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NOTICE 

This document is designed to assist in assuring the safety, welfare and well             

being of Schoolchildren, Volunteer Mentors, Suas staff and partner school          

staff. As a volunteer mentor on Suas Literacy Support Programme, you are            

required to confirm that you have read and understand its contents. Obviously            

no document will provide guidelines for every situation, nor should any single            

manual be relied upon as the sole source of safety or welfare information.             

However, this document provides general guidance and procedures.        

Volunteers and staff must use their own training and judgment to determine            

what course of action is best. 

 

1.0 Introduction 

 

1.1 Safety Statement 

Suas takes the health, safety and welfare of all the stakeholders involved in the              

Literacy Support Programme seriously. It is the intention of Suas that any Literacy             

Support Project should be a safe learning environment for the schoolchildren           

participating in it, the mentors volunteering their time to it and Suas staff working on               

it. 

Each Suas Mentor and participant must adhere to all pertinent policies. Lapses in             1

safe conduct (towards oneself and others) can jeopardize the health and welfare of             

all involved. 

Suas Mentors must continually be aware of their own safety and welfare as well as               

that of the schoolchildren that they will be working with.  

We ask that mentors and participant adopt a responsible attitude towards safety and             

welfare while participating in a Literacy Support Project. This means that all            

participants recognise the consequence of their behaviour at all times. 

1 Participant = school child who has been selected by partner school to participate  in a literacy support project  
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Ensuring that an individual’s welfare and personal autonomy is never infringed is a             

duty and responsibility shared by Suas, the mentors and the partner schools. 

We ask that you recognise that you are an ambassador for Suas while on this               

programme and that all your actions will be viewed in this light. Therefore the              

consequences of your actions have potentially a wider impact on other mentors and             

future literacy support projects.  

As such you have a responsibility to read, clarify and agree to adhere to the               

guidelines as outlined in this handbook and to comply with any reasonable questions             

that Suas staff members make of you in the course of the programme. 

 

2.0 General Policies 

Suas Mentors and participants must adhere to all pertinent policies. Lapses in safe             

conduct (towards oneself and others) can jeopardize the health and welfare of all             

involved.  

All Suas Literacy Support Projects’ Sessions are carried out under supervision of the             

partner organisation.  

 

2.1 Safety and Welfare Assessment Procedures 

Suas Mentors must continually be aware of their own safety and welfare as well as               

that of the participants that they will be working with.  

 

2.2 Personal Conduct 

Suas mentors and participants must not engage in conduct that interferes with the             

operation of Suas programmes, discredits Suas or is offensive to other mentors,            

participants, co-workers, donors, beneficiaries, partners, facilitators or visitors. Cases         

of serious misconduct may result in actions up to and including termination from the              

programme. 
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Lack of sleep or poor stress management should be avoided. Drug or alcohol abuse              

while participating in the programme is totally unacceptable. 

Participants, mentors and Suas staff must: 

● Communicate and interact with all individuals in a respectful and positive           

manner 

● Be respectful towards the religious beliefs, attitudes and backgrounds of the           

people you will be working with. In situations where you feel that you must              

question attitudes and practices which are different to your own, this must be             

done in a sensitive and appropriate manner 

 

2.3 Alcohol 

Unauthorised use, possession, sale or distribution of alcohol while participating in the            

programme is prohibited. Being under the influence of alcohol while carrying out any             

programme duties is prohibited.  

 

2.4 Substance Abuse 

The use, presence, sale, distribution, manufacture or possession of illegal drugs or            

controlled substances while participating in the programme is prohibited. Being          

under the influence of drugs while carrying out programme duties is prohibited. 

 

3.0 Responsibilities and Behaviour of Mentors 

This section outlines the responsibilities and expected behaviour of Suas Mentors. 

 

3.1 Responsibility  

Key responsibilities of a Mentor includes the following; 

● Attend all sessions for the project they are signed up to deliver and where this is                

not possible to notify the mentoring coordinator as soon as possible 
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● Ensure a safe environment for the learners 

● Lead by example and act as a role model 

● Give support, guidance and advice on the project  

● Provide motivation, enthusiasm and inspiration 

● Help develop skills and qualities of the participants – technical skills,           

confidence, teamwork etc 

● Build up a good relationship with the participants – comprising of trust and             

respect 

 

3.2 Behaviour 

Mentors act as role models for participants. As such, it is imperative that mentors              

act with a high degree of integrity and responsibility at all times. Specifically it is               

expected that Mentors show the following traits; 

● act consistently in the very best interests of the participants  

● service orientation 

The following behaviour is regarded as totally unacceptable. 

