who have not yet performed in a DYT show. This is the first time they
perform as DYT members and forms a crucial stage in members' development as artists. Previously
the cast was limited to 1st year members who had joined DYT the previous autumn, but in response
to member feedback we will expand the eligible members to include any DYT member who has not
yet performed in a DYT show, as some members are not able to commit to a production in their first
year.

The Members’ One Act Festival (MOAF) is an opportunity for members to produce the theatre that
they want to see and participate in all aspects of theatre production. We invite members to pitch their
production ideas to the DYT Team. The productions that are programmed in MOAF are offered
mentorships to assist the members in developing their own work and as a source of advice in areas
such as directing and dramaturgy. MOAF offers members the chance to implement the skills learned
in the workshop programme and experiment in a safe space.

Other Programmes

Throughout the year, we offer additional programmes for small groups of DYT members. Examples
include the Writers’ Group where members a chance to work with a playwright-in-residence to
develop their writing skills or the Young Critics.

Programme which utilises the resources developed by Youth Theatre Ireland in partnership with
Youth Theatre Arts Scotland to offer another form of engagement with the theatre for our members.
These programmes and workshops will be announced in the Members’ Area of the website and
through weekly emails.

Rehearsals

Rehearsals for productions generally take place in the evening time from 5.00pm-8.00pm and on
weekends during the school year, and daytime during school holidays. Rehearsals may take place in
a variety of spaces across the city centre as the size of the production and budgets command. Young
people are advised of their rehearsal schedule by their director or assistant director and are invited at
the beginning of the process to advise us of any times/dates they are unavailable to rehearse. Young
people are expected to arrive for rehearsals in advance of the advised time and be collected in a
timely manner after rehearsals.

Company Structure

The administrative and artistic work of DYT is coordinated by a Voluntary Board of adult directors and
2 representatives appointed by the membership, a part-time Programme Coordinator, Artistic Director
and Executive Director.

DYT members play an important role in the company and all sub-committees must have a
representative from the membership.

Board Members of Dublin Youth Theatre

Naoise Nunn(Chair), Katie Martin, Ger Mclintyre, Neil Douglas, Grainne Hallahan, Mark Kelly, Sharon
Sorohan, Mark Tottenham, Harvey McGann (Members’ Representative) & Lucia Derrington,
(Members’ Representative)

Financial Support

Dublin Youth Theatre gratefully acknowledges the support of The Arts Council/An Chomhairle Ealion,
Dublin City Council, the City of Dublin Youth Service Board, and all of its private donors and
sponsors. Dublin Youth Theatre is a proud member of Youth Theatre Ireland.

Child Protection Policy, Statement and Procedures

Dublin Youth Theatre is committed to a young-person centred approach in our work. We undertake to
provide a safe environment and positive experience, the welfare of the young person being
paramount. DYT will adhere to the recommendations of Children First: National Guidance for the



Protection and Welfare of Children (2011). DYT has developed policies and procedures to ensure that
this commitment is enshrined in all aspects of the youth theatre. The Board of Directors recognise the
responsibility that DYT holds in relation to the well-being of members and leaders. This policy is
targeted at all adults involved in the youth theatre, be they staff or volunteers. Parents and members
will be informed of relevant policies and procedures. Youth theatre members will be informed of
procedures and policies as they relate to their participation.

DYT has appointed a Designated Person (DP) to deal with all Child Protection issues, the DP is the
Executive Director, currently Sarah Bragg-Bolger, and can be reached on the DYT mobile nhumber
085 8500856 or at sarah@dublinyouththeatre.com.

A copy of DYT’s Child Protection Policy can be requested from the Executive Director at any time on
request.

Please feel free to make contact, should you have any questions or concerns.

Dublin Youth Theatre has put the following procedures and policies in place to ensure your young
person’s welfare is safeguarded and that they have the best possible experience during their time in
the youth theatre:
e A code of behaviour for staff and volunteers
e Adhere to best practice for recruitment and selection of staff and volunteers including Garda
Vetting
e A confidentiality policy
e A Health and Safety policy
e Adequate insurance cover
e An anti-bullying policy
e Complaints procedures
e Procedures for reporting incidents and accidents
e Guidelines for the safe use of the youth theatre website/any social networking sites
associated with the youth theatre

To access any of this information, please contact the Executive Director.

Feedback/Complaints

Dublin Youth Theatre welcomes feedback from both members and their parents. If you are unhappy
with any aspect of the youth theatre, please contact the Executive Director and if applicable, they will
take you through our complaints procedure.

Group Contract

A group contract will be drafted in collaboration between leaders and members. It will state the rights
of members, their responsibilities and also defines the group rules. We ask that you read it as it gives
an outline of what your child/ward can expect during their time in the youth theatre.

Updating/Informing Parents/Guardians

Dublin Youth Theatre generally communicates directly with the members because we believe it is
important that they take responsibility for their participation. We communicate with parents/guardians
via the Parents/Guardians’ Newsletter and the Parents’ Area on the DYT website.

DYT is committed to informing parents of any issues or concerns relating to their young person. For
example:
» Should their young person suffer an injury or illness during a youth theatre activity
» Should their young person be the victim or alleged perpetrator of bullying
* Should their young person be subject to disciplinary action
* We are committed to complying with Children First: National Guidance for the Protection and
Welfare of Children (2011) which makes it clear that parents should be informed if an



organisation decides to make a child protection report relating to their young person unless
doing so will endanger the young person.

Parents Responsibilities

e Please ensure that you bring and collect your young person on time. The youth theatre is not
responsible for members outside of youth theatre hours.

e Complete the Parents/Guardians sections on the Membership Acceptance Form and provide
us with all relevant information relating to your young person i.e. any medical requirements or
details of any condition that may affect their participation in the youth theatre. We also ask
that you give us permission to use images of your young person. We will use these images
for promoting the youth theatre and for archival purposes. The use of images is governed by
our Welfare and Child Protection Policy.

e Regular attendance at youth theatre is essential especially at times coming up to a
production.

e We ask that you inform us/ensure your young person informs us in advance if they have to
miss a workshop/rehearsal for any reason.

e From time to time we organise fundraising activities and we ask for your cooperation and
participation in these.

Confidentiality and Data Protection Statement

Dublin Youth Theatre stores all personal information securely and restricts access to those who have
a direct need to view this information. We only share the information in a situation where we deem it
absolutely necessary as in the case of a medical emergency. We abide by Data Protection
regulations. If your young person is under 18, you have the right to access and amend any
information held by us in relation to them at any time.

Communications & Websites

We primarily communicate with members directly about news and activities using email and the
secure Members’ Area of the DYT website. This is to encourage our members to take responsibility
for their involvement in DYT.

In the Parents’ Area you will have access to a general schedule for the year; forms and documents;
occasional updates on DYT’s programme; and information from third parties about casting notices,
opportunities and events. Casting notices and opportunities are not vetted by DYT and are provided
for information only. We encourage parents and members to enquire directly to each notice for more
information about the opportunity, and what their child and safeguarding policies and practices are.



Appendix 9: Sample Consent Form

Dublin Youth Theatre Offsite Visits
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Dublin Youth Theatre
[Location]
[Dates]
[Leaders]

Members Name:

Date of Birth:

Age:

Allergies:

Dietary Requirements:

Medication brought/additional info:

Emergency Contact Name:

Emergency Contact Number:

| am aware that | am representing Dublin Youth Theatre and will do my best to represent
them well. | am aware that DYT is an alcohol and drug free organisation for all participants
(18+ included)

Signed (Member):

For members under 18 (to be signed by a parent/guardian)

My child/ward is travelling to [insert location] under the supervision of DYT leaders
for [number of] night(s) on [date] with my full knowledge and permission

Signed (parent/guardian):

Dublin Youth Theatre will use personal data only where consent to do so is affirmative, freely given,
specific, informed and unambiguous. The below privacy statement provides information on why we
gather and how we will use your personal data.



The Data Protection Contact Person at Dublin Youth Theatre is the Executive Director, Sarah
Bragg-Bolger. You can contact this person if you have a question regarding how your personal data
will be processed at sarah@dublinyouththeatre.com or 085 850 0856.

Privacy Statement
Any personal data requested is collected solely for the purpose of supporting your participation in
Dublin Youth Theatre.

