Agreement to Adhere to Safeguarding Policy
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                                                      Safeguarding                        
                                                             Children        

            I understand my responsibility and duty, as a religious

            working in the Irish Province of the Society of Jesus, in 
            working to safeguard children and young people. 

            I agree to abide by the Jesuit’s safeguarding policy, 

            procedures and code of conduct in working  with 
            children and young people and will at all times honour   
            and respect their right to safety and protection from 
            harm and abuse. 

If applicable e.g. ministering/working in Diocese, School, Hospital 
or Organisation: 

             I confirm that the external organisation in which I 

             minister has safeguarding policies and procedures in 
             place and I agree that when ministering in this external        
             organisation I will adhere to its policies and procedures. 


Full name (print): ………………………….......................................... 
Signed:                    ......……………………………………....................... 
Date:                        ……………………………….................................






Employee Acceptance Form 
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I confirm that I adhere to the Safeguarding Children Policy and Procedures, and I am prepared to participate in any required training provided in this area. 

Name: ___________________________ 
Signed: _________________________ 
Date: ________________________ 

I have never been investigated by any police force or statutory health or a previous employer in relation to substantial complaints made concerning my treatment of children. 

I agree to the Board of Management / Superior / Director of Work or organisation seeking a certificate from the Garda Síochána /PSNI to the effect that I have not been the subject of an investigation, prosecution or conviction relating to the neglect or the physical, emotional or sexual abuse of children. 


Name: _____________________________ 

Signed: ___________________________ 

Date: ____________________________

 
(When signed, this should be placed in the person’s personnel file)







Recruitment Checklist
	The policy needs mention:
Once your policy is in place, even prior to any recruitment, it is good practice to mention that you have a Safeguarding Children Policy in place:
· On your web site
· On promotional literature for activities or events
· In any advertisements for staff
· On application forms and recruitment literature
	
	Tick when
Action is
taken

	Recruiting – Check contact with children
What contact with children will be involved in the job?
Will the person have unsupervised contact with children or hold a position of trust?
What other forms of contact will the person have with children e.g. email, phone, internet?
	BEFORE you recruit – is there contact with children in this job?
	

	Defining the Role
Tasks & skills for the job are identified.
The job description refers to working with & having responsibility for children where applicable.
	Have a Job Description template 
	

	Key selection criteria
A list of essential & desirable qualifications, skills & experience.
	Use this to screen applicants and for interview questions.
	

	Written application
All applicants been asked to supply details requested in our application form including personal details, past & current work/volunteering experience
	Job Application form required
	

	Interview
Two representatives meet with the applicant to explore information contained in the application. In advance, application forms should be considered, highlighting points to raise at the interview including:
· The applicant’s attitudes towards working with children
· Areas that need more detail
· Vague statements or unsubstantiated qualifications
· Frequent changes of employment
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	At Interview – Review Declaration Form
Ensure applicants have signed the declaration stating ‘there is no reason why they would be considered unsuitable to work with children’.
Likewise ensure applicants have signed the declaration in respect of criminal convictions & pending cases against them.
	Has the Declaration Form been signed? Complete ‘For
Official Use Only’ section of the application form.
	Tick when
Action is
taken

	Identification
Applicants are asked for photographic documentation to confirm their identity e.g. passport, drivers licence.
	Ask that they bring to interview – see originals 
	

	Qualifications
Applicants are asked for documentation to confirm their qualifications.
	Bring original documentation to interview
	

	References
Applicants are asked to supply the names of 2 referees who are not family members & ideally who have first-hand knowledge of the applicant’s experience of work/contact with children. Referees are asked specifically to comment on the applicant’s suitability to work with children.

	You make phone check
	

	Vetting procedures
Has the vetting procedure for your selected applicant been carried out? (In the ROI An Garda Siochana central vetting unit if applicable. In N.I. Access NI vetting.)
	Apply for vetting
	

	Records
Details are kept of the selection & induction process on the personnel file of the person appointed.
References are kept on file as part of the record of the recruitment process.
	Keep all documentation for one year
	

	Confidentiality
Information about the applicant should only be seen by those directly involved in the recruitment process.
Applicants should be reassured that information about them, including information about convictions, will be treated in confidence & not used against them.
	Ensure all written documents are
secure and comply with data protection provisions.
	

	Training
Incoming staff are made familiar with all the relevant provisions of this
policy and related policies (Dignity at Work, Discipline, Grievance, I.T. etc.)
	
