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Introduction to the Christian community at Hillside Evangelical Church 

Hillside Evangelical Church (HEC) is a community church that has been meeting in the 
heart of Greystones for over 120 years. The congregation consists mainly of people from 
Greystones, Charlesland, Delgany, Kilcoole and Bray. It is a mixed age congregation, 
gathering people from many walks of life and from a variety of cultural and religious 
backgrounds. The welfare and safety of all children is paramount to the church at all times. 
This document is in place for all those who are in contact with the children under the 
umbrella of HEC.  

Hillside Evangelical Church, Greystones (HEC) is an independent evangelical church.  We 
meet every Sunday morning for worship and teaching and provide the following activities for 
children: 

• Crèche – childcare for pre-school children during the church service.  
• Sunday Club – Sunday morning programme for those in primary school. 
• Oxygen – Sunday morning programme for those in secondary school. 
• Occasional events and activities during the week for both age groups. 

Guiding Principles of Hillside Evangelical Church   

Jesus said, “Let the little children come to me, and do not hinder them, for the 
kingdom of heaven belongs to such as these.”  Matthew 19:14 (NIV) 

1. Each child is a gift from God and recognising the value that Jesus gives to children 
we seek to ensure the physical, emotional and spiritual wellbeing and development 
of each child in all our work with them.   

2. We have an obligation to ensure the welfare and safety of every child who attends 
our church.   

3. All staff, ministry leaders and volunteers are required to follow the guidelines and 
procedures in this document to ensure a safe and healthy environment during any 
activities that take place under the care of the HEC.  

4. For the purposes of this policy HEC accepts the working definitions of abuse detailed 
in “Our Duty to Care – the principles and good practice for the protection of children 
and young people.”  Tusla .  “Child Safeguarding:  A guide to policy, procedure and 1

practice 2nd edition”.  Children First Tusla 2019.  
5. In line with the advice from “Children First: National Guidelines for the Protection and 

Welfare of Children” (1999 Section 6.7.2) HEC’s leadership team will appoint a 
Designated Liaison Person (DLP). The DLP will be responsible for implementing 
HEC’s procedures regarding any allegation or disclosure of abuse. The DLP will refer 
all incidents of concern, disclosures, or allegations of abuse to the appropriate 
authorities.  

6. In line with best practice, HEC has adopted and agrees with the definition of a child 
from the Child Care Act, 1991 and the United Nations Convention on the Rights of 
the Child, as being a person under the age of 18.   

 “Our Duty to Care” (DH&C) Tusla  1

https://www.tusla.ie/uploads/content/our_duty_to_care.pdf 
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Terminology

Clarification of terms used throughout this document as follows:  

Child - For the purposes of this policy, a ‘child’ means anyone who is under 18 years of 
age.  In Ireland, the Child Care Act (1991) defines a child as any person under the age of 
18 years, excluding a person who is or who has been married. 

Safeguarding & CPP – Safeguarding & Child Protection Policy 

Safeguarding - Safeguarding is what we do to prevent harm.  

Child Protection - Child protection is the way in which we respond to harm.  

Leadership Team – The governing and policy-making body of HEC consisting of the pastor 
(full time employed staff) and several lay elders.  They are elected by the members of the 
church for a fixed term. 

Logistics team/Deacons – Members of Hillside Evangelical Church elected by the 
members to serve in a practical capacity for a fixed term.  

Ministry Leader - Team Leader serving an informal term appointed by the leadership team 
to take overall responsibility for specific events, groups, or activities and vetted through 
HEC procedures. 

Volunteer – Team member reporting to a ministry leader and working with children in HEC 
and vetted through HEC procedures. 

Designated Liaison Person/Child Protection Officer (DLP) – HEC staff, ministry leader 
or volunteer appointed by the leadership team to act as its representative in dealing with 
allegations of abuse and in referring HEC related incidents to external agencies as 
required. 

Vetting Officer – HEC staff, ministry leader or volunteer appointed by the leadership team 
to carry out checking and vetting procedures regarding all HEC vetting applications.  

Hillside Evangelical Church – Hillside Evangelical Church, Hillside Road, Greystones,  
Co. Wicklow,  A63 C927, Republic of Ireland. 

Hillside Evangelical Church activities – HEC activities include programmes for children 
(Sunday Club) and teenagers (Oxygen) which generally take place at HEC. 

Hillside Evangelical Church Sunday Club and Oxygen Registration Form – Parental/
guardian consent form with registration details. 

NEWB – National Educational Welfare Board. 

DH & C – The Department of Health and Children, Republic of Ireland. 

A&E – Accident and Emergency Unit of a hospital. 
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Disclosure Report Form – A confidential form which should be used in reporting an 
allegation of abuse.  To be completed and forwarded to the Designated Liaison Person 
Hillside Evangelical Church, Greystones, Co. Wicklow, as soon as possible.  

Designated Liaison Person Response Form – A confidential form used by the 
Designated Person in overseeing an allegation or report of an abuse. 

Incident Form – A form used for reporting any incident, other than an allegation of abuse, 
that has happened to a child during a Hillside Evangelical Church activity. This form should 
be completed by the volunteer and forwarded to the Designated Liaison Person, Hillside 
Evangelical Church, Greystones, Co. Wicklow, as soon as possible.  
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Safeguarding Statement 

Hillside Evangelical Church believes that all children should enjoy HEC’s facilities, 
programmes and activities without fear of harm. HEC, with the assistance of staff, ministry 
leaders and volunteers, will take every necessary step to ensure the safety and wellbeing of 
children with whom we work, regardless of class, race, gender or faith background. We will 
endeavour to safeguard children by:  

● Adopting safeguarding guidelines for HEC, leadership team, deacons, ministry 
leaders and volunteers. 

● Providing regular training opportunities for all those working with children either 
online or in person. 

● Sharing information about safeguarding and good practice with children, parents, 
staff, ministry leaders and volunteers  

● Sharing information about concerns with agencies that need to know and involving 
parents and children appropriately.  

● Following careful procedures for recruitment and selection of staff, ministry leaders 
and volunteers  

● Providing effective supervision for staff, ministry leaders and volunteers through 
adequate support and training.  

● Reviewing our policies and child safeguarding procedures every three years or 
sooner if necessary due to organisational issues or changes in legislation or national 
policy. 

Child Protection Policy Statement 

In order to carry out the above policy, we in Hillside Evangelical Church will:  

● Ensure that in all matters relating to decisions regarding children who may or may 
not have been abused, the child’s welfare will be the paramount consideration.  

● Ensure that all HEC staff, ministry leaders and volunteers acknowledge their 
acceptance of HEC’s policy and procedures on safeguarding and child protection 
prior to undertaking direct work with children.   

● Put into practice recognised child safeguarding procedures for the prevention of and 
response to incidents or disclosures of abuse. These procedures will be reviewed 
regularly in the light of legislative and best practice developments. 

● In the recruitment and selection of staff, ministry leaders and volunteers, make sure 
procedures are consistent with HEC’s Child Protection Policy. 

● Provide training to support staff, ministry leaders and volunteers in acquiring 
adequate knowledge and understanding of child protection best practice, and HEC’s 
Child Protection Policy and procedures. 

● Report allegations of child abuse to Tusla or An Garda Síochána as required  
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● Assist and cooperate fully with any Tusla or Gardaí investigation or enquiries into 
any allegation of abuse involving staff, ministry leaders, volunteers or children 
involved with HEC. 

● Regard all information pertaining to an investigation, written or otherwise, as 
confidential. All inquiry documentation will be stored in a secure place in the church 
office and will only be shared on a ‘need to know’ basis. 

● Provide support for staff, ministry leaders, volunteers, and other concerned parties 
during the process of a child protection investigation or inquiry, as appropriate in 
each circumstance.  

● Make available on request our Child Protection Policy Guidelines and Procedures to 
parents of children involved in HEC activities.  

● Review this policy by June 2025. 
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Child protection guidelines and procedures 

Section 1- Definitions of Abuse 

“Child abuse occurs when the behaviour of someone in a position of greater power 
than a child causes the child harm”. 

There are different types of abuse, and a child may suffer more than one type of 
abuse. 

Physical Abuse 
Physical abuse is the deliberate physical injury to a child or the wilful or neglectful failure to 
prevent physical injury or suffering.  This may include hitting, shaking, throwing, poisoning, 
burning, or scalding, drowning, or suffocating.  For children with disabilities, it may include 
confinement to a room or cot or incorrectly given drugs to control behaviour. 