Data such as your name, contact details, age and gender will be to communicate about matters
relating to membership of the youth theatre; to assign housing arrangements, (gender) or ensure
inclusion in age-appropriate activities in the youth theatre.

Sensitive personal data such as details of medical conditions or other personal needs will be used to
ensure data subjects safety and welfare whilst participating in the youth theatre.

Your personal data will only be shared with those who need to know it, and only disclosed to a third
party in the case of an emergency such as if you become ill or have an accident that requires medical
attention. We will need to engage trusted third parties as Data Processors to process personal data
on our behalf as necessitated by the nature of the processing. In sharing personal data with trusted
third parties who assist us in managing our website and conducting our business, we exercise
reasonable care to ensure that the Data Processor carries out the processing in strict compliance
with the GDPR, including ensuring that GDPR compliant Agreements exist between Dublin Youth
Theatre and the data processor in respect of the processing. Your data may be shared with the
following  companies: ExSite  Communications, @ Google suite - Gmail, Google
Drive/Docs/Sheets/Forms, YouTube, Dropbox, Vimeo , MailChimp, Ring Inc. We may release data if
we are under a duty to disclose or share your personal data in order to comply with any legal
obligation. This includes, in specific cases, disclosing information to state agencies for the purposes
of child protection.

Images including video will be collected for the purpose of promoting and documenting the activities
of the youth theatre and /or archival purposes. Images will be managed safely in-line with our Use of
Images Policy.

Dublin Youth Theatre will retain personal data on file for the duration of that young person’s
membership in the youth theatre and 5 years afterwards when it will be destroyed.

Personal data in the form of photographic images and video will be retained permanently or until such
time they become obsolete for the purpose of promoting and documenting the activities of Dublin
Youth Theatre.

Your rights:
Dublin Youth Theatre is committed to upholding your rights as provided for by the General Data
Protection Regulation (GDPR) including:

e The right to be informed about how we will use your personal data.

e The right of access to a copy of the personal data we hold and information on how we

process it.

e The right to have incorrect or incomplete personal data corrected.

e The ‘right to be forgotten’ and have personal data deleted if you so request.

e The right to restrict how we process your personal data.

e The right to object to the processing of your personal data.

You have the right to complain to the Data Protection Commission or another supervisory authority.

You can contact the Office of the Data Protection Commissioner at
https://www.dataprotection.ie/docs/Contact-us/b/11.html



https://www.dataprotection.ie/docs/Contact-us/b/11.html

Appendix 10: Sample Accident Report Form Dublin Youth Theatre

1. Date and time of incident:

2. Brief description of incident:

3. Location (site and address):

4. Name of injured person (if any):

5. Nature of injury:

6. Activity being carried out at the time of incident:

7. Person(s) in direct control of area:

8. Witness(es) to incident (Name, address and contact number):

9. Relevant instructions, training, information given before incident:

10. Statements given by:

11. Further details injury/damage:

12. Any other remarks or information:

Signature: Date:

For Office Use Only
Incident Reference No: Health and Safety Coordinator:



Appendix 11: DYT Members’ Rights & Code of
Behaviour
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DYT Members’ Rights ORe?”

e You, as a current member, have the right to fully participate in the activities and to become involved
in the democratic decision-making processes of Dublin Youth Theatre.

e You have a right to be informed of the activities and rules of Dublin Youth Theatre.

e You have a right to voice your needs or concerns as a member with responsible personnel in
Dublin Youth Theatre. In the event of a personal grievance within the context of DYT, you are entitled
to a considered response.

e You have the right to express your views freely within the context of Dublin Youth Theatre, always
having respect for others.

e You have the right to feel safe in Dublin Youth Theatre at all times. You have the right to be
protected from any bullying or violence from others.

e You have a right to have your personal space and privacy respected while you are in Dublin Youth
Theatre. Inappropriate behaviour towards you by another member or by a leader/facilitator/director
will not be condoned. Inappropriate sexual behaviour towards you by another member or by a
leader/facilitator/director will not be tolerated.

e You have a right to have your personal property respected in Dublin Youth Theatre at all times.

DYT Members Code of Behaviour

Information: It is your responsibility to familiarise yourself with DYT information. Information is
available in many forms, email, announcements, and the DYT website www.dublinyouththeatre.com.
Make sure the DYT Staff have your contact details. If you change address or any of your contact
details change, it is also your responsibility to contact the staff and give them your new details.

By submitting your 1st-year Acceptance form or Renewal form and attending workshops, you agree
to abide by this code of behaviour.

Respect
e Respect: Please respect DYT leaders and any reasonable requests they make of you. Please
respect your fellow members.

Volunteers
e Volunteers: When bodies are needed for clear outs, painting etc that means you thanks!

Drugs & Alcohol

e Alcohol: The consumption of alcohol on the premises is strictly a no go area, nor should alcohol be
brought onto the premises. All DYT activities are alcohol-free zones whether over 18 or not.

e Drugs: In accordance with the law, drugs are strictly prohibited either in the house or on any DYT
excursion/activity.

Canteen

e Clean Up: generally you will come into a clean house. Please leave it that way. Take responsibility
for washing, drying, and putting away any crockery and cutlery you use or see- don’t wait to be
asked.

e Canteen: It is the members’ responsibility to run the canteen; that includes the purchase of
milk/biscuits, responsibility for the float, making & serving tea/coffee and cleaning the canteen
afterward.


http://www.dublinyouththeatre.com

Workshops

e Punctuality: Members’ must arrive on time for workshops, otherwise they will not be permitted to
participate in them.

e Please respect your fellow members during workshops. That means giving them your full-undivided
attention, not heckling them, not talking amongst yourselves, listening and offering constructive
feedback when possible.

e Please treat outside facilitators as they treat you, and conduct yourself in a manner that is
considerate of the fact that you are representing DYT.

e Workshops begin at 11 am sharp. There is a grace period of fifteen minutes. If you arrive for
workshop any later, you will not be allowed to participate, as this is distracting to your fellow
members. If you are aware you're going to be late, please contact a member of the DYT Team so
they can inform the facilitator. The grace period is to allow for traffic, unavoidable circumstances, etc.
e You have the right to abstain from activities during workshops/rehearsals, which you genuinely feel
uncomfortable with, within reason, and taking into consideration the needs of others. When possible,
please inform the facilitator/director of this.

e Mobile Phones: Members’ must make sure their mobile phones are switched off during workshops.
e Chewing Gum: Members’ must dispose of chewing gum before entering the workshop space.

e Food/Drink: Food/drink is not permitted in the workshop space.

Rehearsals

e Members must attend rehearsals on time and return from breaks on time.

e If you cannot attend a rehearsal for any genuine reason you must contact the directors directly in
advance of the rehearsal.

e If you have committed to a show, it is your responsibility to communicate with your director about
rehearsals etc., and if for a genuine reason you cannot make rehearsal, it is your responsibility to
inform your director in advance please when possible.

e Members’ must make sure their mobile phones are switched off during rehearsals.

e Members’ must dispose of chewing gum before entering the rehearsal space.

e Food/drink is not permitted in the rehearsal space.

Smoking

e Smoking: DYT is a NO SMOKING building. Members and visitors may smoke outside the property
on Great Denmark Street Please use the bins for cigarette butts and make sure cigarettes are fully
extinguished.

Personal Property
e Please keep an eye on your bags and personal property. Do not leave them unattended. Respect
other people's property.

In the event of an emergency
e In the event of a fire, please make your way calmly from the building to the meeting place. Do not
leave the meeting point until you have been accounted for by the DYT staff member.

DYT Property
e No items may be removed from DYT premises without permission and without signing for it
e All lost or broken items must be replaced. Please treat borrowed items with care. If you are
borrowing an item of clothing, please return it washed and cleaned.

Safety
e Be sensible in your approach to your own safety and that of other members.



Appendix 12: Welfare/Child Protection and Legislation

The Domestic Violence Act, 1996 gives Gardai the power to arrest and prosecute a violent family
member. The Health Service Executive may seek a barring order against a violent adult on behalf of
a child, whether or not that violent adult is married to the child’s parent.

http://www.irishststutuebook.ie/1996/en/act/pub/0001/index.html

Freedom of Information Act 1997
This Act enables members of the public to obtain access, to the greatest extent possible consistent
with the public interest and the right to privacy, to information in the possession of public bodies.