● Use of  your mobile phone while mentoring unless absolutely necessary  

● Inappropriate relations with any participants including communications via        

social networking sites  

● Use of unsuitable, profane or sexually explicit language around the learners 

● Displaying materials (on mobile phones or computers or otherwise) that is           

unsuitable to participants. This includes but is not limited to pornography 

 

4.0 Code of Good Practice 

This section outlines what Suas believes to be ‘Good Practice’ when working with             

children and adults. 

Suas believes that its employees and volunteers must demonstrate behaviour that is            

not only consistent with protocols and legislation, but also demonstrates an           

appropriate set of personal and professional standards. Everybody who works with           
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children has a duty of care to them and this is a responsibility which must be taken                 

seriously.  

The aim of these good practice guidelines is to protect all involved from abuse. By               

setting standards for appropriate behaviour it also protects people who come into            

contact with children from unfounded accusations of improper conduct. 

All volunteers and staff are encouraged to demonstrate exemplary behaviour in order            

to protect themselves from false allegations. The following are common sense           

examples of how to create a positive culture and climate and minimise any risk              

situations for staff or volunteers who come into contact with children.  

The code of good practice includes a ‘Should Not’ section which gives explicit             

clarification of unacceptable forms of behaviour that will result in a formal enquiry             

and which could lead to disciplinary measures being taken, or criminal proceedings            

instituted.  

It is good practice to 

● Treat all people equally with respect and dignity 

● Always put the welfare of each person first 

● Always work in an open environment avoiding private or unobserved          

situations 

● Avoid placing yourself in a compromising or vulnerable position 

● Be accompanied by a second adult whenever possible 

● Avoid doing something that could be misinterpreted by a third party 

● Immediately note the circumstances of any situation which occurs which may           

be subject to misinterpretation by a third party 

● When working with children wait for appropriate physical contact to be           

initiated by the child (e.g. holding a small child’s hand) 

● Ask permission from children, parents and guardians before taking         

photographs 
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● Be aware of the potential for peer abuse and bullying and address it with both               

individuals where possible 

● Avoid placing children in high-risk peer situations (e.g. unsupervised mixing of           

older and younger children) 

● Not stand aside when inappropriate action is being inflicted by children on            

other children e.g. sexually provocative games 

● Not show discrimination of ethnicity, culture, age, gender, disability, religion,          

sexual persuasion or any other status 

● Ensure, in so far as is reasonably possible, that buildings, facilities and            

equipment, used by people, are safe 

● Be aware of the location and contents of the nearest first-aid kits 

● Be sensitive to risks of personal safety and the possibility of unfounded            

allegations that can arise 

● Anticipate and control disruptive behaviour by people by setting clear          

boundaries and maintaining a group contract 

Try not to 

● Show favouritism or spend excessive amounts of time with one child 

● Encourage any inappropriate attention seeking behaviour 

● Show discrimination of ethnicity, culture, age, gender, disability, religion,         

sexuality, or political persuasion 

● Allow participants to engage in inappropriate or high risk games with each            

other 

● Act in any way that intends to embarrass shame, humiliate or degrade a             

person 

Should not 

● Hit or otherwise physically assault or physically abuse any person 

● Use language that will mentally or emotionally harm any person 

● Suggest inappropriate behaviour or relations of any kind 

● Develop a sexual relationship with a child 
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● Kiss, fondle or touch a child in an inappropriate or insensitive way 

● When working with children do things of a personal nature that a child could              

do for him/herself, including dressing and bathing 

● Condone or participate in behaviour that is illegal or unsafe 

 

To protect both participant and mentor from any of the above we stress that              

mentors should not be alone in any circumstance with any one participant in             

an unobserved situation or in the absence of another adult. 

 

5.0 Responding to a Disclosure  

This section details gives guidelines on how to respond in the event of a person               

disclosing an incident of abuse. 