Neglect 
Neglect is the persistent failure to meet a child’s physical and/or psychological needs, likely 
to result in significant harm.  It may involve a parent or carer failing to provide adequate 
foods, shelter, and clothing, failing to protect a child from physical harm or danger, failing to 
ensure access to appropriate medical care or treatment, lack of stimulation or lack of 
supervision.  It may also include neglect of or unresponsiveness to a child’s basic emotional 
needs. 

Emotional Abuse 
Emotional abuse is the persistent emotional ill treatment of a child such as to cause severe 
and persistent adverse effects on the child’s emotional development.  It may involve 
conveying to children that they are worthless or unloved, inadequate, or valued only insofar 
as they meet the needs of another person.  It may involve causing children frequently to 
feel frightened or in danger, or the exploitation or corruption of children. 

Sexual Abuse 
Sexual abuse involves forcing or enticing a child to take part in sexual activities whether or 
not the child is aware of what is happening. The activities may involve physical contact 
including penetrative or non-penetrative acts.  They may include non-contact activities, 
such as involving children in looking at or the production of, pornographic material, 
watching sexual activities, or encouraging children to behave in sexually inappropriate 
ways. 
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Section 2 - Guidelines for staff and ministry leaders 

Child protection at Hillside Evangelical Church activities 
Working on HEC activities brings us into close contact with children. They may see this as 
an opportunity to share their fears and concerns with a leader or volunteer.  Leaders and 
volunteers need to be willing to listen and be attentive to what is being shared as children 
may look upon them as people to be trusted and may share personal fears and concerns or 
aspects of their home life with you, including issues such as bereavement, divorce, 
separation, or bullying.  

On occasion, more serious matters may occur that constitute a threat to a child’s safety. As 
a representative of HEC, it is crucial that any situation of abuse or suspected abuse are 
properly reported and managed. We all have a duty of care and responsibility to act where 
a child may be at risk of abuse. 

Parents have the primary responsibility for the care of their children. Leaders and 
volunteers at activities or events have a responsibility to be aware of and to show concern 
for children and families experiencing difficulties.  
 
What is Child Abuse? 
There are four main types of abuse. The following list includes some of the signs and 
symptoms: 

● Physical Abuse occurs when a carer deliberately inflicts an injury on a child. 
Symptoms may include: 

o Unexplained, recurrent injuries or burns. 
o Improbable excuses or refusal to explain injuries. 
o Self-destructive tendencies 
o Fear of physical contact, a shrinking back if touched. 

● Neglect occurs when a child, over a period, does not have his or her needs met. All 
children need love protection, security, food, warmth, education, and physical care. 
Symptoms may include: 
o Constant hunger 
o Constant tiredness 
o Inadequate clothing 
o Poor personal hygiene 

● Emotional Abuse occurs when a child is verbally ill-treated or made to feel unloved. 
Symptoms may include: 
o Delays in physical, mental, and emotional development. 
o Continual belittling of oneself 
o Over-reaction to mistakes 
o Extreme fear of any new situation 
o Inappropriate response to pain 
o Neurotic behaviour 
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● Sexual Abuse occurs when an older child or adult uses a child for its own sexual 
gratification. Symptoms may include: 
o Sexual knowledge, behaviour, or use of language inappropriate for the child’s 

age. 
o Regression to younger behaviour patterns such as thumb sucking. 
o Self-mutilation, suicide attempts, running away, overdoses or anorexia. 
o Sudden loss of appetite or compulsive eating 

Adherence to the Hillside Evangelical Church Child Protection Policy and best 
practice can safeguard children, staff, ministry leaders and volunteers. 

● Staff, ministry leaders and volunteers should be familiar with and follow the 
guidelines given in ‘Our Duty to Care’ produced by the Department of Health and 
Children. Staff, ministry leaders and volunteers should also be familiar with and 
follow the guidelines and procedures for working on residential camps. Instructions 
on what actions are required at a residential camp are contained in this document. 

● It is the policy of HEC that no staff, ministry leaders or volunteer should ever be 
alone with children in isolation from others, other than in an emergency. If 
circumstances necessitate that this will occur, then arrangements would need to be 
approved in advance by the ministry leader and the child’s parent/guardian.  

● Residential activities  
o On a residential activity at HEC, sleeping accommodation for the ministry leaders 

and volunteers will be separate from that used by the children, but within easy 
reach. Separate sleeping accommodation will be provided for males and females. 
This will be supervised to ensure it is adhered to. 

o On a residential activity outside of HEC, sleeping accommodation for the ministry 
leaders and volunteers will be separate from that used by the children, but within 
easy reach. Separate sleeping accommodation will be provided for males and 
females.  This will be supervised to ensure it is adhered to. In a possible 
exception where dormitory arrangements make this impossible, or when under 
canvas, there will be at least two adults with each group.   

● No ministry leaders and volunteers will be accepted on a Hillside Evangelical Church 
team without providing the necessary references where appropriate.  (Appendix 5) 
and undergoing the vetting procedures as outlined in (Appendix 5)   

● All ministry leaders and volunteers will receive ‘Child Protection’ training provided by 
Hillside Evangelical Church either online or in person.  Each ministry leader and 
volunteer should be familiar with the contents of the HEC Safeguarding and Child 
Protection Policy. 

● A copy of the ‘HEC - Safeguarding & Child Protection Policy’ document will be made 
available in HEC and will also be emailed to all relevant persons. 
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Disclosures of Child Abuse 

This document looks at two ways that a ministry leader or volunteer may be informed of an 
allegation of abuse: 

● An allegation of abuse made concerning staff, ministry leader or volunteer during a 
HEC activity. 

● A disclosure of alleged abuse which has occurred or is occurring outside a HEC 
activity. 

Hillside Evangelical Church staff, ministry leaders’ response 

● To a disclosure of abuse allegedly carried out during a Hillside Evangelical 
Church activity 

●
HEC staff, ministry leader and volunteers should be mindful and vigilant of actions that 
may lead to direct physical contact while working with children. It is the responsibility of 
HEC staff and ministry leaders to advise volunteers of appropriate forms of interaction 
with children.  For the purposes of these procedures, abuse includes any inappropriate 
or sexualised physical contact; or other actions deemed to be an abuse of trust or 
power, which impact the child’s welfare.   

o Step-by-Step Procedures 
o Be calm and sensitive to the specific situation.  (There are no guidelines 

to fit every circumstance.) 
o Medical assistance must be sought immediately for any physical injury to a 

child. The welfare of the child is your priority. Any questioning to assess a 
child’s physical condition needs to be carried out by the ministry leader in the 
company of an adult witness and should be carried out with the utmost care 
and sensitivity. 

o The adult involved must be removed immediately from contact with the child 
and others attending the event. Arrangements should be made for a vetted 
individual to sit with the adult involved both ensuring that the individual does 
not have contact with any child and to offer support.  Should the ministry 
leader know that a serious incident has occurred; arrangements should be 
made for the adult involved to leave the event location immediately. 

o Once the welfare and safety of the child has been secured, and the individual 
at the centre of the allegation has been removed, the Ministry leader, as a 
matter of urgency, must contact the Designated Liaison Person. 

o If it is agreed that the ministry leader should investigate the matter more 
fully by talking with the child concerned, it is vitally important that he/
she does so with at least one witness.  Remember: 
▪ Do not ask leading questions or put words into the mouth of the child. 
▪ Under no circumstances collude in keeping the matter “a secret” 

between you and the child – explain that you have a responsibility to 
protect them and others. 

▪ Reassure the child that the information will be treated as confidential. 
▪ It is important from the outset that you are open and honest. 
▪ Information should not be communicated to any external persons, other 

than the Designated Liaison Person and the church pastor. 
▪ Make arrangements for the child to be cared for by a HEC suitable 

volunteer. 
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o Ensure that a written record is made using the Disclosure Report Form 
(Appendix 2).  This may be needed at some future date. Any written record 
should be treated in the strictest confidence, written within 6 hours of the 
event, and very carefully looked after.  This record should include details of 
the child (name, date of birth, address), of the concerns (disclosures, signs or 
concerns of abuse) of the person to whom the concerns became apparent, 
and of the date and place. This record should then be delivered, as soon as it 
is completed: to the Designated Liaison Person, Hillside Evangelical Church, 
Greystones, Co. Wicklow and should be marked ‘Strictly Confidential’.  
Disclosure Report Forms (Appendix 2) are available for this purpose. 

o It is the responsibility of the Designated Liaison Person to contact the parents 
of the child. Should external agencies be involved, the Designated Liaison 
Person, in consultation with ministry leader, will agree as to how this is to be 
handled.   