The Act is also designed to protect the privacy of individuals and, in general, requires the prior
consent of an individual before releasing personal information about them.
http://www.irishststutuebook.ie/1997/en/act/pub/0013/index.html

The Non-Fatal Offences Against the Person Act, 1997, abolished the rule of law under which
teachers were immune from criminal liability in respect of physical chastisement of pupils and also
describes the circumstances in which the use of reasonable force may be justifiable.

The Act also makes it a criminal offence to beset or harass another person. It also addresses the
issue of bullying by mobile phone which is considered to be similar to stalking and, therefore, may be
a criminal offence.

http://www.irishststutuebook.ie/1997/en/act/pub/0026/index.html

Data Protection Act (1988 amended 2003)

Generally, Data Protection is the safeguarding of privacy rights of individuals in relation to the
processing of their personal Data. The Data Protection Acts give the individual rights to this personal
information and impose obligations on the Data Controllers.

http://www.irish k.ie/1 n 25/index.html
http://www.irishststutuebook.ie/2003/en/act/pub/0006/index.html

The Child Trafficking and Pornography Act 1998 prohibits child trafficking for the purpose of
sexual exploitation and makes it illegal for anyone to produce, forward, publish, send, show or
possess any child pornography in Ireland.
http://www.irishststutuebook.ie/1998/en/act/pub/0022/index.html

The Education Welfare Act 2000 requires parents to ensure that their children attend a recognised
school or otherwise receives an appropriate minimum education. It also raised the minimum school
leaving age from 15 to 16 (or the completion of 3 years of post primary education, whichever is the
latter)

http://www.irishststutuebook.ie/2000/en/act/pub/0022/index.html

The Equal Status Act 2000-2004 gives protection against discrimination in non-employment areas
including education, provision of goods, services and accommodation and disposal of property. It
prohibits discrimination on nine grounds including age, gender, sexual orientation, race, disability.
http://www.irishststutuebook.ie/2000/en/act/pub/0008/index.html

The Sex Offenders Act 2001 Under this legislation, those who are convicted of certain sexual
offences are now obliged to provide certain information to the Gardai including the address at which
they are living following their release from prison. There are also a number of requirements for sex
offenders to fulfill when seeking employment where unsecured access to children is involved.

http://www.irishststutuebook.ie/2001/en/act/pub/0018/index.html


http://www.irishststutuebook.ie/1996/en/act/pub/0001/index.html
http://www.irishststutuebook.ie/1997/en/act/pub/0013/index.html
http://www.irishststutuebook.ie/1997/en/act/pub/0026/index.html
http://www.irishststutuebook.ie/1998/en/act/pub/0025/index.html
http://www.irishststutuebook.ie/2003/en/act/pub/0006/index.html
http://www.irishststutuebook.ie/1998/en/act/pub/0022/index.html
http://www.irishststutuebook.ie/2000/en/act/pub/0022/index.html
http://www.irishststutuebook.ie/2000/en/act/pub/0008/index.html
http://www.irishststutuebook.ie/2001/en/act/pub/0018/index.html

The Children Act 2001 outlines the main legislation covering children and the criminal justice
system. This Act focuses on preventing criminal behaviour, diversion from the criminal justice system
and rehabilitation.

http://www.irishststutuebook.ie/2001/en/act/pub/0024/index.html

The Safety Health and Welfare at Work Act 2005

The primary focus of this act is on the prevention of workplace accidents, illnesses and dangerous
occurrences. One of the aims of the act is to encourage a responsible attitude on the part of both
employers and employees.

http://www.irishststutuebook.ie/2005/en/act/pub/0010/index.html

The Criminal Justice Act 2006 provides for the offence of reckless endangerment of children.

This refers to a situation whereby a person, having authority or control over a child or over an

abuser, causes or permits a child to be placed or left in a situation which creates a substantial risk to
the child of being a victim of serious harm or sexual abuse, or such a person fails to take

reasonable steps to protect a child from such a risk while knowing the child is in a situation of risk.

The Act also states that it is an offence to engage in a sexual act, or attempt to engage in a sexual
act with a child under the age of 17 years.
http://www.irishststutuebook.ie/2006/en/act/pub/0026/index.html

The Sexual Offences Act 2006

The Criminal Law (Sexual Offences) Act 2006 was passed to plug the hole left by the Supreme Court
decision in CC v. Ireland which struck down as unconstitutional a seventy-year-old provision on
statutory rape. The Act provides for a defense of honest mistake where, if a defendant can satisfy the
court that he or she honestly believed that the person with whom the sexual activity was committed,
was of consenting age at the time (which the Act now sets as seventeen years old for both sexes).
The lack of such a defense in section 1(1) of the Criminal Law Amendment Act 1935 caused the
Supreme Court to declare that section void.

The Act also provides for the first time that a woman could commit statutory rape, and merged the
previously separate offenses which related to heterosexual and homosexual statutory rape into two
offenses which cover both. However, as an exception to the otherwise gender-neutral provisions of
the Act, girls under the age of seventeen cannot be found guilty of an offense under the Act.
http://www.oireachtas.ie/viewdoc.asp?fn=/documents/bills28/acts/2006/a1506.pdf

Criminal Justice Act (reckless endangerment) 2006

Section 176 of the Criminal Justice Act 2006 introduced the criminal charge of reckless
endangerment of children as a result of recommendations from the Ferns Inquiry. It states:

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

(a) causing or permitting any child to be placed or left in a situation which creates a substantial risk to
the child of being a victim of serious harm or sexual abuse, or

(b) failing to take reasonable steps to protect a child from such a risk while knowing that the child is in
such a situation, is guilty of an offence.’

The penalty for a person found guilty of this offense is a fine (no upper limit) and imprisonment for a
term not exceeding ten years.

Withholding of Information on Offences against Children and Vulnerable Persons 2012

The Act applies to everyone. It creates an obligation to notify the Gardai if a person "knows or
believes" (i.e., has evidence) that a "serious offense" has been committed against a child or
vulnerable person. There is no obligation to report rumors, innuendo or unsubstantiated information.

There is also no obligation in that Act to report lesser offenses such as common assault or neglect of


http://www.irishststutuebook.ie/2001/en/act/pub/0024/index.html
http://www.irishststutuebook.ie/2005/en/act/pub/0010/index.html
http://www.irishststutuebook.ie/2006/en/act/pub/0026/index.html
http://www.oireachtas.ie/viewdoc.asp?fn=/documents/bills28/acts/2006/a1506.pdf

a child. These matters would be covered separately by child protection guidelines and policies.

There are potential defenses which can cover victims who do not want information disclosed, parents,
professionals acting in the best interest of a child/vulnerable adult.

National Vetting Bureau (Children and Vulnerable Persons) Act 2012

This was enacted in December 2012 and fully commenced in 2014. The purpose of this Act is to
provide a legislative basis for the vetting of persons who seek positions of employment relating to
children or vulnerable persons. Previously, persons applying for such positions were vetted on a non
statutory basis. This Act makes vetting mandatory. Some amendments to the Act are currently being
considered by Government, including those related to the nondisclosure of minor offenses.

Children First Act 2015

Children First, National Guidance for the Protection and Welfare of Children 2017 was launched on
October 2nd 2017. This Guidance is a primary reference for all citizens to report concerns and
includes the new legislative obligations. It provides clarity between the legislation and the existing
non-statutory obligations which will continue to operate for all sectors of society.

Children First Guidance describes the four main types of abuse and sets out the steps which should
be taken to ensure that the child or young person is protected from harm. It has been updated to
include new information about the Children First Act 2015 and it includes specific information for the
professionals and organisations that now have legal obligations to keep children safe.

The Guidance also outlines the roles of the main statutory bodies involved in child welfare and
protection: Tusla - Child and Family Agency, and An Garda Siochana. It contains details of how to
report a concern about a child and what happens once the report is received by Tusla.

https://www.tusla.ie/uploads/content/Children First National Guidance 2017.pdf

General Data Protection Regulation- 2018

After four years of preparation and debate the GDPR was finally approved by the EU Parliament on
14 April 2016. It was enforced on 25 May 2018 — and organisations that are not compliant could now
face heavy fines.

