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STATEMENT OF INTENT 
Replay Theatre Company values children, and centres its activities on their welfare, enjoyment and 
comfort. We strive to develop children’s self-esteem, encourage each child to contribute to, and 
participate in activities, and reward their efforts as well as their achievements. 

 
This policy has been approved and endorsed by senior management and the Board of Trustees. 

 
PRINCIPLES OF GOOD PRACTICE 
At all times, Replay will: 

 
• Treat children and young people with care, respect and dignity 
• Put the welfare of the above groups at the heart of all our work 
• Ensure communication with all groups is open and clear 
• Assess the risks to children and young people of its activities 
• Recognise their rights as individuals and accord them the respect they deserve by considering, 

listening to, acknowledging and valuing their opinions and needs 
• Train all staff in safeguarding issues 
• Review its policy and procedures regularly 
• Remember that valuing children means valuing workers as well: insisting on safe practices, 

eliminating the need for staff to take risks and providing them with support will make for a 
healthier organisation 

 
Code of Conduct 
All Replay staff must sign up to and abide by the Code of Conduct within this Policy. The induction of 
staff will include detailed discussion of the requirements of this Code. 

 
Any breach of the code of conduct will result in relevant disciplinary action. 

 
Recruitment and Induction of Staff 
Replay is committed to equality and fair treatment of all core staff, freelance employees and potential 
candidates for posts within the company. Replay is also committed to ensuring that the welfare of the 
person is of paramount consideration and that company recruitment systems do not increase or ignore 
the potential risk of harm to the children and young people with whom Replay works nor do they 
compromise or put at risk individual staff members or candidates. 

 
Replay is currently a registered body with Access NI, and requires enhanced disclosures from all staff 
that have regular contact with children. As part of Replay’s recruitment and selection process, offers of 
employment to positions where working with children is an expected part of the job will be subject to an 
Access NI check. This applies to persons engaged on staff, casual or freelance contracts. 

 
Information on Access NI can be found in Appendix A alongside a list of useful contacts in Appendix B. A 
detailed operational document on recruitment and selection can be found in Appendix J: Safeguarding 
Recruitment Policy and Appendix K: Policy on the Recruitment of Ex-offenders. 
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Induction and Training 
 

Core Staff 
Training on safeguarding will form part of the company induction programme, and will then be updated 
on an annual basis, or as updates are required. A copy of the training register can be found in Appendix 
G. 

 
Induction for Project-based Employees 
For all staff employed on project-based contracts, a practical induction session will be a compulsory 
element of the preparation period of any project. The content will cover all aspects of the company’s 
policy and procedures and will have additional elements depending on the nature of the activity to take 
place. The practical advice and written guidelines will be reviewed and updated regularly in accordance 
with changes in legislation and best practice. A copy of Replay’s induction register can be found in 
Appendix F. 

 
 

Use of photographic/filming equipment 
Replay will request all relevant consent in advance of any filming or photography and will adhere to the 
following guidelines: 

 
• Will provide a clear brief about appropriate content and use of image 
• Identify photographer to host group 
• Will not permit unsupervised access to children 
• Avoid using full names if image is used 

 
All consent forms will be stored in line with data protection legislation. A copy of Replay’s filming and 
photography consent form can be found in Appendix H. 

 
Reporting Systems 

 
Replay is aware of the importance of responding to, reporting and recording concerns, allegations and 
disclosures and following the correct reporting processes to support any investigation. 

 
This is highlighted by: 

 
1) Appointing a Designated Officer to deal with safeguarding issues 

The Designated Officer will be the Finance and Operations Manager. 

Their role is to: 

• Be the first person staff, volunteers or members of the public approach with concerns 
• Train all stakeholders in the safeguarding policy 
• Ensure that safeguarding policy and procedures are being implemented 
• Contact statutory organisations about concerns and make referrals if necessary 

Contact details for Replay’s Designated Officer can be found in Appendix E. 
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2) Providing guidelines as to what constitutes a safeguarding concern and on how to respond to such 
concerns 

 
What constitutes a safeguarding concern? 

 
A concern which relates to the possibility of a person suffering harm or abuse. The most likely examples 
of this in the context of Replay activities are: 

 
• Worrying remarks made by a child, young person or vulnerable adult 
• Situations where a child, young person or vulnerable adult has been exposed to potential risk of 

harm 
• Concern about the behaviour of a worker (e.g. inappropriate or unacceptable behaviour, 

negligence or favouritism) 
• Disclosures –when a child, young person or vulnerable adult tells you that they are/have been 

harmed or abused in any way 
 

Please refer to Appendix C for further information. 
 

Responding to concerns 
 

It is not Replay’s responsibility to investigate any concern, or decide whether or not it constitutes abuse. 
Employees simply need to ensure that all information is passed to the Designated Officer without delay. 

 
All concerns should be recorded, no matter how insignificant the information may seem. 

In the case of a person disclosing abuse, Replay employees should: 

• Follow recommended practice re dealing with disclosures detailed in induction process 
• Find designated Safeguarding Officer/ Teacher and report concern 
• Complete report form: form should then be copied leaving one with Safeguarding Officer 

Teacher and retaining one. A copy of the report form can be found in Appendix D. 
• Notify Replay Designated Officer at earliest opportunity 
• All records will be held confidentially and supplied for any further investigation 
• Employees will be supported in any investigation even after their contract of employment has 

ended 
 

Should the Safeguarding Officer/ Teacher of the host organisation not be available: 
 

• Employees should notify the Designated Officer immediately who will then follow up with the 
Safeguarding Officer/ Teacher when available. Employees will need to make themselves available 
should a meeting be required 

 
In the case of an allegation made against a Replay employee: 

 
In such circumstances, Replay has a dual responsibility in respect of both the child and the worker. In 
general, it is recommended that the same person should not have responsibility for dealing with the 
reporting issues and the employment issues. Within Replay, this means that the reporting element will 
fall to the Safeguarding Officer and the employment element will fall to the Chief Executive. 
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Workers can be subjected to malicious allegations. Therefore, any allegation of abuse should be dealt 
with sensitively and support for staff provided. 