 

In the event of a person disclosing an incident of abuse it is essential that this is                 

dealt with sensitively and professionally by the staff member/mentor involved. The           

following are guidelines to support the worker/mentor in this:  

● Inform the young person of your duty to report their disclosure as early as              

possible in the conversation. Never agree to keep the disclosure secret 

● React calmly, an over-reaction may intimidate and increase any feelings of           

guilt 

● Listen carefully and attentively; take the young person seriously; the child is            

taking a risk by telling you this, you should try to ensure that the child's               

experience of telling is a positive one 

● Reassure the young person that they have taken the right action in talking to              

you 

● Ask questions for clarification only. Using open-ended questions such as "Do           

you want to tell me about this?" Be mindful not ask leading questions such as               

“Did Joe Bloggs do this to you?” 
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● Check back with the person that what you have heard is correct and             

understood; being mindful not to make the person repeat the story           

unnecessarily 

● Recognise the inherent difficulties interpreting what is said by immigrants or           

people with communication difficulties 

● Do not express any opinions about the alleged abuser 

● Record the conversation as soon as possible, in as much detail as possible.             

Sign and date the record 

● Treat the information confidentially 

● Pass the information to a member of the partner organisation (Supervisor)           

and the Mentor Coordinator and record this report 

 

5.1 Confidentiality  

It is essential in reporting any case of alleged/suspected abuse that the principle of              

confidentiality applies. The information should only be shared on a ‘need to know’             

basis and the number of people that need to be informed should be kept to a                

minimum.  

It is the duty of the Mentor/Coordinator reporting the incident to keep the information              

to a strictly confidential ‘need to know’ basis. Information pertaining to an incident             

should be kept out of the public domain and only people directly involved in the               

incident, the relevant Staff and Child Protection Team should have access to the             

information. 

 

6.0 Reporting an Incident to the Suas Core Team 

This section deals with best practice in dealing with an “incident” during a Literacy              

Support Project. 

 

An incident for the purposes of this section may include the following: 
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● A situation where a participant, mentor or member of Suas staff becomes            

suddenly ill or gets injured 

● Any situation that concerns a mentor or member of Suas staff sufficiently to             

be classified as such 

 

The Mentor Coordinator should always keep a notebook and pen at all times to              

document the incident.  

 

If an incident occurs the mentor should contact 

1. A member of the partner organisations staff and report the incident           

immediately 

2. The Mentor Coordinator 

3. The Literacy Support Programme Manager or a member of Suas staff 

 

When discussing the incident with the Mentor Coordinator / Suas staff:  

a) Confirm the name of the participant(s) involved 

b) Confirm the name of the mentor(s) involved 

c) Confirm the location of the emergency / incident 

d) Confirm the telephone number that you are calling from - so that if you get cut                

off you can be contactable 

 

When confirming the details of the incident, Suas staff will request the following             

information if / where relevant:  

 

Contact Information:  

● Location and telephone number of the person reporting the incident 

● The name, title, telephone and fax number for any official in charge of the              

situation (e.g. Attendant doctor / police officer and / or other health            

professional) 

● The names of any family, friends or others who may have already been             

contacted about the emergency and a description of what information was           

conveyed to them  
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Circumstances of the Incident: 

● The physical and psychological condition of the person(s) 

● The imminent risk to participants/mentors if they remain where they are 

● Whether adequate medical attention is available 

● The precise nature of medical treatment the participant has received / is            

receiving 

● If a participant / mentor has been injured, assaulted or raped, the details of              

the accident or attack and the on-site response and subsequent follow up to             

the emergency 

● If a participant / mentor is missing, for how long and whether search and              

rescue operations are available or already being used 

 

Ending a call  

Before ending a call to Suas staff 

● Summarise the next steps each of you will take 

● Arrange a time when you will next call 

 

If in the extremely unlikely event that a member of the partner organisation and the              

Mentor Coordinator are unavailable and it is felt that a child is at immediate and              

serious risk of harm then the mentor should contact Suas Literacy Support            

Programme Manager. If this person is also unavailable the mentor should contact            

the local HSE Child and family duty social work service or local Garda station (if               

outside working hours) for advice. For contact details, see Appendix 4. 

 

Post Incident Review 

All relevant details, post an incident or a possible major incident, should be captured              

as soon as is possible. A review will be held by the Incident Management Team               

(Suas staff) in collaboration with the relevant personnel and mentor(s) when the            

incident case has been closed.  