The EU General Data Protection Regulation (GDPR) replaces the Data Protection Directive
95/46/EC and is designed to:

e Harmonize data privacy laws across Europe,

e Protect and empower all EU citizens data privacy

e Reshape the way organizations across the region approach data privacy.

GDPR reshapes the way in which sectors manage data, as well as redefines the roles for key leaders
in businesses, from CIOs to CMOs. CIOs must ensure that they have watertight consent
management processes in place, whilst CMOs require effective data rights management systems to
ensure they don’t lose their most valuable asset — data.

https://eugdpr.org



https://www.tusla.ie/uploads/content/Children_First_National_Guidance_2017.pdf
https://eugdpr.org

Appendix 13: National Support Organisations

Tusla

The Child and Family Agency was established on the 1st January 2014 and is now the dedicated
State agency responsible for improving wellbeing and outcomes for children. It represents the most
comprehensive reform of child protection, early intervention and family support services ever
undertaken in Ireland

Children At Risk in Ireland "CARI"
Provides many services among them is the provision of therapy for children, young people and
families who have been affected by child sexual abuse. This is available around the country: Dublin,

Limerick, Cork, Tralee, Galway, Arklow and Navan. They also provide a telephone helpline service on
1890-924567. Contact the National Office on 01-8308529

The Irish Society for the Protection of Cruelty to Children

A child protection and child advocacy agency providing services to children and parents in Ireland.
Services include childline, a 24 hour national freephone helpline for children on 1800 666 666 and
face to face counselling for children, and Teenline, a 24 hour national freephone for young people up
to the age of 18 on 1800 833 634 . To contact the Dublin Office, phone: 01 6767960.

Children's Rights Alliance

Aims to promote awareness and understanding of the UN Convention on the Rights of the Child in
Ireland and to contribute to the advancement of the general well-being of all children in Ireland.
Phone: 01-6629400

Barnardos

Provide a wide range of services to respond to the needs of children and their families. Contact
01-453 0355

Ombudsman for Children
The main purpose of the Ombudsman role for Children is to safeguard and promote the rights and
interests of children and young people under the age of eighteen. Phone: 01-865 6800

BeLong To
A support organisation for lesbian, gay, bisexual and transgendered young people aged between 14
and 23. Phone: 01-6706223

Support Organisations For Adults

NCS

The National Counselling Service is a service which provides counselling. It was established initially
to provide counselling to adults abused in institutions but also offers support to adults abused in other
settings. There are a number of local freephone numbers:

HSE Dublin North East (North Dublin & Meath) 1800 234 110

HSE Dublin North East (Navan, Cavan, Louth & Monaghan) 1800 234 117

HSE Dublin Mid-Leinster (South Dublin, East Wicklow) 1800 234 111

HSE Dublin Mid-Leinster (West Dublin, West Wicklow & Kildare) 1800 234 112

HSE Dublin Mid-Leinster (Laois, Offaly, Longford & Westmeath) 1800 234 113

HSE West (Galway, Mayo & Roscommon) 1800 234 114

HSE West (Limerick, Clare & North Tipperary) 1800 234 115

HSE South (Cork & Kerry) 1800 234 116

HSE West (Donegal, Leitrim, Sligo) 1800 234 119

HSE South (Waterford, Wexford, Kilkenny, Carlow and South Tipperary) 1800 234 118



Rape Crisis Centres

Rape Crisis Centres are specialist services, dedicated to advocacy and counselling for all survivors of
sexual violence. There are many Rape Crisis Centres throughout the country, each of which operates
a number of outreach services in further locations, with a variety of tailored services locally. 24 Hour
helpline: 1 800 778 888. General enquiries: 01-6614911

The Samaritans
Provide a 24 hour confidential emotional support for people who may be going through a difficult time
in their lives or who come to a point when life may be getting too much. Phone: 1850 60 90 90



Appendix 14: Sample Application and Acceptance Forms

Dublin Youth Theatre Application Form

@

etc.)

OS5
B\
SECTION A: APPLICANT DETAILS
Name
Date of Birth
Address
Home Telephone
Mobile
Email
Gender
Preferred pronouns
SECTION B: APPLICATION QUESTIONS
Have you auditioned for DYT before? Yes 4 No Q
If ‘Yes’, please state what year:
Are you still at school/college? Yes 1 No U4
If ‘Yes’, please state the name and address of school/college:
Are you involved with any other theatre/drama groups at the | Yes Q No U4
moment?
Which one? How many hours per week do you spend with
them?
Do you have any particular interests? (E.g. acting, dance, tech, | Yes O No U4

Do you have any experience in any of the following? (Please tick):




Acting o Sound o Productiono  Video o
Backstage o  SetDesigno  Makeup o

Other:

Set Building o

Where did you hear about DYT?

What other things do you like to do? Sports, youth groups,
music classes etc. Tell us a bit about it!

Give any additional information that you consider relevant here.

SECTION C: CONSENT
To be completed by a Parent/Guardian if under age 18
| give consent for:

photos/video footage will be managed in line with the youth
theatre’s Use of Images Policy)

My/my child/ward’s personal data, as provided, to be processed | Yes U No Q
in line with the purposes detailed in the Privacy Statement at the

end of this form.

Photos to be stored and used for identification purposes (All Yes O No U

Signed Date:




Parent/Guardian First Name:

Parent/Guardian Second Name:

Parent/Guardian Email:

Parent/Guardian Mobile:

Dublin Youth Theatre will use personal data only where consent to do so is affirmative, freely
given, specific, informed and unambiguous. The below privacy statement provides information
on why we gather and how we will use your personal data.

The Data Protection Contact Person at Dublin Youth Theatre is the Executive Director, Sarah
Bragg-Bolger. You can contact this person if you have a question regarding how your personal
data will be processed.

Privacy Statement
Any personal data requested is collected solely for the purpose of supporting your application
for membership in Dublin Youth Theatre.

Data such as your name, contact details, age and gender will be used for the purposes of
identifying applicants, & statistics regarding applicants. These statistics may be shared with our
funders.

Sensitive personal data such as details of medical conditions or other personal needs will be
used to ensure data subjects safety and welfare whilst participating in the youth theatre.

Your personal data will only be shared with those who need to know it, and only disclosed to a
third party in the case of an emergency such as if you become ill or have an accident that
requires medical attention. We will need to engage trusted third parties as Data Processors to
process personal data on our behalf as necessitated by the nature of the processing. In sharing
personal data with trusted third parties who assist us in managing our website and conducting
our business, we exercise reasonable care to ensure that the Data Processor carries out the
processing in strict compliance with the GDPR, including ensuring that GDPR compliant
Agreements exist between Dublin Youth Theatre and the data processor in respect of the
processing.

Your data may be shared with the following companies: ExSite Communications, Google suite -
Gmail, Google Drive/Docs/Sheets/Forms, YouTube, Dropbox, Vimeo, Mail Chimp, Ring Inc. We
may release data if we are under a duty to disclose or share your personal data in order to
comply with any legal obligation. This includes, in specific cases, disclosing information to

state agencies for the purposes of child protection.

Images including video will be collected for the purpose of promoting and documenting the
activities of the youth theatre and /or archival purposes. Images will be managed safely in-line
with our Use of Images Policy.

If the applicant is accepted, Dublin Youth Theatre will retain personal data on file for the
duration of that young person’s membership in the youth theatre and 5 years afterwards when it
will be destroyed. If the applicant is unsuccessful, we encourage them to reapply. For this
reason, we will retain the form and photograph for 3 years, which is the usual timeframe for
re-application.



Dublin Youth Theatre
Emergency Contact

Membership Acceptance &

Please complete all sections. Section C must be completed by the Parent/Guardian if member

is aged under 18.

SECTION A: APPLICANT DETAILS

Name

Date of Birth

Address

Home Telephone

Mobile

Email

Gender

Preferred pronouns

Are you in
school/college/other?

What year are you
in?

SECTION B: PARENT(S)/GUARDIAN(S) AND EMERGENCY CONTACT DETAILS

Please provide contact details for at least two adults who can be contacted in case of emergency. One of these
contacts must be a Parent or Guardian for those aged under 18

Parent/Guardian/Emergency Contact Name:

Email:

Mobile:

| (Parent/Guardian) consent to be contacted Please tick to consent: 4
for the purpose of verifying my identity as
parent/guardian of my child.

| (Parent/Guardian/Emergency Contact) Please tick to consent: 4
consent to be contacted in case of
emergency of my child.




