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Section A
(i)Mapping Cultural Heritage

 



Section A
Introduction 

Culture, heritage and the arts are a vital part of the fabric of life within any 
community, neighbourhood, village, town, city or region. 

They are an expression of local values and a source of community 
identity. 

Compiling an Audit of Cultural Assets can help identify the contribution 
that they can make, including,

• Enhancing the visual identity of a community and creating a sense of 
place;

• Keeping local history alive and connected to contemporary life;
• Reinvigorating a sense of community pride;
• Making visiting the area a more attractive, active experience;
• Discovering local cultural heritage otherwise hidden or half forgotten. 

1(i) Mapping Cultural Heritage
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Introduction (Continued) 

Representing and interpreting the history of a community in an authentic 
and genuine way can generate a unique tourism, heritage and cultural 
offer with wide appeal. 

Revealing the stories and events of that place can establish it as a 
destination, drawing tourists and visitors to spend time and money. 
 
The first step is to undertake a Scoping and Mapping exercise of the 
heritage and culture of the locality, highlighting areas of interest. 

Section A (i) Mapping Cultural Heritage
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Scoping and Mapping Exercise

This may include the following; (not an exhaustive list)
•Archaeological sites
•Routes and pathways relevant to historical events
•Borders and checkpoints
•Military sites and battlefields
•Historic Buildings and sites
•Local history – e.g famous people, writers, artists, etc
•Murals, sculptures and public artworks 
•Political sites and events
•Memorials and statues

Section A (i) Mapping Cultural Heritage
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Scoping and Mapping Exercise

This may also include the following; (not an exhaustive list)
•Museums & libraries
•Parks and gardens
•Pilgrims trail
•Religious places of worship
•Graveyards
•Local arts and crafts 
•Local food and cuisine
•Local flora and fauna
•Music and performance

Section A (i) Mapping Cultural Heritage
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Section A 1(ii) Case Study: 
Heritage Project from Cyprus 

NICOSIA: THE STORY OF A SHARED AND CONTESTED CITY

Nicosia, the capital city of Cyprus, holds the unenviable title of being the 
world’s last divided Capital.  
Cyprus has been divided for 
over 40 years with the 2 
majority communities living in 
separate sides of the dividing 
line.  

Greek Cypriots predominantly 
residing in the southern part of 
the Island and Turkish 
Cypriots in the northern part, 
with a 180 KM long UN Buffer 
Zone dividing the two.
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NICOSIA: THE STORY OF A SHARED AND CONTESTED CITY
 
The Buffer Zone is like a childhood scar. 

For many it is part of their personal story, 
for others it is part of their everyday 
desistance, whilst for others it is a 
reminder of a trauma that is hard to 
forget.

Running from the east to west across the 
city of Nicosia, the Buffer Zone is visually 
evident in the form of road end barrels 
and barbed wire; buildings stand bullet-
holed and empty, old gun ports and 
sandbags are part its visually slow decay.

Section A (ii) Case Study: 
Heritage Project from Cyprus 



3

NICOSIA: THE STORY OF A SHARED AND CONTESTED CITY

A 3 year long research project 
commissioned by the Association of 
Historical Dialogue & Research (AHDR) 
sought to study Nicosia and focus on the 
fragmented collective memory of it 
residence, past and present.

The project sought to explore and highlight 
the diversity of all communities living in the 
city, during 1878-1974, including the 
Armenian, Maronite and Latin communities, 
as well as the 2 main communities.

Section A (ii) Case Study: 
Heritage Project from Cyprus 
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NICOSIA: THE STORY OF A SHARED AND CONTESTED CITY.

The visual and conceptual fragmentation 
of the city is addressed through 7 
historical GIS maps.  

Using  geo-informatics approaches, the 
city’s urban growth and the communities’ 
residential allocation is highlighted. 

The careful selection of maps offer a 
visual narrative of Nicosia’s urban and 
social life before and after the 1974 
division of the Island. 

Section A (ii) Case Study: 
Heritage Project from Cyprus 
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NICOSIA: THE STORY OF A SHARED AND CONTESTED CITY

Through this project, one can follow 
not only Nicosia’s spatial and 
population growth, but also the 
development of political narratives, as 
represented in the interactive maps of 
the city throughout history.  