	



Sample Work Application Form
For those with Substantial Access to Children
All information received in this form will be treated confidentially
Surname: 	Forename: 	
Any other name previously known as:	
Address:  	
Tel: 	Mobile: 	 DOB:_______________
PPS Number (R.O.I.): 	
N. I. Number (N.I.): 	
Are you (Please tick):
Employed [image: ]	Unemployed [image: ]	Student [image: ]
Homemaker [image: ]	Retired	[image: ]	Other [image: ]
	Education & relevant qualifications. (Attach C.V. or use additional pages:)
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	Previous work experience: (Attach C.V. or use additional pages:)


Do you agree to abide by	Our Code of Conduct (copy included with this form)?
Yes [image: ] No [image: ]
Have you completed Child Protection Awareness Training?
Yes [image: ]  No [image: ]
If yes, who was it organised by and when approximately:
Do you agree to undergo specific training for this position?
Yes [image: ] No [image: ]
Have you ever been asked to leave an organisation in the past? (if your answer is ‘yes’ we will contact you in confidence)
Yes [image: ] No [image: ]
Any other relevant information:

References

Please supply the names of two responsible people (ideally previous employers and not relatives) whom we can contact and who from personal knowledge are willing to endorse your application.Name:
Address:
Tel:
Organisation:
Occupation:


Name:
Address:
Tel:
Organisation:
Occupation:

Appointment is subject to the receipt of satisfactory references and vetting

Confidential Declaration Form

The information contained in this form will be kept securely by the Jesuits. Legislation in both jurisdictions in Ireland has, at its core, the principle that the welfare of children and young people must be the paramount consideration.
Who should complete this form?
Everyone working or volunteering for the Jesuits, who will come into contact with children or the personal details of children, abide by good practice by completing and signing this declaration.
Do you have any prosecutions pending, or have you ever been convicted of a criminal offence or been the subject of a caution or binding over order? 
 Yes   No
If yes, please state below the nature and date(s) of the offence(s).
Date of offence 	
Nature of offence 	
	
	

Have you ever been the subject of disciplinary procedures or been asked to leave employment or voluntary activity due to inappropriate behaviour towards a child? 
 Yes   No
If yes, please provide details including date(s)	
	
	

Full name (print)	
Any previous surname	
Address 	
	

Date of birth ________________________ Place of birth _____________________________
What role/position are you currently applying for?
	
	
Declaration
I understand that if it is found that I have withheld information or included any false or misleading information above, I may be removed from my post, whether voluntary or paid, without notice. I understand that the information will be kept securely by the Jesuits.

I declare that the information I have provided is accurate.

Signed ______________________________________   Date ___________________________




























Identification requirements (National Vetting Bureau Act 2012-2016)

Proof of Identity
 
At least two forms of identification must be produced to validate the identity of the applicant when completing the application.  One of these should be photographic where possible.  There is a points system for the verification of identity where 100 points must be reached.  Different forms of identification are weighted with a sliding scale of points (see below).  Where an individual cannot reach 100 points an affidavit witnessed by a Commissioner for Oaths will suffice.  The National Vetting Bureau requires that copies of all proof of identity are retained for the validity of the vetting.  This means if the vetting lasts 3 years then copies of these documents must also be kept for 3 years. 
 
	

Identification
	Score

	Irish driving license or learner permit (new credit card format)
	80

	Irish Public Services Card
	80

	Passport  (from country of citizenship)
	70

	Irish certificate of naturalisation
	50

	Birth certificate
	50

	Garda National Immigration Bureau (GNIB) card
	50

	National Identity Card for EU/EEA/Swiss citizens
	50

	Irish driving licence or learner permit (old paper format)
	40

	Employment ID
	

	         ID card issued by employer (with name and address)
	35

	         ID card issued by employer (name only)
	25

	Letter from employer (within last two years)
	

	         Confirming name and address
	35


 
 
	Identification
	Score

	P60, P45 or Payslip (with home address)
	35

	Utility bill e.g. gas, electricity, television, broadband (must not be less than 6 months old. Printed online bills are acceptable. Mobile phone bills are not acceptable)
	35

	Public services card/social services card/medical card
	25

	         With photograph
	40

	Bank/Building Society/Credit Union statement
	35

	Credit/debit cards/passbooks (only one per institution)
	25

	National age card (issued by An Garda Siochana)
	25

	Membership card
	

	         Club, union or trade, professional bodies
	25

	         Educational institution
	25

	Correspondence
	

	         From an educational institution/SUSI/CAO
	20

	         From an insurance company regarding an active policy
	20

	         From a bank/credit union or government body or state agency
	20


 
 
	Identification
	Scor

	Children under 16 years (any one of the following)
	

	         Birth certificate
	100

	         Passport
	100

	         Written statement by a the Principal confirming attendance at educational institution on a letter head of that institution
	100

	Recent arrival in Ireland (less than 6 weeks)
	

	         Passport
	100

	Vetting Subject is unable to achieve 100 points**
	

	         Affidavit witnessed by a Commissioner for Oaths
	100

	TOTAL
	


 