Parent/Guardian/Emergency Contact Name:

Email

Mobile

| (Parent/Guardian) consent to be contacted Please tick to consent: O

for the purpose of verifying my identity as
parent/guardian of my child.

| (Parent/Guardian/Emergency Contact) Please tick to consent: 4

consent to be contacted in case of
emergency of my child.

MEDICAL CONDITIONS/ADDITIONAL REQUIREMENTS

If you do not have sufficient space to provide full details, please complete the attached Additional Information Sheet.
Any information provided will be treated as confidential and managed in line with the youth theatre’s Confidentiality

Policy.

Do you or your child have any special requirements? E.g.,
physical disability, learning difficulties or literacy issues

Yes U

No 4

If ‘Yes’, please give details

Do you or does your child/ward have any medical conditions of
which we should be aware?

Yes 4

No Q4

If ‘Yes’, please give details

Do you or does your child have any allergies?

Yes 4

No Q4

If ‘Yes’, please give details

Is there any other information we need to be aware of that may
impact on your/ your child/ward’s participation in youth
theatre?

Yes 4

No Q4




If ‘Yes’, please give details

SECTION C: CONSENT
To be completed by a Parent/Guardian if under age 18
| give consent for:

My/my child/ward’s personal data, as provided, to be processed | Yes 1 No U4
in line with the purposes detailed in the Privacy Statement at the
end of this form.

My child/ward to attend weekly drama workshops. Yes O No 4

Photograph/Video Footage of my child/ward/me to be taken Yes U No Q
during youth theatre events.

Photographs/Video Footage including me or my child/ward to be | Yes O No U4
used publicly in posters/flyers and/or newspapers for publicity

purposes.

Photos to be stored and used for archival purposes (All Yes 1 No U4

photos/video footage will be managed in line with the youth
theatre’s Use of Images Policy)

My child/ward’s/ my mobile number and email address to be | Yes U No U4
shared with the cast and production team of any DYT production
they are/l am involved in.

First aid/medical assistance to be sought in the case of an Yes O No U4
emergency.
| have disclosed all relevant information with regard to any Yes U No 1

medical conditions and any additional requirements that relate to
my child/ward/me of which | am aware.

| have read the Information Sheet provided by the youth theatre. Yes O No U4
| have enclosed the membership fee of €120 cheque/cash* Yes 4 No Q
Signed
Date:

*If you wish to discuss payment or paying by installments, or any other matter in relation to the above, please do not
hesitate to contact Sarah Bragg-Bolger, Executive Director at sarah@dublinyouththeatre or 085 850 0856.



SECTION D: CONSENT FOR MEMBERS PHOTOS

| give my consent for photos/footage of me to be taken during | Yes 4 No U4
youth theatre activities and for them to be used for publicity and
for the youth theatre archive.

Signed
Date:

Please return to the Executive Director at 3 Great Denmark Street by 10th October 2026

Additional Information relating to Medical Conditions or Additional Requirements.

Please note if you would like to discuss any of the information relating to your child/ward’s medical
conditions or additional requirements with us, please contact Sarah Bragg-Bolger, Executive Director
at sarah@dublinyouththeatre or 085 850 0856. We may also contact you for clarification or more
information if necessary.

SECTION E: WEBSITE LOGIN AND PAYMENT (ONLINE)

Member Username:

Member Email:

Member Password
Enter Password:
Confirm Password:

Dublin Youth Theatre will use personal data only where consent to do so is affirmative, freely
given, specific, informed and unambiguous. The below privacy statement provides information
on why we gather and how we will use your personal data.

The Data Protection Contact Person at Dublin Youth Theatre is Sarah Bragg-Bolger, Executive
Director. You can contact this person if you have a question regarding how your personal data
will be processed at at sarah@dublinyouththeatre or 085 850 0856



Privacy Statement
Any personal data requested is collected solely for the purpose of supporting your participation in
Dublin Youth Theatre.

Data such as your name, contact details, age and gender will be to communicate about matters
relating to membership of the youth theatre; to assign sleeping arrangements on residentials (gender)
or ensure inclusion in age-appropriate activities in the youth theatre.

Sensitive personal data such as details of medical conditions or other personal needs will be used to
ensure data subjects safety and welfare whilst participating in the youth theatre.

Your personal data will only be shared with those who need to know it, and only disclosed to a third
party in the case of an emergency such as if you become ill or have an accident that requires medical
attention. We will need to engage trusted third parties as Data Processors to process personal data
on our behalf as necessitated by the nature of the processing. In sharing personal data with trusted
third parties who assist us in managing our website and conducting our business, we exercise
reasonable care to ensure that the Data Processor carries out the processing in strict compliance
with the GDPR, including ensuring that GDPR compliant Agreements exist between Dublin Youth
Theatre and the data processor in respect of the processing. Your data may be shared with the
following  companies: ExSite  Communications, Google suite - Gmail, Google
Drive/Docs/Sheets/Forms, YouTube, Dropbox, Vimeo , MailChimp, Ring Inc. We may release data if
we are under a duty to disclose or share your personal data in order to comply with any legal
obligation. This includes, in specific cases, disclosing information to state agencies for the purposes
of child protection.

Images including video will be collected for the purpose of promoting and documenting the activities
of the youth theatre and /or archival purposes. Images will be managed safely in-line with our Use of
Images Policy.

Dublin Youth Theatre will retain personal data on file for the duration of that young person’s
membership in the youth theatre and 5 years afterwards when it will be destroyed.

Personal data in the form of photographic images and video will be retained permanently or until such
time they become obsolete for the purpose of promoting and documenting th activities of Dublin
Youth Theatre.

Your rights:
Dublin Youth Theatre is committed to upholding your rights as provided for by the General Data
Protection Regulation (GDPR) including:

e The right to be informed about how we will use your personal data.

e The right of access to a copy of the personal data we hold and information on how we

process it.

e The right to have incorrect or incomplete personal data corrected.

e The ‘right to be forgotten’ and have personal data deleted if you so request.

e The right to restrict how we process your personal data.

e The right to object to the processing of your personal data.

You have the right to complain to the Data Protection Commission or another supervisor authority.

You can contact the Office of the Data Protection Commissioner at
https://www.dataprotection.ie/docs/Contact-us/b/11.html

Further information can be found in our Data Protection and Confidentiality Policy.


https://www.dataprotection.ie/docs/Contact-us/b/11.html

Appendix 15: DYT Welfare Reps Poster

DYT WELFARE REPS

Katie Martin katiemartin104@gmail.com

Neil Douglas neil.douglas92@gmail.com

Katie and Neil are available to you if you wish to discuss anything welfare
related, your privacy will be respected, feel free to email them



Appendix 16: Dublin Youth Theatre Equal Opportunities Policy

Dublin Youth Theatre Equal Opportunities Policy Statement

The Dublin Youth Theatre recognises that in our society certain individuals and groups of people are
unfairly discriminated against, both directly and indirectly. They are denied equality of opportunity on
the grounds of age, sex, gender identity, sexual orientation, marital status, caring responsibilities,
mental or physical health/disability, race, colour, nationality, ethnic/national origin, political or religious
beliefs, economic status, criminal record, trade union activity, or a combination of any of these. We
strive to eliminate all such forms of discrimination and to create a climate in which equal opportunities
are promoted as a means of developing the full potential of everyone who is involved with our
organization. We do this by fulfilling our legal obligations and by taking positive action which goes
beyond the requirements of the law, but by avoiding stereotyping and tokenism.

Procedures
1. General principles

1.1 Scope

The purpose of this document is to provide guidance on all aspects of equal opportunities at the
Dublin Youth Theatre. We are always seeking ways in which we can improve our record on
equal opportunities.

1.2 Responsibility

The Dublin Youth Theatre Executive Director is responsible for ensuring that the policy and the
procedures in this document are implemented efficiently and effectively. All other Staff and
volunteers (including voluntary management committee members) are expected to facilitate this
process.