When taking a closer look at what, at first sight, looks like a neutral 
representation of the city’s space, it becomes evident that ‘neutral’ is 
perhaps not the right word: Street names were changed in an attempt to 
reflect the population’s ethnic distribution on the landscape as revealed by 
the censuses, but also to enforce political narratives that suited the colonial 
administration, and according to what that same administration dictated.

Section A (ii) Case Study: 
Heritage Project from Cyprus 
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NICOSIA: THE STORY OF A SHARED AND CONTESTED CITY

In the maps produced after the foundation of the Republic of Cyprus, 
one can observe the anti-Colonial discourse, as well as the Republic’s 
attempt to create a rupture with the Island’s Colonial past. 

Moreover, in that period Hellenic symbols and names are dominant, 
something that can be seen as part of a contest between the Greek 
Cypriot and Turkish Cypriot communities for symbolic prevalence into 
the space of the City.

The final outcome resulted in an interactive website 
(www.nicosiaproject.eu) was launched on 15th January 2016 at the 
Home for Cooperation in the Nicosia Buffer Zone.

Section A (ii) Case Study: 
Heritage Project from Cyprus 

https://www.nicosiaproject.eu/
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NICOSIA: THE STORY OF A SHARED AND CONTESTED CITY

Research Associates: Christos Mais, Daphne Lappa
 
Researchers: Alexis Antoniou, Zehra Aziz Beyli, Pembe Birinci, Nicoletta 
Demetriou, Romanos Lyritsas, Petros Nikolaou

The project was materialized under the ‘Home for Cooperation’ (H4C) 
project funded by Norway Grants 2009-2014 and the Council of Europe, 
through the collaboration of the Laboratory of Geophysical-Satellite 
Remote Sensing & Arhaeo-environment of FORTH and the Association 
For Historical Dialogue and Research (AHDR).

Section A (ii) Case Study: 
Heritage Project from Cyprus 
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Section B 1(i) Using Digital Tools to 
create a Discovery Event

Before engaging with digital tools you should have:

• Identified your neighbourhood Boundaries. 
• Researched the details and locations of the various points of 

Interest. 
• Collected stories and Information on those points of interest. 

Composed a Theme for your Discovery Event. 
• Curated a collection of that Source material into a linked 

group: 

- Based on that theme
- Both controlled and measured in distance for users to 

complete.
- Both controlled and measured in time for users to complete.
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You should Have:

Composed a Storyboard of your Experience 

- How does the experience unfold for the user?
- Is the narrative fixed in predetermined consecutive order?
- Can the user choose/decide their own itinerary or must they 

complete the Experience in a predetermined order? 
- How passive or interactive do you want your user to be? Create a 

narrative for your user 
- How is the experience played out both ON and Off their device? 

Section B (i) Using Digital Tools to 
create a Discovery Event
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You should have:

Decided how information is conveyed: 

- What guides your user from point to point? 

- Who is your guide or narrator within the experience?

- What is the means by which information is conveyed at 
each point of interest?

- How is the user informed, engaged, entertained, surprised 
or challenged?

Section B (i) Using Digital Tools to 
create a Discovery Event



4

You should have:

Decided how user information/feedback  is collected: 

- Do you want to have users to record experiences and if so 
in what medium?

- Do you want them to record these as they proceed?

- Do you want them to leave a reflective feedback at the end?

- How is this information to be used, monitored and 
interpreted?

Section B (i) Using Digital Tools to 
create a Discovery Event
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You should have:

Decided how your experience will develop: 

- You will have put a lot of work into your experience, how will 
you protect it? Do you need to use geo-location to protect 
it? Or create user groups behind a pay wall?

- How will you adapt your experience to better allign with 
Opinions expressed in user feedback?

- How will you improve it?

Section B (i) Using Digital Tools to 
create a Discovery Event



In the Resources Appendices to this Guide are a myriad of resources looking 
at creating Digital Stories that will form the basis of your Experience. 