 
 

3) Implementing a procedure for recording and reporting information in a confidential manner 
 

1. When the allegation comes from a member of staff of a host organisation, the designated 
Safeguarding Officer of the host organisation will be responsible for notifying the authorities and 
initiating the appropriate procedures. The Safeguarding Officer will also be responsible for notifying 
Replay's Designated Officer at the earliest opportunity. 

2. When an allegation is made by a Replay employee about a colleague, Replay’s Designated Officer 
will be responsible for notifying the authorities. 

3. Any employee against whom an allegation is made will be suspended by Replay on full pay for the 
duration of their contract or until such time as the investigation is complete. Allegations made 
against core staff should be notified to Replay's Board of Directors through the Chair. 

 
In all cases: 
1. If no system is in place within the host organisation or if Replay feels it is either inappropriate or 

ineffective to notify them, Replay will take steps to notify the appropriate authorities, i.e. the police 
or social services. 

2. Replay's Board of Directors will be notified when an incident has taken place. 
 
 

If Replay dismiss or cease to use any employee or volunteer because it is thought they have harmed 
or pose a risk of harm to a child, young person or vulnerable adult, Replay will refer this information 
through the appropriate channels. 

 
 

COMMUNICATION OF THE POLICY 
 

Replay is committed to promoting awareness of issues that may cause harm to children, young people 
and vulnerable adults and raising understanding of their rights as individuals. Replay is also committed 
to promoting good practice generating a culture of 'openness' within its own work and in a wider 
context. 

 
Replay will communicate its policy practically, publicly and in the promotion of good practice. 

 
Practical Communication 
Replay will draw attention to its policy in its literature and guidelines sent to host organisations. It will 
make them aware of its reporting and complaints procedures and gather information on their policies. 
Where appropriate, it will provide supplementary information for distribution to parents and carers. 
Host organisations such as theatres will be notified of the policy and where appropriate will be provided 
with notices for display and other relevant literature. 

 
Public Communication 
Replay will make its safeguarding policy and procedures available through its web-site. Where 
appropriate, it will carry literature relating to its policy for distribution to members of the public. It will 
also be open to enquiries, concerns and complaints about issues relating to safeguarding. It will gather 
information about practices engaged by other organisations and will contribute to wider debates about 
training and appropriate behaviour. Further information on this can be found in Appendix I. 
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Promotion of Good Practice 
Replay will make the welfare of the person a paramount consideration in all areas of its work. It will 
stipulate that its host schools/organisations must have in place mechanisms and procedures relating to 
safeguarding. 

 
Management and Monitoring 
Replay is committed to managing the implementation of this policy in full and ensuring that it is 
reviewed annually and amended as necessary. 

 
Responsibility for Management 
Final responsibility of the policy will rest with the Board of Directors of Replay Theatre Company. The 
daily and ongoing management of the policy will be undertaken by the Finance and Operations Manager 
taking a lead role in record-keeping and implementation of procedures. All other employees regardless 
of their length of contract or duties will have a responsibility to adhere to the organisation's 
safeguarding policy and follow all procedures as required. 

 
Monitoring 
 Replay will monitor its recruitment, selection and vetting procedures to ensure potential candidates 

are compliant with the requirements of this policy 
 Induction and training will be recorded for all staff and with each new intake of project-based staff. 

Replay will keep a record of those employees who return for subsequent contracts and provide 
references as appropriate 

 Replay will keep detailed and accurate records of any reported incidents, allegations or concerns and 
comply with all requirements to supply information as appropriate in line with data protection 
legislation 

 Replay will be pro-active in gathering information on changes in law and practice and disseminate 
these/review procedures as appropriate 

 Replay will retain all relevant records and will hold confidentiality as a primary consideration. 
 Replay Board of Directors will make spot checks to ensure all procedures are being fully 

implemented 
 
 
 

Review 
Replay will review its policy annually alongside other company policies. This will be undertaken at Board 
level. The review will take into consideration: 
 Any issues that have arisen during the year from the implementation of the policy 
 Any incidents reported and their implications for changes to be made 
 Comments and suggestions from any source 
 Changes in legal responsibility or recommended practice 
 Issues arising from outside the sphere of safeguarding (e.g. changes in other legislation) 

 
Any amendments required to policy and procedures will be discussed and approved at a Board meeting. 
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Code of Conduct 
 

This document outlines how Replay expects its employees to behave when representing the company. 
While it does not cover every possible situation that might arise, it will help employees use their 
judgement, to act and respond appropriately and avoid situations that are risky, inappropriate or open 
to misinterpretation. 

 
Workshop facilitators will need to be particularly sensitive to how their behaviour impacts on children, 
young people and vulnerable adults. All guidance should be applied before and after activities as well as 
during. 

 
Any breach of the Code of Conduct will result in disciplinary procedures. 

DO: 

• Show respect, be patient and listen 
 

• Treat and value children as individuals 
 

• Treat children with consistency, fairness and equality 
 

• Set a good example by using appropriate language, attitude and demeanour at all times 
 

• Wear Replay branded clothing or visitor passes as provided by host organisation as relevant 
 

• Conduct activities within sight or hearing of others. Where possible involve more than one 
person in a conversation 

 
• Offer support and empathy in a manner appropriate to age, stage and gender of a young person 

- always in an open and transparent/guardian manner and within context e.g. if child is 
distressed. 