 

Suas Staff  

See Appendix 4 for Contact Details.  
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Incident Management Guidelines 

In essence the guidelines to managing a serious incident can be reduced down to              

three parts: 

1. Stay Calm 

2. Take Action, as appropriate 

3. Make Contact with a member of the partner school, your Mentor Coordinator and             

a member of Suas staff 
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Appendix 1:  ‘Definitions within the Policy’ 

 

Key definitions used in this policy 

Child: A child as defined in the UN Convention on the Rights of the Child is anyone                 

under the age of 18.  

Child abuse: The World Health Organization defines “child abuse” or “maltreatment”           

as all forms of physical and/or emotional ill-treatment, sexual abuse, neglect or            

negligent treatment or commercial or other exploitation, resulting in actual or           

potential harm to the child’s health, survival, development or dignity in the context of              

a relationship of responsibility, trust or power. Child abuse is categorized under four             

main forms – physical, sexual, emotional and neglect. Child abuse takes place both             

within the family and outside it – for example, in institutions (the criminal justice              

system), at work (child labour), on the streets (street children), in war zones (child              

soldiers) and emergencies. Abuse can also be perpetuated by professionals or other            

adults employed in positions of trust who work with children. Discrimination,           

harassment and bullying are also abusive and can harm a child both physically and              

emotionally.  

Physical abuse is the actual or likely physical injury to a child, or failure to prevent                

physical injury or suffering to a child.  

Sexual abuse is the actual or likely sexual exploitation of a child or young person.               

Sexual abuse includes rape, incest, and all forms of sexual activity involving children             

including pornography.  

Emotional abuse is the actual or likely adverse effect on the emotional and             

behavioural development of a child caused by repeatedly rejecting and humiliating           

them or denying their worth and rights as human beings.  

Child protection is the broad term used to describe the philosophies, policies,            

standards, guidelines and procedures to protect children from both intentional and           
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unintentional harm. Healthlink Worldwide Child Protection Policy: and Procedures for          

Working with Children 2. 

The WHO definition of Child Abuse is taken from the Report of the Consultation on               

Child Abuse Prevention WHO 1999.  

 

Reasonable Grounds for Concern 

A report must be made when a person has reasonable grounds for concern that a               

young person may have been abused, is being abused, or is at risk of abuse. The                

following examples constitute reasonable grounds for concern: 

● Specific indication from the young person that she/he was abused 

● An account by the person who saw the young person being abused 

● Evidence such as injury or behaviour which is consistent with abuse and            

unlikely to be caused in another way 

● Consistent indication, over a period of time that a child is suffering from             

emotional or physical neglect. (It should be noted that Suas staff and mentors             

will rarely be in an appropriate position to make informed judgements           

regarding this ground for concern. Any queries or concerns in this regard            

should be discussed and actions authorised through the Child Protection          

Officer) 

 

A suspicion, not supported by any objective indication of abuse or neglect, does not              

constitute a reasonable suspicion or reasonable grounds for concern 
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Appendix 2:  ‘Recognising Child Abuse’  

Definition and Possible Physical and Behavioural Indicators of Child Abuse  

 

Neglect: Neglect can be defined in terms of an omission, where the child suffers              

significant harm or impairment of development by being deprived of food, clothing,            

warmth, hygiene, intellectual stimulation, supervision and safety, attachment to and          

affection from adults, medical care. Neglect generally becomes apparent in different           

ways over a period of time rather than at one specific point.  

 

Possible indicators of neglect are:  

Frequent minor or serious injuries  

Untreated illness  

Hunger, lack of nutrition  

Tiredness  

Inadequate and inappropriate clothing  

Lack of supervision  

Low self esteem  

Lack of peer relationships  

 

Emotional abuse: Emotional abuse is normally to be found in the relationship            

between a caregiver and a child rather than in a specific event or pattern of events. It                 

occurs when a child’s need for affection, approval, consistency and security are not             

met. Unless other forms of abuse are present, it is rarely manifested in terms of               

physical signs or symptoms.  