1.3 Measures

These procedures list the measures that must be taken to fulfill the policy. They must be
adhered to at all times. If they are breached, the appropriate procedures (e.g., complaints,
grievance or disciplinary) may be used to resolve the problem and to make improvements.
Anyone who chooses to take such action will not be penalized by the organization or treated
less favorably as a result.

2. Employment practice

2.1 General

The Dublin Youth Theatre has a public role, and we recognise that the services we deliver
should ideally be performed by workers who are representative of the diverse community in
which we operate. To achieve this, the Dublin Youth Theatre aims to be an equal opportunities
employer; optimizing on available human resources and ensuring fairness to potential and
actual employees.

2.2 Recruitment

Dublin Youth Theatre Staff is recruited and selected on objective criteria that test the relevant
skills, knowledge, experience, qualifications and personal qualities necessary for posts. No
applicants are placed at a disadvantage by requirements which are not genuine occupational
qualifications, as this would constitute indirect discrimination. This does not preclude the setting
of certain legitimate limits and exclusions, however. Examples are a retirement age of 65,
banning those with a criminal record of abuse from working with vulnerable groups of people,
not employing immigrants without work permits, etc. Job vacancies are advertised as widely as
possible and refer to the operation of an equal opportunities policy to which Staff is expected to
adhere.



2.3 Training

We provide training opportunities to all our Staff to meet their training needs. If appropriate, this
may include assertiveness training for those individuals who have little confidence as a result of
belonging to a disadvantaged group. All members of Staff receive suitable and relevant equal
opportunities for training and are provided with a copy of this document.

2.4 Other conditions of employment

The Dublin Youth Theatre is open to flexible working arrangements, such as job sharing,
part-timing, flexible-timing, career development initiatives, etc., which enable members of Staff
to juggle their competing time demands more efficiently. The Dublin Youth Theatre is sensitive
to the time and other constraints under which people operate as a result of their socio-economic
situation and cultural background. Meetings, events and the like, are arranged as far as
practicable in a way that takes into consideration the needs of current and potential Staff
members (regarding timing of meetings, childcare arrangements, religious holidays, etc.). All
service conditions are reviewed regularly to ensure that they do not discriminate against any
particular group and instead provide for the varying needs of the Staff team.

3. Volunteers working at the Dublin Youth Theatre

3.1 Overview

The positive and open attitude towards recruitment, selection and day-to-day treatment of
Dublin Youth Theatre Staff is also extended to Dublin Youth Theatre volunteers and the
conditions described above therefore also apply to management committee volunteers and
other volunteers.

The Dublin Youth Theatre expects its volunteers to share its commitment to equal opportunities
and ensures that each one receives a copy of this document. (Further information is given in
the Dublin Youth Theatre volunteer policy and procedures document.)

3.2 Adapting to volunteers needs

We actively look for ways in which we can achieve adequate representation amongst our
volunteers, in terms of the community in which we operate. We will only be successful in
attracting a wide range of people if we adapt to the needs of individual volunteers. The Dublin
Youth Theatre is able to be much more flexible with volunteers than it can be with paid
Staff/volunteers/volunteers/volunteer, for example by changing a role description to suit a
volunteer’s interests and abilities.

4. The work of the organisation

4.1 Our work with volunteers
The Dublin Youth Theatre believes that everyone has the right to volunteer and to have equal
access to volunteering opportunities, without experiencing discrimination.

4.2 Our work with volunteer-involving organisations

The Dublin Youth Theatre provides a variety of services to organisations that are run by, which
involve, or which wish to involve volunteers. We will consider assisting and working with any
such organisation, provided that its ethos and operations do not contravene Dublin Youth
Theatre policy.

In addition, we actively seek to work with a very broad range of organisations, so that potential
volunteers have as wide a choice of volunteering options as possible.

4.3 Publicity

In order to bring our message to volunteers, organisations and the general public, we publicise
the Dublin Youth Theatre as widely as resources will allow, using as many media as possible.
We aim to be inclusive by using positive imagery of, and making reference to, all types of
people. The language in our publications is clear and non-discriminatory. We publicise our
commitment to equal opportunities whenever appropriate. A copy of this document is available



to anyone who requests it.

4.4 Premises, facilities and equipment

The Dublin Youth Theatre strives to make the physical environment in which we operate as
attractive and user-friendly as possible for everyone; volunteers, Staff and visitors. This mainly
involves the Dublin Youth Theatre office, but also premises elsewhere used for any Dublin
Youth Theatre events and meetings. Healthy and safe conditions for everyone are of
paramount. Special provisions, such as wheelchair access and extended opening hours, are
made for people with special needs wherever viable.

5. Dealing with harassment

5.1 Our approach

The Dublin Youth Theatre is committed to social justice and equality and believes that everyone
involved with the organization has the right to freedom from harassment, whether this is by
disability, race, sex, sexual orientation or any other grounds. The Dublin Youth Theatre does not
condone any harassment whatsoever, whether it is verbal, written, physical, sexual, to person
or property, intentional or not. Any such harassment, abuse or victimization will be dealt with
severely and quickly, using the disciplinary procedure in the case of a member of Staff and any
other appropriate form of action with anyone else.

6. Monitoring and evaluation

6.1 Success of policy

The Dublin Youth Theatre monitors, reviews and evaluates the success of its equal
opportunities policy and procedures on a regular basis and seeks to make ongoing
improvements. It also studies its other policies and procedures to see that they do not operate
against this policy and can be improved in terms of equal opportunities. The Dublin Youth
Theatre is always on the lookout for new ideas to improve the equal opportunities performance
of the organisation.

6.2 Feedback
Constructive feedback on this document is always welcome. It must be given to the Dublin
Youth Theatre Executive Director who will ensure that the Board considers it.

6.3 Review
This document will be reviewed by the Board on an annual basis, or sooner if circumstances
change



Appendix 17: Volunteer Policy Statement

Dublin Youth Theatre is committed to providing a professional and efficient service in supporting
volunteerism in youth theatre.

We recognise that to achieve our goals we need to involve volunteers in our work too. It is also
essential that we present a model of good practice in volunteer management.

We regard volunteers as a valuable resource and encourage them to get involved at all levels of the
organization and within all appropriate activities. We aim to train, support and supervise our
volunteers to the best of our abilities, and to act quickly and fairly if difficulties arise.

Procedural Guidelines

1. General principles

1.1 Purpose of document

The purpose of this internal document is to provide guidance on all aspects of volunteering at
Dublin Youth Theatre. It does not constitute a binding contract. It supplements other policies
and procedures, as well as our definition of volunteering, our mission statement, and our value
base. These procedures apply to all non-elected volunteers who undertake tasks on behalf and
at the direction of Dublin Youth Theatre.

1.2 Responsibility

The Executive Director is responsible for ensuring that the policy and the procedures in this
document are implemented efficiently and effectively. All other Staff and volunteers (including
voluntary management committee members) are expected to facilitate this process.

1.3 Eligibility

Dublin Youth Theatre will consider involving anyone as a volunteer. Individuals must, however,
be able to demonstrate a commitment to the aims of the organization and may only be placed if
their needs as volunteers match the needs of the organization. Furthermore, all volunteers are
subject to Garda Vetting and may only become a volunteer once this has successfully been
completed. No person who has a conflict of interest with any aspect of the organization will be
accepted as a volunteer.

1.4 Relationship with paid Staff (Where applicable)

Volunteers are appointed to enhance the capacity of paid Staff/volunteers/volunteers/volunteer,
not as a substitute for them. Conversely, Dublin Youth Theatre does not accept the services of
its paid Staff as volunteers. Clear roles are established to differentiate between paid Staff and
volunteers to foster mutually beneficial and complementary relationships.

1.5 Working conditions

Volunteers are treated as full members of the Dublin Youth Theatre team. They are treated as
equally and fairly as paid Staff and are included in the organizations, functions and
decision-making processes wherever practical. Volunteers are provided with appropriate work
sites and have access to space, equipment, and facilities necessary to volunteer effectively and
comfortably.

1.6 Working times

Working times are negotiated between the Dublin Youth Theatre Executive Director and the
volunteer and are as flexible as the tasks allow. The voluntary time commitment is never
expected to match that of full-time paid Staff/volunteers/volunteers/volunteer, but unscheduled
absences can create organizational problems. When expecting to be absent, volunteers should
inform their supervisor as soon as possible, so that alternative arrangements can be made.