 
• Listen to the host group staff as they will have a longer and more complex relationship with the 

children 
 

• Stop or cancel activities if conditions are unsafe or unreasonable demands are being made 
 

• Work out or consult with Replay in advance to agree appropriate discussion topics and exit 
strategies, if an activity has a particularly sensitive or emotional content. Replay will always 
provide host groups with resources and guidance for pre-work and follow-up 

 
• Keep physical contact to an appropriate level. What that level is in relation to a specific activity 

should be discussed with the company beforehand and then with the lead contact person in the 
host organisation. Be prepared to adjust the activity to allow for changing circumstances 

 
• Avoid excessive physical contact with children, young people and vulnerable adults and refrain 

from activities such as wrestling or tickling. Ask the person if a particular physical activity is okay 
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• Identify a lead contact in each host group and the lead contact person from Replay, in most cases 
the Company Stage Manager. Make sure everyone including the children and young people know 
who they are 

 
• Be aware of person safety when arriving at the venue. Be prepared to have other employees 

walking in front of, behind or beside the vehicle, particularly if the vehicle must cross a 
playground. Keep vehicles locked at all times 

 
• Stay in prescribed areas and avoid wandering around the facilities 

 
• Use staff not children’s toilets and always ask for a private changing area. If neither is available, 

establish a system with the host group to make them ‘out of bounds’ while Replay is using them 
 

• Secure equipment of any kind that could be used unsafely or as a weapon (scissors, staple guns, 
penknives, etc) - these must be kept away from children 

 
Never: 

• Work or perform without supervisory staff/volunteers present. The host organisation is 
responsible for supervising children and no Replay employees – individually or together – should 
be left alone with children for any length of time. 

 
• Allow young people to use language that is deemed inappropriate or offensive to others within 

the group. 
 

• Abuse privileges/own position. 
 

• Give your personal contact details to children; organisational details should be used instead. 
 

• Invite/accept invites from young people for personal social networking websites. 
 

• Hit or physically assault or abuse children 
 

• Show favouritism towards a person 
 

• Comment on personal appearance or dress 
 

• Promise to keep secrets 
 

• Belittle or demean 
 

• Embarrass, ignore or single out a person 
 

• Allow or engage in inappropriate touching 
 

• Engage in sexually provocative games 
 

• Allow children and young people to engage in abusive peer activities, e.g. bullying, mocking 
 

• Offer lifts to children or young people or permit them to travel in the company vehicle 
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• Arrange meetings with children or young people outside organised activities without the prior 
consent of parents and Replay 

 
• Bring any alcohol into a host organisation, even for consumption during non- working hours 

 
• Turn up for work smelling of alcohol 

 
• Smoke inside school grounds, or in the presence of children or young people 

 
• Bring any type of prescription drugs into a host organisation, unless medically necessary. If 

necessary (e.g. inhaler, epi –pen) ensure they are kept on your person at all times, or with the 
host organisation 

 
• Bring items of value. These should be left at home or given to the Company Stage Manager or 

host group during activities. Mobiles must be switched off during all activities 
 

• Swear; bad Language and having conversations of an adult nature should be avoided while in the 
host organisation. Many schools and groups have ‘no swearing’ policies which Replay must 
respect 

 
• Undermine, ridicule or insult the staff or volunteers of a host group 

• Offer alcohol, cigarettes or drugs (even headache tablets) to a person 

Physical contact 
There will be instances when physical contact with a child is unavoidable and in fact, necessary 

 
Appropriate 
• Context dependent touch within a controlled and supervised environment (e.g. demonstrations for 
dance, music, drama or singing e.g. a teacher demonstrating a breathing technique). 
• Assistance to avoid embarrassment (e.g. offering to help a young person to their feet if they fall). 
• Support & guidance for performing arts (e.g. lifting/positioning/spotting). 
• Preventing injury (e.g. catching a falling child, appropriate restraint). 
• Handshake and ‘hi-fives’ 
• Group hug at the end of class/following a performance as a means of congratulations. 
• Undertaking personal care (e.g. for very young or disabled children) only with the full consent of 
parents/guardians and, if possible, by a worker of the same gender. In an emergency, personal care 
should only be undertaken with the full consent of a leader/supervisor and parents/guardians should be 
fully informed as soon as possible, if it was not possible to contact them beforehand. 
• Fitting harnesses/checking safety equipment for ‘flying’. 
• Assisting children with planned costume changes in the wings/backstage. 

 
Inappropriate 
• Touch which is unnecessary/unexplained/out of context/out of normal environment/in response to 
adult’s needs/without consent. 
• Sustained and prolonged ‘appropriate’ touch. 
• Kissing and hugging. 
• Touch in breast, groin or buttocks. 
• Slapping/hitting (even in jest). 
• Holding hands. 
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In addition, physical touch should only occur: 
• when it is appropriate to the age and developmental stage of the child. 
• in response to the particular needs of the child. 

 
A worker who feels something may have been misconstrued should address this without delay with the 
young person/other workers and tell a supervisor. 

 
Workers should bear in mind that children are individuals and any resistance from a child should be 
respected. A worker should not pressurise a young person to continue with a particular activity if the 
young person communicates or displays anxiety or distress. 

 
 

Recruitment 
 

Robust recruitment and selection procedures will help organisations to screen out unsuitable 
individuals and prevent them from working with children and young people 

 
Replay can identify 3 groups of potential employment or involvement: 

 
1. Core permanent and/or senior staff (both full-time and part-time) 

All core staff must be subject to some level of vetting. The level of vetting is detailed below. 
 

Executive Director – Although there may be minimal contact with children this is the most senior 
staff post and will have some infrequent contact e.g. attendance of performances and workshops, as 
a matter of best practice, this post should be subject to enhanced disclosure without barred list 
check every 3 years. 