● To a disclosure by a child of alleged abuse that happened outside of a Hillside 
Evangelical Church activity 

Children are best protected in a culture that actively employs good childcare practices.  
Best practices that provide an environment where children are not only valued, cared for 
and provided with boundaries, but are also presented with suitable opportunities to 
explore and develop.  Leaders should always focus their efforts on promoting the 
welfare of children. 

Any concerns about a child should be dealt with promptly and without over-reaction.  
HEC is aware of potential difficulties and implications of any revealed situations and 
these procedures are designed to offer a measured response and provide appropriate 
support. 

As a member of staff or ministry leader, you need to be prepared for dealing with a 
situation involving suspected abuse.  You are the key link between the team of 
volunteers, the child and HEC and the Designated Liaison Person.   

Children will often ask an adult to promise confidentiality before disclosing abuse. To 
them, this usually means they want you to promise not to tell anyone else.  You must 
NEVER promise this, or to keep secrets, as the ministry leader you are responsible for 
ensuring that volunteers are also aware of this.  HEC recognises that children are 
entitled to expect privacy as well as protection. 

o Step-by-Step Procedures 
o Be calm and sensitive to the specific situation. There are no guidelines to fit 

every circumstance. You may experience a combination of shock, confusion 
and upset.  This is to be expected.  Take a moment to compose your 
thoughts.  You need to appreciate the significance of a child entrusting you or 
a volunteer with information that is very personal. 

o Take time to allow the volunteer (if that is the case) to relate exactly what has 
been said and in what context, and what is the basis of the concern.   

o Check thoroughly how the volunteer (if that is the case) handled the 
situation and what commitments have been made.  Ensure the volunteer 
made the child aware that the information may be passed on to a further 
authority.    
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o Contact the Designated Liaison Person for guidance.  Discuss with them 
the information you already have.  Do not speak to the child yourself at this 
stage. 

o If it is agreed that the ministry leader should investigate the matter more 
fully by talking with the child concerned it is vitally important that he/she 
does so with at least one adult witness.  Remember: 
▪ Do not ask leading questions or put words into the mouth of the child. 
▪ Under no circumstances collude in keeping the matter “a secret” 

between you and the child – explain that you have a responsibility to 
protect them.  

▪ Reassure him/her that the information will be treated as confidential. 
▪ It is important from the outset that you are open and honest. 
▪ Information should not be communicated to any external persons, other 

than the Designated Liaison Person and the church pastor 
o Make arrangements for the child to be cared for.  Encourage him/her to join 

in normal activities as much as possible, and request that the volunteer 
continue to monitor the child’s welfare. 

o Encourage the child not to talk to others about what he/she has shared in 
confidence. 

o As soon as the interview with the volunteer (if that is the case) is over, 
complete the Disclosure Report Form (Appendix 2).  This may be needed 
at some future date. Any written record should be treated in the strictest 
confidence and very carefully looked after.  This record should include details 
of the child (name, date of birth, address), of the concerns (disclosures, signs 
or concerns of abuse) of the person to whom the concerns became apparent, 
and of the date and place. This form should then be delivered, as soon as is 
practicable; to the Designated Liaison Person, Hillside Evangelical Church, 
Greystones, Co. Wicklow and should be marked ‘Strictly Confidential’.  
Disclosure Report Forms (See Appendix 2) are available for this purpose. 
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Section 3 - Guidelines for volunteers 

Child Protection at Hillside Evangelical Church Activities 

HEC is fully committed to the welfare and safeguarding of the children involved in our 
activities. Volunteers are expected to do all they can to protect those in their care from 
harm. Volunteers are expected to behave in a manner that is above reproach. The following 
are some guidelines. 

● You should always treat children, and encourage them to treat each other, with dignity 
and respect. You should never allow inappropriate language or behaviour to go 
unchallenged. 

● You should never be alone with children other than in a medical emergency. Meetings 
with individual children should take place as openly as possible. If privacy is needed, 
the door should be left open and other volunteers informed of the meeting. 

● You should never be alone in a car with a child. If the situation is unavoidable, then you 
must obtain consent from a parent and inform the ministry leader before starting the 
journey. An exception may be made in a medical emergency. Always make every effort 
to be accompanied by another volunteer.

● You should avoid unnecessary physical contact with children. There may be occasions 
when physical contact is unavoidable, such as when providing comfort and reassurance 
for a distressed child. In all such cases, physical contact should take place only with the 
consent of the child and should always be child led. 

● In extreme cases, it may be necessary to restrain a child physically to prevent injury to 
themselves or others. In such circumstances, along with another volunteer to act as a 
witness, no more than the minimum necessary restraint should be used for the 
minimum amount of time. 

● You should never meet or communicate with children outside organised activities 
without the knowledge and consent of the child’s parents/guardian. 

● You should respect the children’s right to privacy. Do not invade their privacy when they 
are changing, showering, or using the toilet. Be sensitive to children who may be 
uncomfortable in a communal changing or showering setting.  

● You should:  
o Never engage in rough physical games, including horseplay, other than sports 

activities which are properly organised and supervised. 
o Never engage in sexually provocative games or activities. 
o Never make sexually suggestive comments about or to a child even in fun. 
o Never do things of a personal nature for children that they can do for themselves. 

● It may sometimes be necessary for you to complete tasks of a personal nature for 
children, particularly if they are very young or disabled. These tasks should only be 
carried out with the full knowledge and consent of the child’s parent/guardian, the child 
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(when consent can be given) and the ministry leader.  If assistance is required in the 
event of an emergency, parents should be informed as soon as possible.  
In such situations it is important to ensure that you are sensitive to the child and 
undertake personal care tasks with the utmost discretion. If possible, another volunteer 
of the same gender as the child should be present. Avoid any close/intimate physical 
contact with the child. 

● You should avoid any situation that may be open to misinterpretation. If there is any 
situation with which you are uncomfortable, you should consult your ministry leader. 

● It is not the role of volunteers to seek for and to identify symptoms of abuse. 
Nevertheless, it is vital that no child in need of help is ignored.  

● If you have any concerns about a child being abused, or if any such disclosures are 
made to you, you must report these immediately to the ministry leader or, in exceptional 
circumstances, the Designated Liaison Person. See Section 11 for contact details. 

● Section 4 looks at the guidelines to follow should a child inform you that they have been 
abused. 

If you have any further questions or concerns relating to Child Protection, please speak to 
your ministry leader or the Designated Liaison Person. 

DO DO NOT  
Stay calm. 
Listen and hear. 

Give the child time to say what he/she 
wants. 

Reassure the child that he/she has 
done the right thing in telling. 

Record in writing what was said as 
soon as possible. 

Report to your ministry leader who 
must report to Designated Liaison 
Person  

Complete the disclosure report form in 
consultation with your ministry leader. 
Always maintain confidentiality. 

Continue your relationship with the 
child as normally as possible

Panic. 

Ask leading questions. 

Promise to keep secrets. 

Inquire into the details of the 
abuse. 

Make a child repeat the story 
unnecessarily. 

Make any physical examination of 
the child. 

Refer to the matter again unless 
the child initiates the discussion. 

Pursue the matter any further
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Section 4 - Guidelines and Procedures for the Designated Liaison Person  

Even where there is only a suspicion, the welfare of the child requires that any matter be 
taken very seriously.  Caution should be exercised when considering the subjective views of 
the ministry leader and the volunteers.   

● Disclosure of alleged abuse having occurred during a Hillside Evangelical Church 
Activity. 

o During the conversation with the ministry leader/volunteer: 
o Ask the ministry leader or volunteer to record all relevant details carefully, 

using the Disclosure Report Form (Appendix 2), this needs to be completed 
within 6 hours. 

o Ask ministry leader or volunteer to deliver or post this to ‘The Designated 
Liaison Person, Hillside Evangelical Church, Greystones, Co Wicklow as 
quickly as possible, marked ‘Strictly Confidential’. 

o While obtaining the facts, record them carefully, using the Designated Liaison 
Person Report Form (Appendix 3) 

o The care of the child must be a priority and medical assistance must be 
obtained immediately where necessary.  Advise the ministry leader that the 
child should not wash off any evidence or cover any physical signs of the 
abuse before the A&E staff deal with the injury. 

o Agree with the ministry leader a strategy for handling the situation and decide 
on the interim location and status of the alleged perpetrator. 

o Assess whether at this stage you or a delegated representative should travel 
to the location of the incident. 

o Agree further contact with the ministry leader. 

o Steps to follow – after notification of a disclosure from the ministry leader: 
o Review the facts carefully and objectively review the actions and decisions 

just taken. 

o Contact the child’s parents or guardians, if appropriate. Advise them that their 
child has been involved in an incident.  Emphasise that these are only 
allegations at this stage. Advise them on the emotional and physical status of 
the child and inform them of what measures have already been implemented.  

o Do not expose the identity of the accused. 