These proceed from a starting point reflecting on the basics of Digital 
Storytelling to the practical use of Camera and iPads for recording Stills, Audio 
& Video.   

6Section B (i) Using Digital Tools to 
create a Discovery Event



Magic Eraser allows you to remove Image backgrounds. Photospeak allows 
you to create Animated Photos with your own Speech. DoInk allows you to 
create simple Green Screen video effects. iMovie will allow you to edit both 
new and existing video to utilise in your experience. Metaverse is an 
Augmented Reality App that allows you to guide your user through their 
Experience with mixed media guiding their experience. 

7Section B (i) Using Digital Tools to 
create a Discovery Event



Image Formats are important to reflect upon so that you will utilise compatible 
and the best quality Images available. 

YouTube will be a likely Host platform for your Video. It is useful to appreciate 
how both Audio & Video can be augmented withers various Tools. 

8Section B (i) Using Digital Tools to 
create a Discovery Event



Metaverse is perfect for creating Digital Treasure trails. The user experience is augmented 
as they progress through the trail. You decide how simple or complex their journey is.

You as the creator decide how that augmentation is effected, in what medium, and what 
degree of interactivity you wish your User to have as they progress. 

9Section B (i) Using Digital Tools to 
create a Discovery Event



Metaverse allows you to create a digital guide who imparts information scene by scene 
and can engender interactivity in the user by requesting them to take photos, enter text 
responses to personalise their experience, answer bespoke quizzes and render virtual 
tokens to users as they unlock the experience location by location. This can ensure your 
user experiences the journey as you intended in the order you intended. 

10Section B (i) Using Digital Tools to 
create a Discovery Event



Metaverse allows you to connect your User with your curated Content: Web pages, videos 
on YouTube, immersive 360 degree photos or video. Create bespoke Experience User 
created Content Walls to display their User generated Content. Take their feedback as they 
go with User Polls to check understanding, and Opinion. Use the Publishing function to 
Share or restrict your Experience as your situation demands. 

11Section B (i) Using Digital Tools to 
create a Discovery Event



12Section B (i) Using Digital Tools to 
create a Discovery Event

Metaverse allows you to impart text audio & visual 
imagery to greet and guide your user through the 
experience. Here is the way in which the first of the 
Experiences of one of our Discovery Events unfolds for 
users - asking the users name and dressing the user 
by name thereafter throughout the experience.



science quiz

13Section B (i) Using Digital Tools to 
create a Discovery Event

Scan this QR Code with the Metaverse 
App. (Note: you will need to use an iPad or 
iPhone Device that is no older than 5 or so 
years old, in order to be compatible)



STEM Professions Test

14Section B (i) Using Digital Tools to 
create a Discovery Event
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Section B 1(ii) Case Study: Derry/Londonderry 

A key element in the programme for 
the BIM International Meeting 2 in 
Derry and Belfast (from 9th - 12th 
June 2019) was the development 
and implementation of two separate 
Discovery Events exploring different 
features of the Cultural History of 
Derry-Londonderry. 

Both Discovery Events hinged 
around the use of digital media and 
mobile technologies to enhance and 
enrich the Visitor experience.
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The development work took two 
months to accomplish, involving the 
production of eight 90 second film 
pieces exploring different aspects of 
the city’s political symbols, historical/
cultural figures and artistic landmarks, 
the organisation of literary readings 
and museum tours and the 
implementation of the QR codes 
triggers for the experiences.

Section B (ii) Case Study: Derry/Londonderry 
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Derry-Londonderry is a walled city famous for it’s 
siege walls which protected the city during the 
Siege of 1688-9. 

This event is still commemorated today by the 
unionist community of Derry-Londonderry on wall 
murals and through annual parades. 

The violent reaction by the City’s nationalist 
community to one such Parade in August 1969 is 
viewed as the starting point of the Troubles.  

The City is also famous for writers such as Nobel 
Laureate Seamus Heaney and dramatist Brian Friel 
who explored political division and historical conflict 
through memorable poetry and Theatre.