1.7 Appropriate behaviour

Volunteers are expected to work within the policies and procedures of the Dublin Youth Theatre
and adhere to its ethos. As representatives of the organization, they are responsible for
presenting a positive image of the Dublin Youth Theatre to the outside world.

1.8 Representation of the Dublin Youth Theatre.

Volunteers must seek prior approval from the Dublin Youth Theatre Manager before undertaking
anything that might affect the organization. This includes, but is not limited to, statements to the
press, joint initiatives with other bodies, and agreements involving contractual or financial
obligations.

1.9 Confidentiality

The Dublin Youth Theatre respects the volunteer’s right to privacy and confidentiality. In turn,
volunteers are responsible for maintaining the confidentiality of all privileged information to
which they are exposed while volunteering with the Dublin Youth Theatre.

1.10 Records
A system of records is maintained on all volunteers, including dates and times of service, duties
performed, evaluation of work, etc. Volunteer records are accorded the same confidentiality as
Staff records.

1.11 Service at the discretion of the Dublin Youth Theatre.

Any voluntary service is at the discretion of the Dublin Youth Theatre. The Dublin Youth Theatre
may, at any time, and for whatever reason, decide to terminate a volunteer’s relationships with
the organization. Similarly, volunteers may at any time, and for whatever reason, decide to
terminate their relationships with the Dublin Youth Theatre. Notice of such decisions should be
communicated at the earliest opportunity, preferably in writing.

2. Recruitment

2.1 Role descriptions and person specifications

Like paid Staff/volunteers/volunteers/volunteer, volunteers require a clear and accurate
description of the tasks and responsibilities they are expected to undertake. Before any
volunteer assignment or recruitment effort, a role description must be developed for each
voluntary opportunity. This must include a title of the volunteering role, starting and finishing
dates, hours and place of work, the name of supervisor and tasks to be undertaken. If
appropriate, a brief person specification may also be drawn up. The role description may be
amended in a joint agreement with the volunteer and the Dublin Youth Theatre Manager. A copy
of the final version must be given to the volunteer before commencing voluntary work, as it will
be used in supervision and evaluation sessions. Role descriptions must define a time limit (no
longer than one year) for voluntary involvement, after which time they are reviewed, and
updated if appropriate.

2.2 Applications

Volunteers are recruited on a pro-active basis by the organization using publicity avenues that
are suitable for the roles that need to be filled. Potential volunteers may also apply speculatively
or come via the volunteer placement service provided by the Dublin Youth Theatre. Volunteers
are recruited by the Dublin Youth Theatre’s equal opportunities policy. See Appendix 2

All volunteers are required to complete an application form and a Garda Vetting Form.

2.3 Interviews

If necessary, applications are shortlisted, and suitable candidates are invited to attend an
informal chat with the Dublin Youth Theatre Executive Director, to ascertain their interest in and
suitability for the role. Written records of all interviews are kept. All unsuccessful candidates are



thanked for applying and encouraged to reapply for other volunteering opportunities, either
current or in the future.

2.4 Checks for suitability

References are always taken up along with Garda Vetting, and if the role requires it, health
(mental and physical) is also undertaken. Other checks may also be completed (for example,
ascertaining professional qualifications). Volunteers are always warned of the intention to make
these checks. If they refuse permission and cannot provide an acceptable reason, they will not
be placed.

2.5 Appointment

Formal appointments are made only after the role description has been agreed, and all
necessary checks have proved acceptable. No placements are made unless the requirements
of the volunteer and the volunteer’s supervisor can be met.

2.6 Probation

All placements are subject to an initial trial period of one month. At the end of this period, the
Dublin Youth Theatre Manager meets with the volunteer to discuss the volunteer’s suitability for
their role.

At this point, volunteers may continue in their current role, be reassigned to a more suitable
role, or be asked to leave.

3. Training

3.1 Induction

All volunteers receive induction when they begin voluntary work with the Dublin Youth Theatre.
This consists of a general introduction to the organization, as well as a specific orientation on
the purposes and requirements of their volunteering role.

3.2 On-the-job training

Volunteers receive initial and ongoing on-the-job training to provide them with the information
and skills necessary to perform their tasks well. The training must be appropriate for the
demands of the position and the capabilities of the volunteer. All volunteers are required to take
Child Protection Training and renew it every three years by the Children First Guidelines.

3.3 Additional training

Volunteers are actively encouraged to identify training courses, seminars, conferences, and so
on, which would help them to perform their roles better and which would aid their personal
development. Approval to undertake such training free-of-charge must be given by the Dublin
Youth Theatre Manager, and this will only be done if sufficient funds are available. Priority is
given to long-standing volunteers and those who have received little or no training in the past.

3.4 Training information

If additional training was paid for by the Dublin Youth Theatre, any course or other materials
belong to the organization and must be filed in the Dublin Youth Theatre office. All volunteers
are required to submit a short report outlining the content and usefulness of the course or
meeting attended.

Training information must be disseminated to relevant people within the organization.



4. Supervision

4.1 Lines of communication

Lines of communication should operate in both directions and should exist formally and
informally.

Volunteers must have access to all appropriate information, memos, materials, and meetings
relevant to their assignments. Volunteers must be consulted on all decisions that would
substantially affect their volunteering conditions.

4.2 Supervisors

Each volunteer must have an identified supervisor who is responsible for the day-to-day
management of that volunteer. The Dublin Youth Theatre Executive Director normally takes on
the supervisor’s role, but all Staff members receive training and guidance on how to involve
volunteers effectively in the work of the organization.

4.3 Supervision sessions

Volunteers receive regular appraisals of their work, based on their role descriptions. Evaluation
sessions take place at least once a month between the volunteer and his or her supervisor. This
review the performance of the volunteer, suggest any changes in work style, seek suggestions
from the volunteer on means of enhancing the volunteer’s relationship with the Dublin Youth
Theatre, convey appreciation to the volunteer and ascertain the continued interest of the
volunteer in serving in his or her role. The sessions also serve as an opportunity to plan future
tasks.

4.4 Corrective action

If appropriate, corrective action may be taken following evaluation sessions. Examples include
the organization of training for an identified training need, the reassignment of a volunteer, or
the dismissal of a volunteer.

4.5 Dismissal

Volunteers who do not adhere to the organization’s rules or who fail to perform their volunteer
assignments satisfactorily may be subject to dismissal. No volunteers’ involvement will be
terminated in writing until the volunteer has had an opportunity to discuss the reasons for
possible dismissal with their supervisor. Grounds for dismissal include, but are not limited to,
the following:

gross misconduct, being under the influence of drugs (including alcohol), theft, misuse of
equipment and materials, abuse of clients and co-workers, breaches of confidentiality, failure to
abide by Dublin Youth Theatre policies and procedures and failure to complete duties to a
satisfactory standard.

4.6 Concerns and grievances

If volunteers are not satisfied that issues relating to their volunteering are being handled
appropriately, they are entitled to have their concerns reviewed by the management committee.
The management committee will discuss the issue as soon as practical after receiving a written

complaint and take appropriate action. The chair of the management committee makes the
ultimate decision.

4.7 Exit interviews

Where possible, informal exit interviews are held with any volunteers who are leaving the
organization, either because they have reached the end of their project, or are leaving for some
other reason. Interviews are usually conducted with the volunteer’s ex-supervisor, and written
records are kept. The session should ascertain why the volunteer is leaving, how they found the
volunteering experience and what suggestions they offer to improve the way the organization
operates. The offer of a personal reference for future employment etc. is made to each
volunteer.



5. Support and recognition

5.1 Support

The Dublin Youth Theatre endeavors to provide the support necessary to encourage and
empower volunteers to make a meaningful contribution and gain significant benefits from their
voluntary work.

Support forms part of the regular supervision sessions and gives volunteers a safe setting in
which to express themselves, let off steam and discuss how they feel about volunteering. The
Dublin Youth Theatre manager will always try to be available to volunteers who require support
in other areas that are affecting their performance.

5.2 Recognition

Volunteers provide a unique service to the Dublin Youth Theatre, the benefits of which are
difficult to quantify. It is essential that their efforts are recognised and rewarded. Dublin Youth
Theatre Staff is responsible for thanking all volunteers informally on a regular basis for the
valuable contribution that they make to the organization. The Dublin Youth Theatre Manager is
responsible for ensuring that more formalized recognition takes place at key times.