  



Child Protection Guidelines and Procedures                                                            17

o Steps to follow - reporting a disclosure to the authorities: 
o Contact the Duty Social Worker at Tusla for advice on how best to proceed. 

o You will be required to provide Tusla with a full report on the incident, 
including details on the geographical location of the event.  You will also be 
required to provide an update on the location of the alleged offender. Tusla 
will require the contact names and numbers for the Designated Liaison 
Person.  

o There are circumstances with respect to child abuse cases where you are 
required to notify the Gardaí: 
▪ If you believe a child is in immediate danger you should contact An Garda 

Síochána, without delay. You can make a follow up report to Tusla within 
72 hours.  

▪ Under no circumstances should a child be left in a situation that exposes 
him or her to harm or risk of harm pending intervention by Tusla. If you 
think the child is in immediate danger and you cannot contact Tusla, you 
should contact the Gardaí. 

▪  A child protection concern may also be a criminal offence.  Under these 
circumstances, you are required to report this to the Gardaí and make a 
report to Tusla. 

▪ The Criminal Justice (Withholding of Information on Offences against 
Children and Vulnerable Persons) Act 2012 may apply in child protection 
cases.  Under this Act, it is a criminal offence to withhold information about 
a serious offence, including a sexual offence, physical abuse and wilful 
neglect against a person under 18 years or a vulnerable person. 

▪ The offence arises where a person knows or believes that a specified 
offence has been committed against a child or vulnerable person and he 
or she has information which would help arrest, prosecute, or convict 
another person for that offence but fails without reasonable excuse to 
disclose that information as soon as is practicable to do so to An Garda 
Síochána.  

▪ It is your responsibility to report a crime to An Garda Síochána, and to 
report child protection concerns that meet the Tusla definitions/ thresholds 
for reporting to Tusla.  

Note that making a report to Tusla does not absolve you of your 
responsibility to report a crime to An Garda Síochána.  This does not mean 
that every child protection concern will also warrant you contacting the 
Gardaí. Report to Tusla all welfare concerns and child protection concerns, 
as outlined in Children First. You report to both Tusla and An Garda 
Síochána when both are required. 

o The Designated Liaison Person should ensure that a list of important 
telephone numbers is compiled and available for use. 
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● Disclosure of alleged abuse having occurred outside the Hillside Evangelical 
Church Activity. 
o During the call with the ministry leader/volunteer: 

o Advise the ministry leader or volunteer to record all relevant details carefully 
on the Disclosure Report form (Appendix 2). Remind them that the form 
needs to be completed within 6 hours of the event, marked ‘Strictly 
Confidential’, and delivered/posted as quickly as possible to the Designated 
Liaison Person.  

o While obtaining the facts from the ministry leader/volunteer record them 
carefully using the Designated Liaison Person Report Form (Appendix 3) 

o The physical and emotional status of the child is an important factor. An 
assessment should first consider the views of the child, and then enquire of 
the ministry leader whether or not in their opinion the child requires additional 
support to deal with the situation.  

o Provide support for the volunteer who received the disclosure and check with 
the ministry leader if they or the volunteer needs to talk again with the child for 
further details. 

o Agree to contact the ministry leader again if required. 

● Steps to follow – after notification of a disclosure from the ministry leader: 
o Review the facts carefully and objectively, review the actions and decisions 

just taken. 

o The Designated Liaison Person must, if necessary, seek further advice from 
the Duty Social Worker at Tusla. 

o Contact the child’s parents or guardians, unless you consider that in so doing 
you might be putting the child at risk. Advise them that their child has made an 
allegation of abuse. Emphasise that these are only allegations at this stage. 
Advise them on the emotional and physical status of their child and inform 
them of what measures have already been implemented. If it is advisable not 
to involve the parents, then the Duty Social Worker at Tusla will need to be 
contacted. 

● Steps to follow – reporting a disclosure to the authorities: 
o Contact the Duty Social Worker at Tusla for advice on how best to proceed. 

o You will be required to provide Tusla with a full report on the incident, 
including details on the geographical location of the event.  You will also be 
required to provide an update on the location of the alleged offender. Tusla 
will require the contact names and numbers for the Designated Liaison 
Person.  

o There are circumstances with respect to child abuse cases where you are 
required to notify the Gardaí: 
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▪ If you believe a child is in immediate danger you should contact An Garda 
Síochána, without delay. You can make a follow up report to Tusla within 
72 hours.  

▪ Under no circumstances should a child be left in a situation that exposes 
him or her to harm or risk of harm pending intervention by Tusla. If you 
think the child is in immediate danger and you cannot contact Tusla, you 
should contact the Gardaí. 

▪ A child protection concern may also be a criminal offence.  Under these 
circumstances, you are required to report this to the Gardaí and make a 
report to Tusla. 

▪ The Criminal Justice (Withholding of Information on Offences against 
Children and Vulnerable Persons) Act 2012 may apply in child protection 
cases.  Under this Act, it is a criminal offence to withhold information about 
a serious offence, including a sexual offence, physical abuse and wilful 
neglect against a person under 18 years or a vulnerable person. 

▪ The offence arises where a person knows or believes that a specified 
offence has been committed against a child or vulnerable person and he 
or she has information which would help arrest, prosecute, or convict 
another person for that offence but fails without reasonable excuse to 
disclose that information as soon as is practicable to do so to An Garda 
Síochána.  

▪ It is your responsibility to report a crime to An Garda Síochána, and to 
report child protection concerns that meet the Tusla definitions/ thresholds 
for reporting to Tusla.   

Note that making a report to Tusla does not absolve you of your 
responsibility to report a crime to An Garda Síochána.  This does not mean 
that every child protection concern will also warrant you contacting the 
Gardaí. Report to Tusla all welfare concerns and child protection concerns, 
as outlined in Children First. You report to both Tusla and An Garda 
Síochána when both are required. 

o The Child Protection Officer should ensure that a list of important telephone 
numbers is compiled and available for use. 
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Section 5 - Guidelines for Activities 

● HEC residential activities adhere to the guidelines set out in Sections 2 and 3 of this document 
(Guidelines for HEC staff, ministry leaders and volunteers) 

● A HEC activity is run by a ministry leader and a team of volunteers. The ministry leader may be 
a volunteer or HEC staff. All volunteers will only be accepted on a team after completion of the 
application process which includes references, Garda Vetting and Safeguarding. 

● Bullying is not tolerated on HEC activities and should adhere to the HEC anti-bullying policy. 
(Section 8) 

● It is the responsibility of the ministry leader to ensure that all volunteers fully read and agree to 
adhere to HEC’s Safeguarding & Child Protection Policy.  

● The ministry leader is responsible for ensuring that a record is kept of all participants’ attending 
their activity. The ministry leader should make sure that a completed ‘Parental Consent Form’ 
containing the names, addresses and parental/guardian contact numbers, has been received 
for each child participant before the activity starts. This information must be held while the child 
participates in HEC Activities.  

● All children under 18 should have a signed parental/guardian consent form indicating that “In 
the event of illness or accident, having parental responsibility for the above-named person, I 
give permission for first aid to be administered where considered necessary by a trained first 
aider, or medical treatment to be administered by a qualified medical practitioner”. 

● The ministry leader should schedule a regular meeting to review activities and give opportunity 
for points of concern to be raised. 

● A record is required for all incidents (not an allegation of abuse) that occur during an activity.  
The ministry leader is responsible for the completion of an Incident Report Form (see Appendix 
4). This form needs to be returned immediately to the CPO 

● In the event of a medical emergency, HEC staff or ministry leader will endeavour to contact the 
child’s parent/guardian as soon as possible using the contact telephone numbers provided. 