 
Artistic Director – There are occasions e.g. during creative consultations on Early Years or PMLD 
projects, where there would be regulated activity. As a result, the Artistic Director should have an 
Enhanced Check with a Barred List check on an annual basis. 

 
Operations Manager – as the lead signatory for checks and the Designated Officer for safeguarding 
issues, this post is subject to an Enhanced Disclosure with annual checks. 

 
Administrative Officer 
There is no requirement for any form of check as there is no unsupervised contact with children on 
any occasion. 

 
Special Educational Needs Co-ordinator 
There are occasions e.g. during creative consultations on Early Years or PMLD projects, where there 
would be regulated activity. As a result, the SEN Co-ordinator should have an Enhanced Check with a 
Barred List check on an annual basis. 

 
2 Board Members 

The position of trustee of a children charity is no longer a regulated activity in itself. However, 
because everybody within the pre-September 2012 definition of regulated activity will remain 
eligible for enhanced checks, a trustee of a charity who no longer falls within the new definition 
would still be eligible to obtain an enhanced check, (but without a barred list check). It is therefore 
recommended that on induction, all new Board members undergo an Enhanced check. 
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3 Project staff 
 

For all other freelance staff, a decision must be based on whether the post will be considered 
regulated activity. 

 
Regulated activity is 
• Unsupervised activities: teach, train, instruct, care for or supervise children, or provide 

advice/guidance on well-being, or drive a vehicle only for children 
 

• Work for a limited range of establishments with opportunity for contact: e.g. schools, children’s 
homes, childcare premises 

 
For work to be deemed regular under either of these definitions it has to be regular. Regular is 
defined as ‘once a week or on 4 or more days in a 30-day period’. 

 
There will be few occasions when any of our artists are engaged in regulated activity – standard 
school tours no longer fall under this definition. Periods of creative development where there is 
ongoing contact with the same group of children or young people, however do fall within the  
bounds of the definition. 

 
For simplicity of communication, each contract issued for a project will specify what type of check 
the post is subject to, and will ask if there is any reason why the person cannot work with children or 
young people. 

 
 

Replay will put in place the following step-by-step system to secure and monitor its recruitment system: 
 

• Job descriptions will be provided for all posts, giving details of level of disclosure required 
• All personnel engaged with the company will be asked if there is any reason they cannot work 

with children 
• Obtain 2 written references 
• Complete relevant Access NI checks 
• Obtain 3 forms of identification 
• Set a probationary period (if applicable) 
• Interview candidates (if applicable) 
• Sign written agreement to abide by Code of Conduct 
• Ensure all new recruits undergo an induction process and are familiar with safeguarding policy 

and procedures. 
 

For detailed information on recruitment, please see Appendix J 
 
 
 

Signed: 
 

Chair, Replay Theatre Company on 5th Sept 2016 
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Appendix A - ACCESSNI 
 

WHAT IS IT? 
 

AccessNI is the system for the disclosure of an individual’s criminal history to help organisations make 
safer recruitment decisions. It was established in April 2008 by the Northern Ireland Office as a result of 
the introduction in Northern Ireland of Part V of the Police Act 1997. Since then AccessNI has moved 
under the Department of Justice. 

 
HOW DO I REGISTER? 

 
Registered Bodies can process applications for standard and enhanced checks. Typically, a Registered 
Body will be an employer seeking disclosures as part of the recruitment process. Registered Bodies must 
submit over 20 applications a year to maintain their status. To become a Registered Body, an 
appropriate person, such as a senior staff member within the organisation, must complete a registration 
form and submit this to AccessNI. If approved, this person will then become known as the Lead 
Signatory and will be the first point of contact for AccessNI. The registration process will cost £150. 

 
Once registered, the Lead Signatory may appoint Counter Signatories to assist in applying for and 
receiving disclosure certificates. The registration form should be used for all subsequent applications for 
Counter Signatories. A charge of £10 will be made for each Counter Signatory application. 

 
Organisations who are not Registered Bodies can use the services of an organisation which has already 
registered with AccessNI and can deliver all of the necessary services on their behalf - an Umbrella Body. 
Full details of Umbrella Bodies are available on the AccessNI website. 

 
LEVELS OF CHECK 

 
There are different levels of disclosure certificates available through AccessNI, each returning different 
levels of information. Individuals can apply directly to AccessNI using the appropriate application form 
to obtain a Basic Disclosure. Standard and Enhanced Disclosures can only be accessed through 
Registered/ Umbrella Bodies. 
A summary of the information disclosed on each level of check is set out below: 

 
Level of Check Unspent 

Convictions 
Spent 
Convictions 

Barred Lists Relevant Police 
Information 

Basic Yes No No no 

Standard Yes Yes No no 
Enhanced Yes Yes Yes* Yes 

 
* REGULATED ACTIVITY Work which a barred person must not do is known as ‘regulated activity’ and is 
defined in the Safeguarding Vulnerable Groups (Northern Ireland) Order 2007 (as amended by the 
Protection of Freedoms Act 2012). Organisations must ensure that they do not ‘knowingly employ’ a 
Barred person in regulated activity and should request an Enhanced Disclosure with Barred List check on 
these applicants prior to their appointment. 
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Posts which are outside the scope of regulated activity, but which involve a significant degree of contact 
with vulnerable groups may be eligible for an Enhanced Disclosure without Barred list check. 

 
COST 
Registered bodies can apply for the appropriate disclosure using the AccessNI application form. The 
following charges apply. 
Basic Disclosure   £26 
Standard Disclosure  £26 
Enhanced Disclosure  £33 
 

 

VOLUNTEERS 
Checks for volunteers are FREE except where the volunteering is directly for a statutory organisation or 
where a non-profit organisation is delivering statutory services under contract or in a specific project for 
which that organisation has received funding from Government which includes provisions covering the 
costs of Standard and Enhanced Disclosures for volunteers. 