Hazard Assessment Form
Name of group	
Date of hazard assessment ____________________________________________
Person completing the hazard assessment 	
	Hazard
	Who is at risk?
	Likelihood of harm
	Consequences
	Controls needed

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



Signed	
Date_______________________


Attendance Register for Large Groups
A minimum of two officially appointed leaders, who have completed the Jesuit recruitment process (including the provision of vetting/AccessNI checks, if appropriate), should be responsible for each activity involving young people. At least one of the leaders must have undergone a full-day training session provided by trainers registered with the NBSCCCI. These leaders must sign this sheet and put their initials under each date to confirm that the children/young people and adults marked were in attendance, as indicated by the ‘time in’ and ’time out’ for each date.
	Name
(children and adults)
	Date
_____________
	Date
_____________
	Date
_____________
	Date
_____________
	Date
_____________

	
	Time in
	Time out
	Time in
	Time out
	Time in
	Time out
	Time in
	Time out
	Time in
	Time out

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	

	Leader’s signature
	Initials
	Initials
	Initials
	Initials
	Initials
	Initials
	Initials
	Initials
	Initials
	Initials

	Leader’s signature
	Initials
	Initials
	Initials
	Initials
	Initials
	Initials
	Initials
	Initials
	Initials
	Initials

	Leader’s signature
	Initials
	Initials
	Initials
	Initials
	Initials
	Initials
	Initials
	Initials
	Initials
	Initials



Child and Guardian Joint Consent

This form will be held on file, in accordance with the data protection policy of the Jesuits. The data entered will be used only for the purpose indicated on the form. It may only be accessed by those with responsibility for managing records or group activities.


Duration/frequency of activity from (start date/time)

(end date/time)

Group Name ___________________________________________________________

Name of organiser  	

Details of the child/young person

Name of young person   	

Address  	


Date of birth  	

Gender (circle as appropriate)	Male	Female
Other relevant information
(Please mention any medical conditions, special needs or dietary requirements).

Please note that the organisers cannot administer any medication. Should your child require medication or intimate care, please discuss this with the organisers who will work with you to establish how your child can be accommodated, according to relevant policies and procedures.


Guardian contact details

Name  	



Daytime phone number	Code 	

Local no.  	



Home phone number	Code 	

Local no. __________________



In cases of a medical emergency

In the event of illness or an accident, I give permission for medical treatment to be administered to my child, where considered necessary, by a suitably qualified medical practitioner and/or hospital. I understand that every effort will be made to contact me as soon as possible. In an emergency I can be contacted at the telephone numbers provided on the previous page:

Signed 	


Child’s/young person’s consent

I	(insert full name) would like to take part in the event listed on the previous page.

(If relevant please tick the boxes below)

· I understand that photographs may be taken during the group activities, and I give my permission for these to be used in any hard copy/online (delete as appropriate) publications by the	(insert name of Church body).

· I understand that videos (which may include webcam) may be taken during the group activities, and I give my permission for these to be used in any hard copy/online (delete as appropriate) publications by the	(insert name of Church body).

· I understand that during group activities I will be appropriately supervised at all times and will agree to abide by the group’s code of behaviour.

Guardian’s consent

I agree to allow the above-named child/young person to attend meeting(s) of the  	 (insert name of group), at the times and dates stipulated above in accordance with the permission granted by	(insert name of child/young person) above. I understand that there will be suitable supervision and an agreed code of behaviour while the children/young people are in the care of the organisers.
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Signed  	
Relationship to child/young person  ____________________________________________________________

Signed ______________________________  
Child/young person

Name (block letters) _____________________


Form for Dealing with Accidents/Incidents
Group details
Name of group	
Name of group leader	
Names of others present	

Accident details
Date and time of accident/incident	
Name of person involved	
Date of birth of person involved	
Emergency contact details for the person involved (usually parent/guardian)
Name	
Telephone number	
Please describe the accident/incident that occurred (continue on separate sheet if necessary).
	
	
Action taken during and following the accident incident.
	
	
People contacted (include dates and times)____________
If medical attention was required, please note the name and address of the medical facility and the people who treated the person involved in the accident/incident.
	
	
Please detail any follow-up action required.
	