● The ministry leader is responsible for contacting parent/guardian of a child that needs to return 
early from an activity.  The ministry leader should confirm with parent/guardian that they are 
able to collect their child or arrange for the child to be collected as soon as possible. If the 
parent/guardian arrange for the child to be collected by a third party, the ministry leader should 
request pertinent information for identification purposes. 

● In HEC adult help with toileting of young children should be carried out in regular toilets rather 
than disabled toilet, as the disabled toilet is a single room with a locked door, whereas the 
regular toilets doors are not locked with a communal basins area with three toilet cubicles.  

● Ministry leaders should immediately report any suspicion that either a child or volunteer is 
exhibiting signs of having a contagious illness.  Upon notification, HEC staff or ministry leader 
will initiate ‘isolation’ procedures, communicate with parents/guardian, and make arrangements 
for a safe return home. 
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● Adult/Child Ratios  2

o HEC allows those aged 16 or 17 to volunteer as ‘junior leaders’. The aim of this process is 
to help them develop a sense of belonging and responsibility in a leadership setting. 

o Junior leaders are classed as minors and therefore will only ever co-lead a group or 
activity with an adult leader. Junior leaders must undergo the same volunteer application 
process as all HEC volunteers.  

o Junior Leaders are still classed as children for adult/child ratios as outlined by Tusla.   
o The minimum adult/child ratio in any group should ideally be one adult per group of eight 

children, plus one other adult, and allowing an additional adult for each group of eight 
thereafter. Local circumstances, the ages of the children, the relationship with the group 
and the experience of the leaders should be taken into consideration. 

o When dealing with group members of mixed gender, it is recommended that there are 
sufficient adults of both genders to properly supervise activities and any premises in use. 

o Safety, ability/disability of children and the nature and/or location of the activities being 
undertaken may require that the 1:8 ratios be lowered considerably. 

● Activity ministry leaders and volunteers  

o All ministry leaders and volunteers must be Garda vetted and have completed the HEC 
volunteer application process. 

● Activity ministry leaders and volunteers Conduct 

o Activity ministry leaders and volunteers should always remain vigilant and avoid all 
situations that could be misconstrued. 

o Activity ministry leaders and volunteers should not engage in any unnecessary physical 
contact with children. 

o Activity ministry leaders and volunteers should always speak respectfully to children and 
not engage in any ‘banter’ which might be offensive, hurtful, inappropriate, or otherwise 
unnecessary. 

● Bullying  

o Bullying will not be tolerated during activities. 
o All allegations of bullying will be taken seriously by the ministry leaders and volunteers 

and investigated immediately. 

● First Aid 

o All residential activities should have at least one trained first aider. (See Section 9) 

 https://www.google.com/url?q=https://www.youth.ie/wp-content/uploads/2018/11/NYCI-Working-Safely-in-a-Youth-2

Club.pdf&sa=D&ust=1611741498335000&usg=AOvVaw1EIfhG1PdNIu_YLaiHE6rT
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Section 6 - Guidelines for video conferencing, social media, photographic 
guidelines & online interaction 

These guidelines not only serve to safeguard the children in our care, but also protect staff 
ministry leaders and volunteers. 

We require all staff ministry leaders and volunteers to maintain their own social media profiles with 
integrity, showing a lifestyle beyond reproach and practicing safe internet usage. 

Media and Children 

In an increasingly complex world, the opportunities for child abuse are growing. Cyber bullying is 
very much on the increase, and we must be diligent in pursuing a standard of excellence to 
prevent such things from happening. (See Section 8) 

All those who work with children, need to be aware of the opportunities for abuse on HEC activities 
through the misuse of video, pictures, and all forms of internet messaging. While the good use of 
such media can be beneficial, we must be vigilant and alert to the possibilities of misuse and 
consequent harm to children. 

Social Media Guidelines and Practice 

● Any social media platform that is set up for a HEC activity will be done in consultation with 
HEC staff or ministry leader. 

● Specific activity must be “group” or “fan” pages. They will not be personal sites.  
● Parental/guardian permission will be obtained before taking any pictures of a child/group of 

children. An HEC parental/guardian consent form including photographic consent will be 
completed for each child involved in any HEC activity. 

● Youth workers are increasingly communicating with children using email and messaging. 
Care must be taken that parents are aware of this, and messaging should be directly 
related to HEC activities.  

● Never include images or videos of children from a HEC activity on your personal social 
media platforms. 

Photography 

Since the introduction of the Data Protection Act in 1998, churches must be careful in their use of 
photographs, videos, and webcams of clearly identifiable people. There are several issues that 
HEC should be aware of: 

● Parental/guardian permission (verbal or written) should be obtained from all children who 
will appear in a photograph, video or webcam image before the photograph is taken or 
footage recorded. Parental/guardian permission is required for under 18’s.  

● Photographs of under 18’s are only to be used publicly by HEC, with consent from parent/
guardian. Consent is required before using any photographs on a website/advertising flyer/
brochure or social media platform.  

● Children should not be identifiable by name or other personal details. These details include 
email, postal address, or phone number.  

● Carefully consider the location and pose. 
● Do not insist that the child participates.   
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Personal Devices 

● With the increased use of personal devices, leaders and children need to be aware of 
appropriate and inappropriate use. 

● Message and video bullying are on the rise. Gossip and bullying via messaging and social 
media can happen very quickly. Therefore, it is essential to have rules about the use of 
personal devices on any given HEC activity.  

● Ministry leaders should also be aware of issues surrounding personal devices that can take 
photos, the use of phones etc., and they must use the HEC guidelines in relation to both the 
internet and photograph usage when formulating policy for your HEC activity.  

● Normally phones and personal devices will be placed in a basket for the duration of HEC 
activities.   

● When devices are used for any activities/game it is essential for photographic material to be 
removed from the devices after the event. 

● Staff, ministry leaders and volunteers should not allow a child to use their personal device. 
Access to the device of the ministry leader is permitted to facilitate an emergency or to 
contact a parent. 

Online Interactive Sessions 

• Online interactive sessions may use any appropriate video conferencing software e.g., 
Zoom, Teams, Blue Jeans, Chime etc. 

• All staff, ministry leaders and volunteers used for any of these sessions will be vetted and 
approved according to the HEC standard. 

• 2 volunteers will always be present in all elements of online meetings including breakout 
rooms. 

• All participants will be required to be pre-registered by their parent/guardian. 
• Emails with codes and passwords will only be sent to the parent or guardians email 

address. Another layer of consent. 
• Sessions will be recorded for record purposes only and archived accordingly. 
• Private messaging within the interactive session should be disabled. 

• Online Behaviour Policy (for all participants) 

To help everyone enjoy a safe and enjoyable online environment:  
o Be friendly and welcoming.  
o Be kind and show respect:  do not disrupt or spoil the session for others.   
o Be careful with your words and actions; think before you post anything online.   
o Take care not to share personal information about yourself or others; do not take 

screenshots or record sessions without permission.   
o Dress as you would for a live event; where possible join the event from a family-space in 

your home or use a neutral background effect.    
o Remember that we are all different and may not always agree on everything.   
o If you are worried about anything at the event or need help and advice about a wide range 

of issues, you can speak to anyone on the team. If you would like to speak to someone 
else, you can contact our Designated Liaison Person. 
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• Parents and guardians (of children at the event) 
   

o Before the start of the event, consent should be obtained from parents/guardians for each 
child (using the online consent form for the event).  

o The requirements of different ages will be followed when there is going to be interaction 
between participants. Send invitations as follows:    
o  Under 13 (i.e., those aged 12 years and below)    
▪ During any session, a parent/guardian should be invited and encouraged to be in 

the room,  close by or within hearing distance.    
▪ Invitations to join should be sent to the parent/guardian, asking them to launch the 

session for their child and indicate their presence.    
▪ A video conference account belonging to a Parent/Guardian must be used as, end 

users on video conference software need to be over 16. The name on the 
account must be known before the session starts to ensure only those who have 
preregistered have access.    

o Under 18 (i.e., those aged 13 to 17 years old): a child requiring parental 
permission.    
▪ A parent/guardian does not need to be in the same room.    
▪ Initial invitations should be sent to the parent/guardian; subsequent sessions in 

the same series may run without explicit invitations each time.     
▪ A video conference account belonging to a parent/guardian must be used as end 

users on video conference software need to be over 16. The name on the 
account must be known before the session starts to ensure only those who have 
preregistered have access.    
  