 
THE DISCLOSURE AND BARRING SERVICE 
The Disclosure and Barring Service (DBS) is now responsible for maintaining the list of individuals barred 
from engaging in regulated activity with children and/or adults across England, Wales and Northern 
Ireland. Organisations who have permanently removed an individual from regulated activity (or would 
have done had the employee/volunteer not left) because of harm or risk of harm to vulnerable groups 
must refer this individual to the DBS who will consider whether the person should be placed on a Barred 
list. More information on the DBS referral process is available on the Disclosure and Barring Service 
website. 
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Appendix B 
Useful Contacts 

 
ACCESS NI www.nidirect.gov.uk/accessni 

0300 200 7888 
ACE (Advisory Centre for Education) 
Advice on bullying 

www.ace-ed.org.uk 
Helpline 0300 0115 142 

Bullying UK 
Good advice for children on bullying is 
outlined here - how to recognise it, and what 
to do if you are the victim or know of 
someone who is. For those unwilling to tell 
anybody, help is available on the site via 
email. 

www.bullying.co.uk 

Child Exploitation Online Protection www.ceop.police.uk 
Child Protection in Sport Unit (CPSU) www.thecpsu.org.uk 

0203 222 4246 
Childline Northern Ireland 
Childline has helped hundreds of thousands 
of children in trouble or danger. Also check 
out their website. There are fact sheets on 
many subjects including bullying. 

www.childline.org.uk 
Helpline 0800 11 11 

Children’s Law Centre www.childrenslawcentre.org.uk 
CHALKY Helpline 0808 808 5678 

Department Of Culture Arts and Leisure www.dcalni.gov.uk 
Department of Health, Social Services and 
Public Safety 

www.dhsspsni.gov.uk 

Disclosure and Barring System www.gov.uk/government/organisations/disclosure- 
and-barring-service 

Domestic Violence www.womensaid.org.uk 
Health www.kidsallergies.co.uk 
Health and Social Care Trust Gateway 
Teams 
If you are concerned about the safety or 
wellbeing of a child or young person contact 
the Gateway Service. 

 
Belfast HSC Trust Gateway Team 
Northern HSC Trust Gateway Team 
South-Eastern HSC Trust Gateway Team 
Southern HSC Trust Gateway Team 
Western HSC Trust Gateway Team 

 
Out of Hours Contact 

 
 
 
 
 
 
028 90507000 
0300 1234333 
0300 1000300 
0800 7837745 
028 71314090 

 
028 9504 9999 

Family Lives 
Advice for parents on supporting a child who 
is being bullied. 

www.familylives.org.uk 
Freephone 0808 800 2222 

Internet Watch Foundation www.iwf.org.uk 

http://www.nidirect.gov.uk/accessni
http://www.ace-ed.org.uk/
http://www.bullying.co.uk/
http://www.ceop.police.uk/
http://www.thecpsu.org.uk/
http://www.childline.org.uk/NI.asp
http://www.childrenslawcentre.org.uk/
http://www.dcalni.gov.uk/
http://www.dhsspsni.gov.uk/
http://www.gov.uk/government/organisations/disclosure-and-barring-service
http://www.gov.uk/government/organisations/disclosure-and-barring-service
http://www.womensaid.org.uk/
http://www.kidsallergies.co.uk/
http://www.familylives.org.uk/
http://www.iwf.org.uk/
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UK Hotline for reporting criminal online 
content 

 

Kidscape 
Operates an anti-bullying helpline for 
parents of bullied children with advisers 
available Monday-Thursday from 10am- 
4pm. 

www.kidscape.org.uk 
08451 205 204 

National Children’s Bureau www.ncb.org.uk 
NI Anti-Bullying Forum www.niabf.org.uk 
NI Commissioner for Children & Young 
People 

www.niccy.org 

NSPCC Child Protection Helpline www.nspcc.org.uk 
Helpline 0808 800 5000 

Parenting NI www.parentingni.org 
Freephone 0808 8010 722 

Suicide and self-harm www.samaritans.org 
Volunteer Now 028 90236100 

Further information on developing Safeguarding 
policy and procedures are provided in the 
documents Our Duty to Care and Getting it Right 
available at www.volunteernow.co.uk 

YouthNet www.youthnetni.org.uk/ 
028 90331880 

 

PSNI Child Abuse Investigation Units 
The PSNI have the following specialist units who will investigate all reports of institutional abuse. 

 

Child Abuse 
Investigation 
Unit 

PSNI District Address Phone number 

Antrim D 
(covers Antrim, 
Carrickfergus, Lisburn, 
Newtownabbey) 

24 Castle Street 
Antrim 
BT41 4JE 

028 9448 2633 

Coleraine H 
(covers Coleraine, 
Ballymoney, Moyle, 
Ballymena, Larne) 

17 Lodge Road 
Coleraine BT52 
1LY 

028 7028 0904 

Dundonald C 
(covers Ards, Castlereagh, 
North Down, Down) 

825-827 Upper 
Newtownards 
Road 
Dundonald 
Belfast 
BT16 1RF 

028 9056 1759 

Grosvenor Road A 
(covers north and west 

105-107 
Grosvenor Road 

028 9070 0604 

http://www.kidscape.org.uk/
http://www.ncb.org.uk/
http://www.niabf.org.uk/
http://www.niccy.org/
http://www.nspcc.org.uk/
http://www.parentingni.org/
http://www.samaritans.org/
http://www.volunteernow.co.uk/
http://www.youthnetni.org.uk/
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 Belfast Belfast 
BT12 4GL 

 