 

Possible indicators of emotional abuse are:  

Unreasonable mood and/or behavioural changes  

Aggression, withdrawal or an ‘I don’t care attitude’  

Lack of attachment  

Low self esteem  
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Attention seeking  

Depression or suicide attempts  

Persistent nightmares, disturbed sleep, bedwetting, reluctance to go to bed  

A fear of adults or particular individuals e.g. family member, babysitter or indeed             

excessive clinginess to parents/carers  

Panic attacks  

 

Physical Abuse: Physical abuse is any form of non-accidental injury or injury which              

results from wilful or neglectful failure to protect a child.  

 

Possible indicators of physical abuse are:  

Frequent bruising, fractures, cuts, burns and other injuries  

Torn clothing  

Bite marks burns or welts  

Bruises in places difficult to mark e.g. behind ears, groin  

Undue or unnecessary fear  

Aggressiveness or withdrawn  

Absconding frequently from home  

 

Sexual abuse: Sexual abuse occurs when a child is used by another person for his                

or her gratification or sexual arousal or for that of others.  

 

Possible indicators of sexual abuse are:  

Over affectionate or inappropriate sexual behaviour  

Age-inappropriate sexual knowledge given the child’s age, which is often          

demonstrated in language, play or drawings  

Fondling or exposure of genital areas  

Hints about sexual activity  

Unusual reluctance to join in normal activities which involve undressing, e.g. games/            

swimming  
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Indicators of Abuse are Not Facts  

It is important to stress that no one indicator should be seen as conclusive in itself of                 

abuse; it may indeed indicate conditions other than child abuse. A cluster or pattern              

of signs is likely to be more indicative of abuse. Signs must also be considered in the                 

child’s social and family context as child abuse is not restricted to any             

socio-economic group, gender or culture. It is important to always be open to             

alternative explanations for possible physical or behavioural signs of abuse. 

  

17 | Page 
 



Appendix 3: Suas Incident Report Form 

*Required 
 
Your Name * 
Name of the person completing the form 
  
Name (s) of affected/injured party * 
Please note if more than one person was directly affected it may be required to complete 
separate incident reports 
  
Date of Incident * 
If this is an ongoing issue or one that unfolded over a period of time, then please write 
"ongoing" or "developing" below. Otherwise please give the exact date of the incident. 
Format (dd:mm:yy). 
  
Time of Incident * 
If this is an ongoing issue or one that unfolded over a period of time, then please write 
"ongoing" or "developing" below. Otherwise please give the exact time of the incident. (24 
hour format). 
  
Exact Location of Incident * 
  
Initial Categorisation of Incident * 

● Minor - Some professional support needed, relatively small concerns. 
● Medium - Professional support needed, recurring smaller incidents, substantial 

concerns. 
● Major – Serious incident, long term injury to volunteer(s), large disruption to 

volunteer(s) service to Partner.  
  
Description of Incident * 
Factual, please include any factors that led to the incident, what the affected party was doing 
when the incident occurred, any unsafe behaviour or conditions, any substances involved 
etc 
  
Witnesses to the Incident / Other People Involved * 
Please list any other people that witnessed the incident or involved in the incident 
  
Impact on Individual * 
Please give details of the effects of this incident on the affected party 
 
Impact on Others 
Please give details of the effects of this incident on others e.g. the team, Partner, City team  
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Appendix 4:  Contact Details 
 

Suas Literacy Support Programme 

suasireland@suas.ie 

01-6621410 

 

Suas Ireland Project Managers: 

David Redmond 

davidr@suas.ie 

Jenny Spain 

jenny@suas.ie 

Emily Bourke 

emily@suas.ie 

 

 

 

Dublin  

 

 

Store St Garda Station, Store Street, Dublin 1 01 6668000 

 

Duty Social Work Department, 492 North Circular Road, Parkview, Dublin 1.  

01 8566856 
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Policy Confirmation Form 

Suas Literacy Support Programme Policy V1.3 

 

 

Please read this policy carefully to ensure that you understand its contents before 

signing this document.  

 

 

 

I hereby confirm that I have read and understood Suas Literacy Support Programme 

Policy & Guidelines and agree to abide by its contents for the entire duration of my 

volunteering as a mentor on Suas Literacy Support Programme. 

 

 

 

Signature:  

 

________________________________________________________________ 

 

Printed Name:  

 

_________________________________________________________________ 

 

Date:  

 

_________________________________________________________________ 
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