Online Code of Conduct (not covered elsewhere)  

• The event will be actively managed. There will be a team of adults running the event 
including:   

▪ those delivering the content of the session,   
▪ those monitoring and managing behaviour.  
▪ those administering the event (allowing participants to join, creating breakout 

rooms etc)   
• When breakout rooms are used, two adult team members must always be present. At the 

end of the breakout rooms, these adults will always be the last to leave and no 
adult must be left in a breakout room unaccompanied when young people are present.  

▪ If it is necessary to prevent a child from taking part in the event, this will be done 
in a way which considers their welfare. Their parents will be notified.    
▪ Session leaders should aim to work from a ‘public’ space at home whenever 

possible and ask the children to do the same. On a video call, the background 
should be appropriate for the meeting:  use the ‘background effects’ to show a 
neutral setting. Leaders should wear appropriate clothing.  

• Key Principles for engaging children online – (Appendix 6) 
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Section 7 - Guidelines and procedures for the recruitment, selection and 
vetting of staff, ministry leaders and volunteers. 

● The recruitment and selection of ministry leaders for all HEC activities is a matter for the 
leadership team.  

● The recruitment and selection of volunteers for all activities is a matter for the ministry leader.  

● All ministry leaders must provide, the names of two referees, one of whom can comment on 
their faith journey, if requested to do so.  

● All ministry leaders and volunteers must be Garda vetted by HEC.  Ministry leaders from 
overseas or who have been living in Ireland or Northern Ireland for less than 2 years must 
provide additional police checks.  (Appendix 5) 

● The vetting officer must process the Garda vetting forms from ministry leaders and volunteers, 
and where necessary contact the referees for any further clarification or information. 

● The vetting officer will ensure a ministry leader or volunteer is ‘qualified’ once all the necessary 
steps have been completed and satisfactory Garda vetting disclosure received). 

● If the vetting officer is in doubt about the suitability of a potential ministry leader or volunteer, 
he/she will bring it to the attention of the leadership team. 

● The final decision to reject a volunteer is a matter for the leadership team and they are not 
obliged to provide a reason for this decision. 

● In certain circumstances a refused application may be reviewed by the vetting officer after one 
year and a recommendation made to the leadership team who will decide on the matter.  

● It is the responsibility of the ministry leader to ensure that all volunteers are ‘qualified’ 
volunteers prior to any HEC event/activity. 

● The recruitment and appointment of all HEC staff must be approved by the leadership team. 

● All HEC staff will be required to submit a Garda Vetting form as a condition of employment in 
line with government legislation. In addition, any staff from overseas or who have been resident 
in the Republic of Ireland or Northern Ireland for less than two years will be required to provide 
additional background checks.  

● It is HEC policy for staff, ministry leaders and volunteers that work directly with children to go 
through the Garda vetting procedures every three years in line with government legislation. 
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Section 8 - Anti-Bullying Guidelines and Procedures 

In accordance with the requirements of the Education (Welfare) Act 2000 and the code of 
behaviour guidelines issued by the NEWB, HEC has adopted the following anti-bullying policy 
within the framework of the organisation’s overall code of behaviour.  

Key Principles of Best Practice  

HEC recognizes the serious nature of bullying and the negative impact that it can have on the lives 
of children. HEC is fully committed to the following key principles of best practice in preventing and 
tackling bullying behaviour:  

● A positive culture and climate which:  
o is welcoming of difference and diversity and is based on inclusivity.  
o encourages children to disclose and discuss incidents of bullying behaviour in a non-

threatening environment.  
o promotes respectful relationships, empathy, and resilience. 

● Effective leadership and team approach   
● A shared understanding of what bullying is and its impact.  
● Implementation of education and prevention strategies (including awareness raising measures)  
● Address the issues of cyber-bullying and identity-based bullying including issues of gender, 

race, homophobic and transphobic bullying.  
● Effective supervision and monitoring of children. 
● Training and support for staff and volunteers 
● On-going evaluation of the effectiveness of the anti-bullying policy.  

Introduction  

The aim of HEC’s activities is to create a safe, fun, and inclusive environment for children to learn 
about faith.  Bullying behaviour, by its very nature, undermines and dilutes the quality of learning. 
Research shows that bullying can have short and long-term effects on the physical and mental 
well-being of young people, on engagement with school, on self-confidence and on the ability to 
pursue ambitions and interests.  
  
This policy will include a comprehensive set of procedures in how to address bullying and how to 
address the issue. It will look at the definition and types of bullying.  The impact and indicators of 
bullying behaviour associated with bullying and key principles of best practice.  

Definition of Bullying 

● In the context of these procedures, bullying is defined as unwanted negative behaviour (verbal, 
psychological or physical) conducted by an individual or group against another person (or 
persons) and which is repeated over time.  

● The following types of bullying behaviour are included in this non-exhaustive definition: 
o Deliberate exclusion, malicious gossip, and other forms of relational bullying.  
o Cyber-bullying.  
o Identity-based bullying such as homophobic bullying, racist bullying, and bullying of 

those with disabilities or special educational needs. 
● In addition, in the context of these procedures placing a once-off offensive or hurtful public 

message, image or statement on a social network site or other public forum where that 
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message, image or statement can be viewed and/or forwarded to other people will be regarded 
as bullying behaviour. 

● Isolated or once-off incidents of intentional negative behaviour including a once-off offensive or 
hurtful text message or other private messaging do not fall within this definition of bullying and 
should be dealt with, appropriately, in accordance with the HEC’s code of behaviour. A single 
incident can have a serious effect on a child or young person. 

Types of Bullying 

● Physical aggression – This behaviour includes pushing, shoving, punching, kicking, poking, 
and tripping people. It may also take the form of severe physical assault.  

● Intimidation – This behaviour may take the form of aggressive body language or facial 
expressions which convey aggression and/or dislike. 

● Isolation/exclusion – This behaviour occurs where a person is deliberately isolated, excluded or 
ignored. 

● Cyber-bullying – This behaviour is increasingly common and is continuously evolving. It is 
bullying carried out using information and communication technologies such as text, social 
network sites, e-mail, instant messaging, apps, gaming sites, chatrooms, and other online 
technologies.  

Cyber abuse is a growing concern and can have a significant impact on the welfare of children. 
It is very important that this is stopped as soon as it is discovered for the sake of both the 
victim and the abuser, for whom it could become a dangerous habit. The sooner you act, the 
more likely it is that the abuse will stop, and that the child will recover from their experiences. 

● Name-calling – This behaviour is persistent name-calling directed at the same individual(s) 
which hurts, insults, or humiliates.  

● Damage to property – Personal property can be the focus of attention for bullying behaviour. 
● Extortion – Demands for money may be made, often accompanied by threats.  

Impacts of bullying behaviour  
● Children who are being bullied may develop feelings of insecurity, humiliation and extreme 

anxiety and thus may become more vulnerable. Self-confidence may be damaged with a 
consequent lowering of self-esteem. While they may not talk about what is happening to them, 
their suffering is indicated through changes in mood and behaviour. Extreme cases of bullying 
may result in suicide. It is essential to be aware of changes in behaviour as early intervention 
can be effective. 

● Children who witness bullying may also be affected and may suffer in similar ways to those 
who are bullied. 

● There are also consequences for individuals who engage in bullying behaviour. Children who 
become involved in such behaviour can be at higher risk of depression.  

Indicators that someone is being bullied.  
● Indicators may include anxiety, unexplained changes in behaviour, distress, unexplained 

bruising or cuts, damage to clothes or personal property, missing possessions, and a 
reluctance to say what may be troubling the child in question. 

 Who is responsible for doing what?  
● Volunteers should report any suspected bullying to the ministry leader. 
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● The ministry leader who oversees the HEC activity is responsible for investigating and dealing 
with bullying. 

● The ministry leader who oversees the HEC activity will record incidents of bullying behaviour at 
HEC activities and make sure the DLP is informed. 

Anti-Bullying Statement and Prevention Strategies  
• HEC realises that bullying can happen anywhere, and we cannot afford to assume our  

context is immune to it. 
• HEC is committed to oppose bullying and do all it can to prevent it. 
• We appreciate and celebrate the fact that we are all different and equal. 
• We will be alert to the danger of bullying and, should we witness it, we will take action to  

stop it. 
• We will not be complacent about bullying and will continue to learn how best to respond to  

it. 
• The purpose of the church community is to build each other up, not to knock each other  

down. 
• Any child attending a HEC activity can talk to a trusted leader about their feelings and  

worries. Adults will listen to and support every child. 
• All children, including bystanders, are encouraged to report bullying behaviour to any leader 

 at HEC 

Procedures Regarding Bullying Behaviour  
• All those working with children at HEC will foster an environment that supports the disclosure, 

discussion and reporting of all acts of bullying. Children are to be encouraged to share 
episodes of bullying with staff, ministry leaders or volunteers. A failure to report bullying can 
have lasting effects on those being subjected to bullying behaviour.  