Section B (ii) Case Study: Derry/Londonderry 
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The purpose of creating two Discovery 
events was to explore two contrasting 
experiences of the city’s history, culture and 
symbolism – 

1.Derry-Londonderry as a City defined by 
the symbolism of Walls, Barriers, 
boundaries and Borders, both physical 
and mental.

2.Derry-Londonderry as a City where 
Artists, Writers, Dramatists and 
Humourists have used Art and Creativity to 
break down barriers and build bridges 
across entrenched positions.   

Section B (ii) Case Study: Derry/Londonderry 
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The two Discovery Events took 
place simultaneously on the 
afternoon of June 10th 2019 with 
one participant from each Partner 
organisation visiting six different 
locations across the City to view 
historical monuments, wall 
murals, museums, artworks and 
enjoy literary readings and rich 
digital media content, triggered at
each location by the QR codes.

Section B (ii) Case Study: Derry/Londonderry 
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At each of the six locations, across
the City, Participants, by using
the Metaverse App on an
iPhone or tablet, triggered a QR
code to unlock Content.

The QR code when triggered played
a video providing both context and 
illumination of the history of that
particular place or object. 

Section B (ii) Case Study: Derry/Londonderry 
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This audio visual trail was hosted by iconic 
historical characters such as Robert Lundy, 
the Governor of the city in the countdown to 
the Siege of 1688…

and…

the anonymous rioter hidden behind a 
gasmask on the Battle of the Bogside wall 
mural, who is subsequently revealed to be a 
12 year old child.   

Both Discovery Events lasted 
approximately two hours. 

Section B (ii) Case Study: Derry/Londonderry 
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Discovery Event 1. Siege Mentalities  

This Discovery experience explored of 
the symbolism of walls throughout the 
city beginning at one of the main gates 
along Derry's ancient siege walls built in 
1613-1619. 

The digital host, Lundy, then directed the 
participants to the next location - St 
Columb's Cathedral, the oldest building 
in the city – where they were tasked with 
finding the original keys that were used to 
lock the city's gates during the Siege of 
1688-9.  

Section B (ii) Case Study: Derry/Londonderry 
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Discovery Event 1. Siege Mentalities   

St Columb's Cathedral is located a short 
distance from the Fountain estate where 
participants had the opportunity to speak 
to members of the unionist community 
and learn first hand about the continuing 
importance of the city walls and the 
Siege of Derry in contemporary loyalist 
culture. 

Section B (ii) Case Study: Derry/Londonderry 
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Discovery Event 1. Siege Mentalities  

The next stage of the Discovery 
experience was a visit to the nationalist 
Bogside to view Free Derry Wall, one of 
Derry’s most iconic landmarks. 

The revolutionary slogan "You Are Now 
Entering Free Derry" was painted on the 
gable wall of a terraced house in 
January 1969 at the outbreak of the 
Troubles. A QR code triggered a short 
video exploring the symbolism of the 
wall. 

Section B (ii) Case Study: Derry/Londonderry 
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Discovery Event 1. Siege Mentalities  

Free Derry Wall has been retained as a symbol of defiance and 
resistance to British rule. For five decades, the Wall has been an 
assembly point for political rallies, demonstrations and marches. It’s 
colours are continually changing as Free Derry Wall is used to voice 
protest and dissent and relay expressions of international solidarity. 
Many Derry people continue to draw inspiration from this re-writing on 
the Wall. 

Section B (ii) Case Study: Derry/Londonderry 
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Discovery Event 1. Siege Mentalities  

Participants were invited to ask local 
people what Free Derry Wall meant to 
them. 

At the final location on the Discovery event 
– a high vantage point of the city walls - a 
QR code triggered a short video exploring 
the artistic responses of local artist and 
Turner Prize nominee, Willie Doherty, to 
growing up in the shadow of the city walls.

Section B (ii) Case Study: Derry/Londonderry 
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Use the 
Metaverse App 
to Scan each 
QR Code to 
unlock digital 
Content 

Discovery Event 1. Siege Mentalities  Section B (ii) Case Study: Derry/Londonderry 



14
Discovery Event 1. Siege Mentalities  Section B (ii) Case Study: Derry/Londonderry 
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Discovery Event 1. Siege Mentalities  Section B (ii) Case Study: Derry/Londonderry 



16Discovery Event 2. Translations  

The inspiration for this Discovery Event was 
local author Brian Friel's famous play 
Translations which premiered in Derry's 
Guildhall in 1980 at the height of the Troubles. 