Maydown G 
(covers Foyle, Limavady, 
Magherafelt, Strabane) 

4 Maydown Road 
Londonderry 
BT47 6SJ 

028 7186 1355 

Willowfield B 
(covers south and east 
Belfast) 

277 Woodstock 
Road 
Belfast 
BT6 8PR 

028 9025 9832 

Banbridge E 
(covers Armagh, 
Banbridge, Craigavon, 
Newry and Mourne) 

14 Castlewellan 
Road Banbridge 
BT32 4AX 

0845 600 8000 

Omagh F 
(covers Cookstown, 
Dungannon and South 
Tyrone, Fermanagh and 
Omagh) 

1 Derry Road 
Gortmore 
Omagh 
BT78 5DR 

028 8225 6630 

 

Regional Emergency Social Work Service (RESWS) 
 

About the Service 
The new regional out of hours social work service provide an emergency social work response across 
Northern Ireland on an out of hour’s basis: 

 5pm to 9am weekdays 
 24 hours at weekends and bank holidays. 

This service covers all of Northern Ireland and will replace all existing local arrangements that operated 
in Trust’s prior to 29 May 2013. 

 
Emergency Remit 
This is an emergency service to be used only when you need a social worker urgently, after hours. 

 
Wherever you live in Northern Ireland, Out of Hours Social Workers can be contacted through one 
central telephone number: 
Tel: (028) 9504 9999 

 
Child Care Referral Criteria 
RESWS will accept referrals where: 

 There are concerns that a child has suffered, or is likely to suffer significant harm 
 There are concerns in relation to children who are Looked After by a health and social care Trust 

or their carers including foster carers 
 There is suspected or confirmed abuse of a child. 
 In cases where there is a serious and imminent risk of family breakdown both in the community, 

foster care or kinship placements. 
 An appropriate adult is required for young people who are subject of a care order 
 There is a need for authorised professionals to make an enquiry to the Child Protection Register. 
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Appendix C 
 

Raising Awareness of Abuse 
 

Raising awareness about abuse means ensuring that everyone in your organisation is 
 

 Clear about what abuse is 
 

 Knows how to recognise and respond to it 
 

 Aware of who can abuse children 
 

 Knows what steps to take to report suspected abuse 
 

Good safeguarding means ensuring that everyone knows how to recognise abuse. This does not mean 
that they are responsible for deciding whether or not abuse has taken place – even for an expert that is 
a difficult decision – but they do have a responsibility to be alert to behaviour which suggests something 
is wrong. 

 
What is Abuse? 

 
 

Essentially abuse occurs when the behaviour of someone in a position of greater power than the child 
causes harm. It is not always easy to categorise, but there are 4 broad definitions: 

 

Physical:    Physical abuse is the deliberate physical injury to a person, or the wilful or neglectful     

failure to prevent physical injury or suffering. This may include hitting, shaking, throwing, 

poisoning, burning or scalding, drowning, suffocating, confinement to a room or cot, or 

inappropriately giving drugs to control behaviour. 

 
Neglect: Neglect is the persistent failure to meet a person’s physical, emotional 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 person 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 non-organic 

failure to thrive (faltering growth). 

 

Sexual: Sexual abuse involves forcing or enticing a person to take part in sexual activities, 

whether or not the person 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, young people and vulnerable adults in 

looking at or the production of pornographic material or watching sexual activities, or 
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encouraging children, young people and vulnerable adults to behave in sexually 

inappropriate ways. 

 

Emotional: Emotional abuse is the persistent emotional ill treatment of a person such as to cause  

severe and persistent adverse effects on the person’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. 

Smothering a person’s development through over-protection can also be a form of abuse. 

Some level of emotional abuse is involved in all types of ill treatment of a person, though 

it may occur alone. Domestic violence, adult mental health problems and parental 

substance misuse may expose children to emotional abuse. 

 

Apart from the above very serious forms of abuse, workers should be alert for other forms of behaviour 

that may be harmful to children. These behaviours may take place in any setting. Incidents like this 

should be dealt with immediately and not tolerated under any circumstances. The following are 

unacceptable for workers or children 

 
Verbal Abuse 

This can include name calling, sarcasm, criticism, derogatory remarks and gestures 
 
 

Bullying: 

Repeated aggression be it verbal, psychological or physical which is conducted by an individual or group 

against others – can include teasing, taunting, threatening, hitting and extortion. 

 
Those with a Disability: 

Safeguards for those with disability should be the same as those for other children. Special input may be 

required if the person has severe or multiple disabilities as children who are disabled are at a higher risk 

of abuse. 

 

Not every person with a disability is vulnerable in every situation. However, it can be said that certain 

factors may mean that children with a disability are more vulnerable and could therefore be more open 

to abuse. The following list examines some of the reasons why they may be more vulnerable: 
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• Historically, children, young people and vulnerable adults with a disability have been encouraged to 

comply with other people’s wishes, for example, in residential homes and hospitals; this has meant they 

are more vulnerable to be bribed and manipulated. 

 Limited life experiences and social contacts may mean that many young people with a disability have 

not had the same opportunities to acquire the social skills that non-disabled peers have had to assess 

the behaviour and attitudes of other people. This could also lead to them being unable to understand 

what is appropriate or inappropriate adult or peer behaviour. 

 Individuals with dependency and support needs may have found that it is easier to be pleasing and 

compliant than challenge those caring for them because of the consequences. Any challenge or 

complaint could lead to more abusive practice or retribution. 

 Continuing dependency on others may make some people feel powerless. 

 Communication difficulties may make it hard to complain or be understood. This could be that the 

individual is unable to speak to tell anyone or does not have the vocabulary to describe what has 

happened to them. 

 Individuals requiring intimate care could be in an increased vulnerable situation, especially if they have 

to rely on a number of different carers to support their needs. 