• HEC staff and ministry leaders should exercise sound judgement to establish whether or not 
bullying has occurred and decide on what steps need to be taken to resolve the situation. As 
far as is practical, efforts will be taken to help to restore relationships. 

• Investigations of group bullying will involve a discussion with the group, followed by a 
conversation with each individual. 

• Enquiries by HEC staff and ministry leaders may include children that are not directly involved, 
as they may have useful information. 

• Incidents of bullying will be monitored to ensure that there are no further occurrences. 
• An Incident Report Form will be completed by the ministry leader detailing the facts of each 

instance of bullying. 
• Parents will be notified about all incidents of bullying behaviour. 
• Serious acts of bullying and instances where the bullying behaviour persists will result in those 

responsible being removed from activities. 

Supervision and monitoring of children  
HEC confirms that appropriate supervision and monitoring policies and procedures are in place 
to both prevent and deal with bullying behaviour and to facilitate early intervention where 
possible on HEC activities. 
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Section 9 - First Aid guidelines and procedures for activities and events 

Hillside Evangelical Church: 

● Responsibilities:  

o Hillside Evangelical Church have a few qualified First Aiders for administering first aid 
if required 

o Named deacon is responsible for the stocking and managing of the first aid kit. 

 Closest Automatic External Defibrillators (AEDs) are on Theatre Lane and at Supervalu. 

o Qualifications and Training: 
o Enough volunteers are qualified First Aiders and at least one present for any activity 

o AED training will be undertaken by the core volunteers 
  

o First Aid Kit: Stored in the kitchen cupboard. 

● Administering First Aid 

o All volunteers should check that they have what they need to get help in an emergency. 
o No team member should ever be alone with a child in isolation from others, other than in 

an emergency and only if necessary. 
o Following the administration of first aid, an incident report form must be completed and 

forwarded to the ministry leader as soon as possible. 
o The first aid kit must be checked and restocked immediately following any usage after 

an incident. 

● Transport 

If transport is needed for professional medical care:  

o During HEC activities where possible, two adults will transport the child.  

No volunteer or staff member should ever be alone with a child in isolation from others, other than in 
an emergency and only if necessary. 

● Contacts & Response 

o Call 112 for support and advice in an emergency. 
o A list of emergency contact numbers is on display on the church notice boards  
o The emergency contact list should be made available to all groups & volunteers. 
o The list should provide additional advice on what hospitals provide a children’s 

emergency department. 

● Minimisation of risk & accidents:  
The following measures are to be followed to reinforce the safe delivery of activities and 
programmes: 
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o Risk assessments are to be implemented for both indoor and outdoor activities at HEC.  
These assessments are to be made available. The assessments should provide details 
on what steps are required to minimise the risk or remove the risk altogether. 

o All staff, ministry leaders and volunteers must be Garda vetted. 
o All staff, ministry leaders and volunteers are to be trained in child protection and 

safeguarding.  https://www.tusla.ie/children-first/children-first-e-learning-programme/ 
o The process of “near miss recording” is to be continually undertaken by volunteers and 

reviewed by the safety officer who carries out risk assessments. The intention is to spot 
a pattern or hazard and eliminate it before someone gets hurt. It is also useful in 
developing accurate risk assessments and amending standard operating procedures. 
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Section 10 - Fire procedures in Hillside Evangelical Church 

All our fire detection systems and first intervention tools (extinguishers) are contracted and 
checked by:  

Custodian Electronic Security Systems Ltd 
Unit A6, Network Enterprise Park,  
Kilcoole,  
Co. Wicklow 
Phone: 01 2878502    
Mobile: 087 8276912    
Email: custodianess@eircom.net 

First intervention tools (extinguishers) are contracted and checked by:  

KSS Fire Suppression  
78a Cookstown Industrial Estate,  
Tallaght,  
D24 NX3X 
Phone: 01 413 1336 

Occasionally, a safety talk should be given. This talk includes:  

● The obligation for everyone to evacuate the building in all cases and as soon as possible 
(day or night, rain, or shine) in an orderly manner when the siren sounds.  

● The importance of not going back inside the building for any reasons. 
● The fact that in all cases, a fire alarm is not over until an all clear is given by the deacon in 

charge. 
● The meeting point: Old Gateway 
● Point out emergency exits in the building 
● In case of fire alarm:  
● The deacon in charge will check the fire panel, then go to the area affected and check the 

area.  
● In case of containable fire, the person in charge will start to battle the fire with 

extinguishers. 
● In case of out-of-control fire, the person on duty will call the fire brigade A.S.A.P. 
● In case of false alarm, the person on duty will call an all clear and reset the fire panel 
● Each deacon should be adequately trained to deal with fire alarms and to use the fire 

extinguishers. A training session will be organised once a year. 
● These procedures will be checked and reviewed on an ongoing basis 
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Section 11 - Important phone numbers 

Pastor Hillside Evangelical Church Greystones:  

Huw Williams: (089 473 9963) 

Designated Liaison Person/s: 

Jane Cox (086 851 4946) 
Alison Williams (089 473 9956) 

Garda Vetting Officer: 

Erica Anderson: (087 2075929) 

Tusla: 

www.tusla.ie 
https://www.tusla.ie/children-first/individuals-working-with-children-and-young-people/how-do-i-
report-a-concern-about-a-child/ 
info@tusla.ie 
(01 9213400) 

This is a policy that Hillside Evangelical Church takes very seriously and wishes for all HEC 
staff, ministry leaders, and volunteers to adhere to the rules and regulations therein. 

  

http://www.tusla.ie
mailto:info@tusla.ie


Hillside Evangelical Church   
Sunday Club and Oxygen Registration Form   
Parent/guardian name(s):  		 	 	 	 	 	 	 	 	                     


Name of child          	 	 	 	    	 Date of Birth:		 	 	 	 


	 	 	 	 	 	 	 	 	 	 	 	 	 


	 	 	 	 	 	 	 	 	 	 	 	  	                        


Address:	 	 	 	 	 	 	 	 	 	 	 	 

	 	 	 	 	 	 	 	 	 	 	 	 	 

	 	 	 	 	 	 	 	 	 	 	 	 	 

	 	 	 	 	 	 	 	 	 	 	 	 	  	 

Telephone number(s): 	 	 	 	 	 	 	 	 	 	 

	 	 	 	 	 	 	 	 	 	 	 	 	                  

Email address: 	 	 	 	 	 	 	 	 	 	 	 

	 	 	 	 	 	 	 	 	 	 	 	 	 

Please give details of any health problems, medical conditions or allergies affecting your child, or 
any medication that they may be taking. 

     	 	 	 	 	 	 	 	 	 	 	 	 	 

	 	 	 	 	 	 	 	 	 	 	 	 	             

	 	 	 	 	 	 	 	 	 	 	 	 	                  

Other relevant information to help us to care for your child: 

	 	 	 	 	 	 	 	 	 	 	 	 	 

	 	 	 	 	 	 	 	 	 	 	 	 	 


I would like to be part of a parent’s WhatsApp group. 

I am happy for my details to be kept on the Sunday Club/Oxygen database, to be 
informed of other events.  

I am happy for photos of my child to be included in Hillside Church social media.


Signature     		 	 	 	 	 Date	 	 	 	 	  
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Disclosure Report Form
The purpose of this form is to record details of any disclosures of alleged abuse made by 
a child attending a Hillside Evangelical Church event, or of any observations of suspected 
child abuse. 
Note: This form should not be completed by anyone under the age of 18 (see below)

Please complete this form after you have contacted the Designated Liaison Person 

N.B. This form must be marked ‘Strictly Confidential’ and forwarded straightaway to  
the Designated Liaison Person, Hillside Evangelical Church, Greystones, Co. Wicklow

Date/s of 
Disclosure 
or Observation

Time/s of Disclosure 
or Observation

Reported By Contact Number

Ministry Leader’s 
Name

Contact Number

Child’s Name Gender (please circle) Male Female

Parent’s Name Parent Contact No.