This Discovery Event explored how writers, 
artists and screenwriters have used art and 
creativity to interrogate and even satirise 
political division. 

Key locations visited included the Museum of 
Free Derry, the newly created Derry Girl’s Mural 
of the popular television series and a viewing of 
local artist Eamon O’Doherty’s satirical culture, 
Armoured Pram for Derry

Section B (ii) Case Study: Derry/Londonderry 



The role that Derry’s creative artists 
have played in reshaping both mental 
and physical landscapes was 
demonstrated by a visit to the Peace 
Bridge, Derry latest iconic landmark, 
inspired by Nobel Laurette Seamus 
Heaney. 

By triggering the QR code, the 
participants were able to access a video 
of the poet reading aloud words from his 
play The Cure of Troy that have come to 
symbolise the journey towards peace 
and reconciliation in Northern Ireland.

17Discovery Event 2. Translations  Section B (ii) Case Study: Derry/Londonderry 



Use the 
Metaverse App 
to Scan each 
QR Code to 
unlock digital 
Content 

18Discovery Event 2. Translations  Section B (ii) Case Study: Derry/Londonderry 
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Discovery Event 2. Translations   

(ii) Case Study: Derry/Londonderry 



“History says, don’t hope on 
this side of the grave. But then, 
once in a lifetime the longed-
for tidal wave of justice can rise 
up and hope and history 
rhyme. 


So hope for a great sea-
change on the far side of 
revenge. Believe that a further 
shore is reachable from 
here. Believe in miracle and 
cures and healing wells.”


21Discovery Event 2. Translations  Section B (ii) Case Study: Derry/Londonderry 

Seamus Heaney



Section C
(i) Internet Safety      
 

NB Not a full safer Internet policy but 
rather a reflection on the main areas of 
note  - Local laws may require additional 
considerations within certain jurisdictions



Section C 1(i) Internet Safety 

E-safety or electronic safety is about 
utilising electronic devices or 
technology in a safe and responsible 
way. 

It is mainly concerned with the 
safeguarding of children young people 
and vulnerable adults in the digital 
world and educating them so they feel 
safe when accessing technology.

Although it may be helpful to take direction from policies used 
in other organisations remember that any policy should be 
tailored to your organisation’s ICT vision and overall ethos.
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Content Risks: 

The child or young person is 
exposed to harmful
materials.

Children, young people, vulnerable adults and those who care for or 
work with them, need o be able to take appropriate preventative action 
to minimise the associated risks.

Section C (i) Internet Safety 
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Contact Risks: 

The child or young person 
participates in adult-
initiated online activity 
and/or is at risk of 
grooming.

Section C (i) Internet Safety 
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Conduct risks: 

The child or young person is 
a perpetrator or subject to 
bullying behaviour in peer-
to-peer exchange and/or is 
at risk of bullying, 
entrapment and/or 
blackmail.

Section C (i) Internet Safety 
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Commercial Risks:

The child or young 
person is exposed to
inappropriate 
commercial 
advertising, marketing 
schemes or hidden 
costs/fraud.

Section C (i) Internet Safety 



Some indicators of poor online 
safety Practice include:

Young people are not aware how to 
report a problem.

Password security is ineffective and 
passwords are shared

Policies are generic and do not 
accurately reflect what is going on in 
each organisation in terms of the use of 
technology.

6Section C (i) Internet Safety 



Online Safety is treated as a separate 
policy rather than being integrated 
into existing safeguarding/child 
protection, behaviour, Code of Practice 
& anti-bullying Policies.

7Section C (i) Internet Safety 



There is no Internet filtering or 
monitoring of internet use.

There is no evidence of regular 
staff training on online safety.

Personal data is often insecure 
leaving the organisation with 
insufficient knowledge about who 
can access the data or how it is 
being/can be used.