 The general thought that a young person with a disability are not abused may make it difficult for 

them to be believed if they report an incident. 

 Intrusion into body space for physical and medical care can lead to young people with a disability 

never developing ownership of their own bodies. 

• Some disabilities may mean that an adult’s emotional and developmental age is less than their 

chronological age. 

 

Young People who display sexually harmful Behaviour 

It is estimated that children are responsible for about 1/3 of all sexual abuse against children (Grubin 

1998, The Research Team 1990), this may be an under estimate due to low rates of reporting and even 

lower prosecution rates. Any effort to prevent person sexual abuse must address the problem of young 

people who display sexually harmful behaviour (SHB). 
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Poor Practice 
 

Poor practice can be viewed as the behaviour that can place a person or young person in a risky situation or leave a leader 

vulnerable to allegations that they were acting inappropriately. The following are a list of some incidents of poor practice 

but is not exhaustive; 

 working in a private or unobserved situations and encouraging an environment of secrets, 
 not treating young people with respect and dignity, 
• not following agreed guidelines if physical support is needed, or seeking the parents’/ carers’ views, 
 not being up to date with the technical skills, qualifications and insurance for the activity, 
 banning parents or carers, or 
 constantly giving negative criticism. 

 
 

Responding to Abuse 
 

It is important to remember that no one sign should be seen as certain evidence of abuse, and there may be other 
explanation for it. 

 
• If a child hints or tells a worker about abuse, it must be handled sensitively and in the following way: 
• Stay calm and listen – give the child time to say what they want 
• Don’t ask leading questions or make suggestions 
• Don’t make the child repeat the story unnecessarily 
• Reassure the child, but don’t promise to keep a secret 
• Explain what needs to be done 
• Record the discussion as carefully as possible, and then follow the rest of the procedure 
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Appendix D 

REPORT FORM FOR AN ALLEGATION OR SUSPICION OF ABUSE 

As an employee or artist employed by Replay, you have a duty of care to ensure that the children and 
young people who work with us are kept safe from harm. Abuse of a child is a criminal offence. If you 
have a suspicion that someone is being or has been abused, or if an allegation of abuse has been made 
to you, it is vitally important that you faithfully, truthfully and swiftly record the details. It is also 
important that you comply fully with the Safeguarding procedures of the host organisation (school, 
youth club) in which you are working, Replay’s Procedures and the full requirements of the law. 

 
You may not be able to, and are not expected to, complete all of this form. It is designed to act as a 
checklist for you to record your suspicions or any allegations made to you. There is space provided for 
you to add any other information you feel relevant and you can provide as many additional sheets as 
you need. 

 
In addition to completing this form, you must comply with the reporting system demonstrated during 
your induction. Any suspicion or allegation must be directed to the Safeguarding Officer of the host 
organisation who is listed on their completed Questionnaire supplied to Replay, or to Replay’s Finance 
and Operations Manager (the Artistic Director in their absence). If you are touring with a Replay show, 
you should inform the Production Manager that you have a concern and you have the right to be 
accompanied by them to see the Safeguarding Officer. 

 
Please remember you should not discuss the details of your concerns with any other party outside of 
those directly involved. 

 

Name of person:    Age:  yrs 
 

Any special factors: 
 

 
 
 
 
 
 
 

Are you expressing your own concerns or passing on those of somebody else? If you are passing on 
concerns, please record some details about the person who has raised these to you. 

 
 
 
 
 
 

What has raised these concerns? Please include dates, times, etc of any specific incidents. 
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Have you perceived any physical or behavioural signs? 
 
 
 
 
 
 

Has the person spoken to you? If so, what was said (include what was said to them as well as by them if 
possible). 

 
 
 
 
 
 

Has anybody been alleged to be the abuser? If so, record details. 
 
 
 
 
 
 

Has anyone else been consulted or spoken to? 
 
 
 
 
 
 
 

Have you any further details you wish to add? 
 
 
 
 
 
 
 
 
 
 

Signed:    
 

Your Name:    

Your Address:    

 
 

Your Contact Tel No:      
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Appendix E - Recording Allegations or Suspicions of Abuse – Contact Details 
 
 

Designated officer/s: Hayley McBride 

Job/Role/Title: Finance and Operations Manager 

Telephone Number: 02890 454562 

Appropriate contacts outside the organisation 
 

Gateway Team: Belfast HSC Trust 
 

Address: 
Gateway Services 
110 Saintfield Road  
Belfast 
BT8 6HD 

 
Telephone Number: 028 90507000 

Emergency Number: 028 9504 9999 

Police Station: Grosvenor Road 

Address: 
105-107 Grosvenor Road  
Belfast 
BT12 4GL 

 
Telephone Number: 028 9070 0604 

 
NSPCC Helpline: 0808 800 5000 
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Appendix F Induction Register 
 
 

Name: 

Date: 

 
I can confirm that I have been given induction training on Replay’s Safeguarding policy. 

This covered in detail the following areas: 

What is Safeguarding and why is it important 
 

• Code of Conduct 
 

• Recognising Abuse 
 

• Reporting Abuse 
 

I understand that the following documents can be found in the Tour File carried by the Company 
Stage Manager 

 
• Replay’s Safeguarding Policy 

 
• Report Form 

 
• Designated Officer contact details 

 
• Code of Conduct 

 
• Replay’s Complaints Procedure 

 
 
 

I understand that any breach of policy or code of conduct will result in disciplinary action. 
 