5.3 Expenses

Volunteers give their time and skills free of charge, so it is essential that the Dublin Youth
Theatre offers to reimburse any out-of-pocket expenses they may incur in the course of
undertaking voluntary work for the organization. The costs of volunteering should never be
allowed to discourage those on low incomes. Current rates and procedures for claiming
expenses are agreed by the management committee and publicised to all volunteers.

5.4 Insurance
Insurance is provided by the Dublin Youth Theatre to cover all volunteers working on behalf and
at the direction of the organization.

5.5 Personal and vocational development
Volunteers are encouraged to develop their skills while involved with the organization and are
assisted into assuming additional and greater responsibilities over time if they desire this.

6. Monitoring and evaluation

6.1 Dublin Youth Theatre volunteer involvement.
The Dublin Youth Theatre monitors and evaluates volunteer involvement in the organization on
a regular basis and seeks to make ongoing improvements.

6.2 Feedback
Constructive feedback on this document is always welcome. It must be given to the Dublin
Youth Theatre Executive Director who will ensure that it is considered fully.



Appendix 18: Confidentiality Statement

Dublin Youth Theatre is committed to the principles of data protection with a view to ensuring the
individual’s rights to confidentiality. Information contained in member, employee and volunteer records
will be maintained in a confidential manner at all times.

Therefore we will:
e Obtain and process information fairly;
e Keep information only for one or more specified, explicit and lawful purposes;
e Use and disclose information only in ways compatible with these purposes;
e Keep information safe and secure;
e Keep information accurate, complete and up-to-date;
e Ensure that information is adequate, relevant and not excessive;
e Retain information for no longer than is necessary for the purpose or purposes stated;
e Give a copy of his/her personal data to an individual, on request.

However, in relation to child protection and welfare we undertake that:

e Information will only be forwarded on ‘a need to know’ basis in order to safeguard the
child/young person;

e Giving such information to others for the protection of the child/young person is not a breach
of confidentiality;

e We cannot guarantee total confidentiality where the best interests of the child/young person
are at risk;

e Primary carers, children and young people have a right to know if a report is being made to
the Health Service Executive/Gardai, unless informing them could put the child/young person
at further risk. If a decision is taken not to inform primary carers of such a report,
reasons for that decision will be recorded;

e Images of a child will not be used for any reason without the consent of the primary carer.

e Images of members over 18 will not be used without their consent. We cannot, however,
guarantee that cameras/videos will not be used at public events;

e Procedures are in place for recording and storing information in line with our confidentiality
statement.



Appendix 19: Child Safeguarding Statement

Child Safeguarding Statement of Dublin Youth Theatre
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Name of service being provided: Dublin Youth Theatre

Nature of service and principles to safeguard children from harm:

Dublin Youth Theatre successfully delivers quality creative experiences that promote artistic,
personal and social development for young people aged 14 to 22 in Dublin. Dublin Youth
Theatre delivers quality artistic experiences through a full and varied drama workshop
programme and the production of excellent, exciting and challenging theatre made by young
people. DYT is committed to maintaining a high artistic standard in its productions and
engaging with contemporary theatre and youth theatre on a local, national and international
level. DYT engages leading theatre artists and skilled, experienced youth theatre
practitioners to deliver its artistic programme. DYT places itself at the centre of cultural life in
Dublin and is a permanent home for an ongoing ensemble of young theatre artists. DYT is a
safe, welcoming place where members can meet other young people from all parts of Dublin
in a fun, artistic and social environment. DYT is open to all young people regardless of race,
ethnicity, gender, socio-economic status, national origin, sexual orientation, ability or faith.

Dublin Youth Theatre is committed to a young-person centred approach in our work. We
undertake to provide a safe environment and positive experience, the welfare of the young
person being of paramount importance. We will adhere to Children First: National Guidance
for the Protection and Welfare of Children (2017).

We have developed policies and procedures to ensure this commitment is enshrined in all
aspects of the youth theatre. Our Welfare and Child Protection Policy gathers all policies and
procedures that relate to work with young people. The board recognises it holds ultimate
responsibility for the wellbeing of members, staff and volunteers. This policy is targeted at all
adults involved in the youth theatre, be they staff or volunteers. Parents and members will be
informed of relevant policies and procedures. Youth theatre members will be informed of
procedures and policies as they relate to their participation.



We work with young people aged 14 to 22. We carry out a range of youth theatre related
activities including:

* Drama Workshops

* Theatre Productions

* Rehearsals

* Residential trips away/International Exchanges

* Trips to the theatre

Risk Assessment

Section 2 of the Children First Act 2015 defines harm as follows: ‘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.’

We have carried out an assessment of any potential for harm to a child while availing of our
services. Below is a list of the areas of risk identified and the list of procedures for managing
these risks.

Risk identified Procedures in place to manage identified risk

1. Risk of harm not being recognised by youth theatre personnel (board members,
leaders, staff or volunteers)

e Policy for Child Protection and Handling Suspected Abuse

e Policy for Supervision, Support and Training of Staff/\Volunteers

2. Risk of harm not being reported properly and promptly by youth theatre personnel
e Staff/volunteer induction, particularly covering role of DLP and Mandated Persons
e Internal Reporting Procedures

e Standard Reporting Procedures

3. Risk of young person being harmed by youth theatre personnel
e Recruitment and Selection Policy including Garda Vetting Policy
e Policy for the Supervision/ training and support of staff/volunteers
e Code of Behaviour for staff/volunteers

e Policy on Adult/Young People Ratios

4. Risk of young person being harmed by another young person
e Anti-bullying policy
e Code of Behaviour for members
e Group Contract for members
e Policy for Child Protection and Handling Suspected Abuse



5. Risk of harm due to inadequate supervision of young people, particularly in shared
spaces
e Policy on Adult/Young People Ratios
e Code of Behaviour for staff/volunteers

6. Risk of harm due to inappropriate relationship/communications between youth theatre
personnel and a young person
e Youth Communications Policy
e Code of Behaviour for staff/volunteers
e Policy on Transport Arrangements
e Online Workshop and Rehearsal Protocol

7. Risk of harm due to inappropriate use of images of young people
e Policy on Use of Images/Video Footage
e Code of Behaviour for staff/volunteers
e Online Workshop and Rehearsal Protocol

8. Risk of harm due to inappropriate use of young people’ personal data
e Confidentiality Policy
e Data Protection Privacy Policy
e Code of Behaviour for staff/volunteers
e Online Workshop and Rehearsal Protocol

Procedures

Our Child Safeguarding Statement has been developed in line with requirements under the
Children First Act 2015 and in line with Children First: National Guidance for the Protection and
Welfare of Children (2017). In addition to the procedures listed in our risk assessment, the
following procedures support our intention to safeguard children and young people while they
are availing of our service:

e Procedure for the management of allegations of abuse or misconduct against
workers/volunteers of a child/ young person availing of our service
e Procedure for maintaining a list of the persons (if any) in the relevant service who are

mandated persons; Our DLP is the Artistic Director, Ellen Buckley
e Procedure for appointing a relevant person. The Relevant person of Dublin Youth Theatre

is Sarah Bragg-Bolger
e Complaints Policy/Procedures

e Disciplinary/Appeals Procedures

e Procedures for Trips Away/ Residentials

e Policy on including Members aged 18 or over

e Health and Safety Policy and Procedures

e Policy on Informing Parents

e Guidelines on Dealing with Disruptive Behaviour
e Policy on Interagency Cooperation

e Online Workshop and Rehearsal Protocol

All procedures listed are available upon request.



Implementation

We recognise that implementation is an on-going process. Our service is committed to the
implementation of this Child Safeguarding Statement and the procedures that support our
intention to keep children safe from harm while availing of our service.

This Child Safeguarding Statement will be reviewed on 20 April 2027, or as soon as
practicable after there has been a material change in any matter to which the statement
refers.
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Signed:

(Chairperson)

Naoise Nunn

Dublin Youth Theatre

3 Great Denmark Street

Dublin 1

For queries, please contact Sarah Bragg-Bolger, 3 Great Denmark Street, Dublin 1, 085 850
0856, Relevant Person under the Children First Act 2015