	

Name of person completing this form (print name)	

Signed__________________________________________ Date________________________ 

Form for Use of Jesuit Property by External Groups
We welcome other organisations/groups/individuals within the community using our facilities. While using our facilities, we want to be assured that all reasonable steps have been taken to safeguard children[footnoteRef:1] and young people. The responsibility for complying with good safeguarding practice (including safe recruitment and vetting) rests with the group using Jesuit property and not with the Jesuits. [1: 	The term ‘child’ refers to a person under the age of eighteen years.
] 

The Jesuits has its own policies and procedures in relation to safeguarding children. Any group operating under the name/auspice of the Jesuits will comply with these requirements.
As an outside body, the Jesuits require detailed information in respect of your application to ensure that the safety and well-being of the children, young people and adults that work with them are maintained at all times.
Conditions of use of Jesuit property by outside bodies:
It is the responsibility of any group using Church property to run activities involving children to ensure that they comply with all applicable child safeguarding and protection legislation and guidelines.
The group should have their own child safeguarding policy and procedures. The group is also responsible for liaising with Tusla/HSCT to ensure that the policy and procedures meet the statutory requirements. The Church body cannot assist any outside group in developing a child safeguarding policy.
The Church body should obtain confirmation in writing from the group that they have a child safeguarding policy and appropriate insurance.
We would ask that you complete the following questionnaire. If any response is not applicable (N/A), please provide details of why this does not apply to your organisation.
If you feel your application requires further information, please attach on an additional page. Please indicate when additional information is provided in support of your application.

Name of group/organisation	
Purpose or proposed activities	
User group, e.g. children, adults	
Facilities required	

Date of commencement of use	
Date of completion of use	
Frequency of use 	
Hours of use: 
(1) Commence at ____________________ (a.m./p.m.)
(2) Finish at ________________________ (a.m./p.m.)
Names and addresses of persons who will be in charge during use:
(1)	
Telephone number	
(2)	
Telephone number	
Do you have your own child safeguarding policy and procedures? Yes    No  
Do you have appropriate (public liability and/or employer’s liability and professional indemnity if appropriate) insurance cover for the activity?    Yes    No  
Name of insurance company	
Policy number	
Period of cover	
Limit of indemnity	
To be signed by official/coordinator of the organisation/group.
Signed 	
Print name	
Position	
Date ______________________________________________
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All complaints arising during a Church-related activity (with the exception of complaints about child abuse) should attempt to be resolved by discussion between the parties involved. If this is not possible, this form should be completed and sent to the Church authority.
Name	
Address
	
	
	
Email________________________________ Telephone number	
Details of complaint (continue on separate sheet if necessary).
	
	
	
	
	
	
	
	
	
	
	
	
	

Signature	

Date_____________________________________ 
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1. Name of Community/Work:   

2. Name of Local Safeguarding Representative: 

3. Safeguarding Policy Poster

Where is the Jesuit Safeguarding Poster displayed? 












4. Training and Garda Vetting 
(Section to be completed for all Jesuits living in or attached to the community)

	Name
	Ministry
	Vetting – date renewed
	Training- date completed

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	
	

	
	

	

	
	
	

	

	
	
	

	

	
	
	

	
	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	




5. Employees and Volunteers
	Name
	Role

	Is Garda Vetting or safeguarding training required?

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	

	

	
	



Identify safeguarding development needs of Jesuits, employees and volunteers eg. is safeguarding awareness raising needed, vetting?
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________

6. Safe Recruitment
In recruiting workers and volunteers can you confirm that you are following proper procedures as outlined in the Jesuit Safeguarding Procedures?        [provide link]
________________________________________________________________________________                           		                
7. Activities with Children or Vulnerable Persons
a. Do you facilitate activities or ministry with children or with groups who have children amongst them?     
If yes, please describe in the box below:
  



                                                




b. Do you facilitate activities or ministry with persons who may be vulnerable?
If yes, please describe:









c. Do you rent rooms to any groups who have children present?
Please give information if so:













Signed:     
Date:         
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Irish Jesuit Apostolate
1. Name of Community/Work:   
2. Name of Local Safeguarding Representative: 

3. Safeguarding Policy Poster

Where is the Jesuit Safeguarding Poster displayed? 










In section 4, please list all employees and volunteers, including Jesuits who are on the staff. If Garda Vetting is not required for the role, write N/A. If the person has completed safeguarding training, please give the date.
4. Training and Garda Vetting 

	Name
	Role
	Vetting
	Training

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	


	
	
	

	

	
	
	

	

	
	
	

	

	
	
	



Identify needs of personnel eg. is safeguarding awareness raising needed, vetting?
_________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5. Safe Recruitment
In recruiting workers and volunteers can you confirm that you are following proper procedures as outlined in the Jesuit Safeguarding Procedures?              [Link to procedure]                     		                 
____________________________________________________________________________________________________________________________________________________________________

6. Activities with Children or Vulnerable Persons
d. Do you facilitate activities or ministry with children/Minors  or with groups who have children/Minors amongst them?     
If yes, please describe in the box below:
  






                                                









b. Do you facilitate activities or ministry with adult persons who may be vulnerable or at risk of abuse?
If yes, please describe:









c. Do you rent rooms to any groups who have children/Minors present?
Please give information if so:


_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________




Signed:     
Date:         
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