 
 
 

Signed: 

Dated: 
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Appendix G 

Training Register 

Name Disclosure check Induction training Refresher training Refresher training 
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Appendix H 
 
 

 
Filming and Photography Consent Form 

 
 
 

Venue: 

Date: 

Organisers: 

No children featured in the photos will be referred to by full name, although first names may be used 

Use of photo & video: Photos and video will be used as a record of the day's events, and 
will be published on Replay’s website. They may also be used on Replay’s 
Facebook page. Some photographs will be forwarded to our sponsor Brennans  
as a record of the event which may be used on their website. 
Both photography and video may also be used in promotional campaigns across 
a range of platforms to raise awareness of Replay Theatre Company and to show 
examples of our audiences. 

 
Photos and video will be owned by Replay Theatre Company 

 
 
 
 
 

I, …………………..…… (parent/guardian's name) consent to allow my child ………..……………… (child's name) 

to participate in the above event and consent to the use of my child’s photograph and video image as 

stated. 

 
Please print in BLOCK CAPITALS: 

 
…………………………………………………… ……………………… 

Name of parent / guardian Date 
 
 

Signed: ………………………………………………………… 
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Appendix I - Safeguarding Information 
 

Replay Theatre Company: making adventures for younger audiences since 1988 
 

At Replay, we make innovative, quality work for everyone under the age of 18. That means, for all ages 
(tiny babies right through to teenagers) and for all groups (children with profound disabilities, schools 
and families) 
Because our audience is at the heart of everything we create, our work gives them a lot of what they 
like, and a little of what they need. We shape each show through creative consultation with the 
intended audience, and those who live and work with them. 

 
As a company making work for younger audiences, we are passionate about ensuring that the rights of 
children are protected and respected. The following will give you some more details about what you can 
expect from us on our visit, and what we expect from you.  Full details of our Safeguarding Policy are 
carried with our Company Manager or available from our website www.replaytheatreco. 

 
What you can expect from us: 

 
• All staff will have received training about safeguarding before they enter your premises. This 

includes signing up to Replay’s Code of Conduct 
 

• All staff will have been checked at the appropriate level through Access NI 
 

• All staff will treat your children and young people with respect and courtesy 
 

• If our activity deals with difficult or emotional topics, we will provide you with resources either 
before or after the event 

 
• Advance notification of any photography of the event 

 
What we Expect from you 

 
• A Safeguarding policy - if one does not already exist, Replay are happy for you to adapt ours to 

your own organisation 
 

• The name of your Safeguarding Officer at the time of our visit 
 

• Appropriate supervision of your children during our visit 
 

• Advance notification of any photography of the event 
 

If you have any concerns, or would like any further information, please contact Replay’s Designated 
Officer, Hayley McBride on 028 90454562. If she is not immediately available, please explain that it is an 
urgent call. A message will be passed to her and your call will be returned as soon as possible and within 
24 hours. 
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Appendix J – Safeguarding Recruitment Policy 
 
 

Replay Theatre Company will recruit staff in a fair, open and clear manner in accordance with our Equal 
Opportunities Policy. 

 
The intention is that recruitment decisions are based on the relevant merits and abilities of candidates. 
All those involved in recruitment decision are required not to discriminate unfairly, whether directly or 
indirectly. 

 
Principles 

 
 All posts are driven by the organisational needs of Replay 

 
 All posts must have a job description and/or brief 

 
 Posts which become available are reviewed before advertising to ensure they are still required 

 
 All procedures around appointments need to be thorough and well monitored 

 
 Appointments can only be made after assessment and interview even though there may be 

times when this will not be a competitive process 
 

 Any employee seeking a new or different post will be expected to go through an application and 
interview process. Internal applicants will be assessed in the same way as external candidates 
and will only be invited to interview if they meet the requirements of the job 

 
 Each recruitment is different and needs to be viewed in context 

 
 Each post should be advertised externally in some format 

 

The Application Process 
 

Replay will: 
 

 Use language that is clear, simple and free from bias and personal questions and avoid any 
implication of preference for one group of applicants 

 
 Provide job descriptions and person specification for all enquirers in order for them to gauge 

their suitability for the post 
 

 Provide equal opportunities forms in order to monitor the diversity of applicants 
 

• Provide applicants with Replay’s Recruitment of Offenders policy 
 

• Ask candidates if there is any reason why they cannot work with children or young people 
 

• Detail the level of AccessNI check appropriate to the post 
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Appendix K– Policy on the Recruitment of Ex-Offenders 
 

Replay Theatre Company is committed to equality of opportunity and recruiting on a basis which is free 
from unfair and unlawful discrimination. 

 
We ensure that no applicant is subject to less favourable treatment on the grounds of gender, marital 
status, race, nationality, ethnic or national origins, age, sexual orientation, responsibility for dependants, 
physical or mental disability, political opinion. 

 
Replay Theatre Company actively promotes quality of opportunity for all with the right mix of talent, 
skills and potential and welcomes applications from a wide range of candidates, including those with 
criminal records. The selection of candidates for interview will be based on those who meet the required 
standard of skills and experience as outlined in the essential and desirable criteria. 

 
We will request an Access NI disclosure where this is relevant and proportionate to the position, and in 
line with Replay’s Safeguarding Policy. Where an AccessNI Disclosure is necessary applicants will be 
made aware at the recruitment stage. 

 
We undertake to ensure an open, measured and recorded discussion on the subject of any offences that 
might be considered relevant for the position concerned. 

 
Should information be revealed on a Disclosure Certificate, information will be forwarded to the 
recruitment panel for the advertised positions. The decisions as to the relevancy of the information will 
be their alone. Information contained on a Disclosure Certificate will not be revealed to Replay staff 
team. 

 
We ensure that those involved in recruitment will be given guidance on assessing the relevance of 
Disclosure information. 

 
Having a criminal record will not necessarily bar you from working with Replay Theatre Company. This 
will depend on the nature of the position, together with the circumstances and background of your 
offences or other information contained on a Disclosure Certificate. 
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