* If you are reporting an observation of suspected child abuse then please complete Section A 

* If you are reporting a disclosure of abuse by a child, please move to Section B

Section A – Describe the basis of your concern, providing details of your observations 
(e.g., bruises, marks, injuries, behaviour, and language).  Please include specific details 
of any incidents that support your observations.
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Section B1 – Please describe, using the exact words used, the disclosure of abuse and 
additional statements shared by the child. Please include any ancillary observations 
leading up to and following the disclosure (e.g., scheduled activity, behaviour, state of 
mind)

Section B2 - Has the ministry leader spoken with the child following the 
disclosure? Yes No

Ministry leader’s 
name

Name of 
witness

If the answer is Yes, please provide a record of what was said.
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Section B3 – Did the circumstances necessitate contacting the 
parents/guardian? Yes No

Who contacted the 
parents/guardian?  

If the answer is Yes, please provide a record of what was said.

Section B4 – Has the child identified the alleged abuser?  Yes No

Name of accused Role of 
accused
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Section B5 – Please provide a record of the actions taken by the ministry leader.

Volunteers Under 18: If the allegation was made to a volunteer under the age of 18, 
please provide the volunteer’s name and date of birth. The Designated Liaison Person 
will contact the volunteer’s parents/guardian and inform them of how Hillside Evangelical 
Church is managing the situation. 

Name of 
volunteer Date of Birth

Details of the Person Completing the Disclosure Report Form

Name Role

Address

Contact Number

Signatures

Reported By Date Time

Ministry Leader Date Time
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Designated Liaison Person Report Form 
Hillside Evangelical Church, Greystones, Co. Wicklow

The Initial Call Received
Date & Time

Activity 

Ministry leader name & contact 
details

Volunteer name & contact 
details

Volunteer name & contact 
details

Child’s Details

Name

Address 

Age/D.O. B Gender Male Female

Parent or 
guardian  
name and 
contact details

Address:

Phone 
Numbers:
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Nature of disclosure/allegation (in words used by child)

Determine the physical and emotional state of the child as a result of the incident or disclosure.

Discuss with the ministry leader and note the following issues

Disclosure/allegation 
made to:

Who is the allegation 
about?

Details:

Time of disclosure/
allegation

Group setting or 1-to-1 

Others present

Context: 

What led up to the disclosure/allegation, in what context was it made?
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What was said to the child by the volunteer receiving the disclosure/allegation?

What was said to the child about how the information would be handled?

What views (if any) did the child express about how the information should be dealt with? (to 
whom were these expressed?)
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Does the child 
require medical 
care?

Yes No

Important Note: 
Any medical practitioner must be advised of the allegation prior to medical treatment

If yes, details of injuries:

Details of any additional action taken or discussion which has taken place at the event. 
(for example, has the child been spoken to by anyone other than the original volunteer who 
received the disclosure?

Who else at the event is aware of the disclosure/allegation?  
In what context?
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Other relevant information (identify source)

Information Source

If an allegation is made about a volunteer:

What is the current status/location of the volunteer?

Action to be taken by ministry leader regarding 
volunteer/s

The ministry leader must be asked if they 
clearly understand the agreement/instruction.  
[Note any concern/disagreement expressed 
here].

Responding to the caller

Agreement on action to be taken by Designated Liaison Person
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Note any concerns or disagreement voiced by ministry leader

Return contact agreement: Who? When? How?

Arrangements for dealing with the child in the meantime

Other relevant matters.

Action taken by Designated Liaison Person

Date/Time  Action /Persons contacted Agreed further action

Date/Time  Action /Persons contacted Agreed further action
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Notes

Signed Date & Time

NAME (Block 
Capitals)
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Incident Report Form 

Hillside Evangelical Church, Greystones, Co. Wicklow 

Incident report – injury or accident at a Hillside Evangelical Church activity

Activity Date of activity

Location Ministry leader

Child’s Name Age Phone 
Number

Address 

Describe what happened:  (nature of incident, all children, leaders, or volunteers involved need 
to be recorded – use a separate sheet if necessary. Please give as much detail as possible
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Describe what action was taken:  (by both children and volunteers and any medical attention; if 
the parent/guardian were contacted or what follow up took place etc.)

Who witnessed incident:  (ministry leader, volunteers, children & contact details)

Name Contact Details
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Who was the incident reported to?  (Staff, ministry leader or Designated Liaison Person, 
parents/guardians)

Name Contact Details

Was medical attention given and by whom? 
(Name of nurse or doctor and detail any medical attention or medication given etc.)

Name Contact Details

General comments:

Signature Date
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Hillside Evangelical Church Garda vetting process 

Stage 1 
• Adult Application 

o Each applicant must firstly complete an NVB1 Garda vetting application form.   
o This form can be emailed directly to the applicant. 
o Detailed guidelines are emailed with HEC NVB 1 form. 
o Applicants fill in the form by hand and deliver it to the vetting officer. 
o Applicants must also include photocopies of documents which verify their identity 

and provide proof of their current address. 
o Each document is awarded a score by the Vetting Bureau and the documents 

provided must total at least 100 points collectively for the form to be advanced to the 
next stage. 

● Under 18’s Application 
o Applicants who are Under 18 must have already turned 16 and must provide the 

completed NVB 1 form along with one form of identity verification.   
o NVB 3 form must be completed by the parent or guardian of an applicant, giving their 

consent for the Garda vetting to take place.  The NVB 3 form can be emailed to the 
applicant. 

o Children aged under 16 cannot be Garda vetted. 
o The date of consent provided by an applicant on an NVB 1 form has a lifespan of six 

months.   

Stage 2 
● HEC vetting officer receive the NVB 1, identity verification, proof of address (and NVB 3 

form if required) the rest of the process is online through the National Youth Council portal. 
● The National Youth Council process the applicant’s details and they get sent on to the 

Garda Vetting Bureau.   
● The Garda Vetting Bureau will issue an email with a link to the applicant with a detailed 

online form to be completed, including all the addresses they have lived at since they were 
born. This online form expires after 30 days and the process must begin again if the online 
form is not completed.  

● The Garda Vetting Bureau will then issue a disclosure to the National Youth Council who 
will pass it onto HEC.  The applicant also receives an email that informs them a disclosure 
has been made. 

● Please note that it can take up to six weeks, from the date of the application being 
processed, for the Garda vetting disclosure to be issued. 

            
Volunteers from outside of the Republic of Ireland and Northern Ireland: 
HEC requires applicants residing outside of the Republic of Ireland or Northern Ireland to provide 
current police check or ‘safe to work with children’ check from their country of residence, in 
addition to the regular Garda vetting process. 

Volunteers living in the Republic of Ireland or Northern Ireland for less than 2 years: 
HEC reserves the right to ask applicants residing in the Republic of Ireland or Northern Ireland for 
less than two years for evidence of background checks or ‘safe to work with children’ checks from 
previous countries of residence, in addition to the regular Garda vetting process. 

Expiry of Garda Vetting: 
Garda vetting will expire after three years, and HEC requires all staff and volunteers to repeat the 
Garda vetting process to continue volunteering at HEC events. 
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Guidelines for completing Vetting Invitation Form (NVB 1) 

Please read the following guidelines before completing this form. 

Miscellaneous

The Form must be completed in full using BLOCK CAPITALS and writing must be 
clear and legible.

The Form should be completed in ball point pen.

Photocopies will not be accepted.

All applicants will be required to provide documents to validate their identity. Photo 
ID + proof of address.

If the applicant is 16 or 17 years of age, a completed NVB 3 - Parent\Guardian 
Consent Form will be required. Under 16 do not need to be vetted.

Personal Details

Insert details for each field, allowing one block letter per box.

For Date of Birth field, allow one digit per box.

Please fill in your Email Address, allowing one character/symbol per box. This is 
required as the invitation to the e-vetting website will be sent to this address.

Please allow one digit per box for your contact number.

The Current Address means the address you are now living at.

The address fields should be completed in full, including Eircode/Postcode. No 
abbreviations.

Role Being Vetted For

The role being applied for must be clearly stated. This is the role we have applying 
for ‘Sunday Club Teacher and Assistant’. Generic terms such as “Volunteer” will not 
suffice.

Declaration of Application

The applicant must confirm their understanding and acceptance of the two 
statements by signing the application form at Section 2 and ticking the box 
provided. 

Please note: if you need further assistance contact me on 
erica.anderson@hillside.ie or message on 0872075924.
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