8Section C (i) Internet Safety 



Some indicators of good online safety practice include:

Policy

Online safety forms an integral part of the 
organisation’s safeguarding/Child 
Protection Policy and is monitored regularly.

Policy and procedures about online safety are 
integrated into existing safeguarding/child 
protection, behaviour, code of practice, anti-bullying 
policies.

9Section C (i) Internet Safety 



Policy

There are clearly defined procedures for reporting and 
dealing with incidents surrounding breaches in the 
organisation’s online safety guidelines.

The online safety section incorporates agreements on 
the acceptable use of: 

The Internet and organisation-based digital technology.

Personal Mobile Technology.

10Section C (i) Internet Safety 



A Consistent Whole Organisation Approach

All Staff can recognise and are aware of Online Safety 
Risks.

Online safety messages are distributed amongst Users, 
Staff, Parents/Carers and the wider community.

The organisation’s Management have clearly prioritised 
Online safety and Safeguarding.

Knowledge is shared amongst staff and there are good 
capacity-building opportunities.

11Section C (i) Internet Safety 



Staff Education

Organisation Staff receive appropriate Online Safety 
Training and regular Online Safety information. 

One or more designated members of Staff have a higher 
level of expertise around Online Safety.

Safeguarding and Child Protection training, including 
online safety, is given to all staff.

12Section C (i) Internet Safety 



Education of younger Users

Younger Users receive age-appropriate online safety 
messages that are relevant and engaging.

The organisation actively promotes online safety 
messages for young people on how to stay safe; how to 
protect themselves Online; and how to Take 
Responsibility for their own and others’ safety.

Online safety is actively promoted within the 
organisation, for example through the development of 
online safety messages by the Users themselves.

13Section C (i) Internet Safety 



Education of Parents and Wider Community

The organisation makes Parents and Carers 
aware of important online safety messages via 
appropriate training providers.

Regular and relevant online safety resources 
and messages are offered and shared with Parents 
via the organisation website and Social Media 
where appropriate.

14Section C (i) Internet Safety 



Reporting

There are robust reporting channels in 
place for Reporting Online Safety issues. 

Users and Staff know who they can turn 
to if there is a problem.

15Section C (i) Internet Safety 



Organisations should demonstrate a clear 
understanding of their current Online Safety 
provision by Auditing their current provision. 

Evidence of this audit should form the basis of 
the online safety section contained within the 
Safeguarding policy.

16Section C (i) Internet Safety 

RECOMMENDATIONS



Organisations should review and develop 
safeguarding procedures and the roles of staff 
responsible for advising and reporting on online 
safety concerns

Organisations should audit Staff training needs 
on a regular basis and identify suitable updates/
courses for the information of/attendance by key 
members of Staff.

17Section C (i) Internet Safety 

RECOMMENDATIONS



Organisations should communicate important 
Online Safety advice, concerns and current issues 
to Parents and carers.

They should operate a ‘Risk Register” to record 
possible online safety issues and highlight where 
Data security might be potentially breached. 

They should also operate a ‘Register of Access’ 
which clearly outlines who has access to the 
different data available on the Organisation’s 
system.

18Section C (i) Internet Safety 

RECOMMENDATIONS



Organisations should as an integral part of their 
User Behaviour Policy and Staff Code of Practice 
have Acceptable Use Agreements. 

These should be in place for Users and staff on 
using the internet, organisation-based technologies 
and personal mobile devices which may, in the 
case of younger Users may be signed by parents/
carers.

19Section C (i) Internet Safety 

RECOMMENDATIONS



Section C
(ii) Safeguarding
 NB Not a full safeguarding procedure but 

rather a reflection on the Main Areas of 
Note  - Local laws may require additional 
considerations within certain 
Jurisdictions
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Children, young people, adults at risk of harm and adults in need of 
protection have the right to live their lives to the fullest potential, to be 
protected, to be able to participate in and enjoy activities and to be 
treated with dignity and respect.  

There is a considerable body of legislation, government guidance and 
standards designed to ensure that these groups are protected from 
harm. Everybody has a responsibility for the safety of children, young 
people and adults at risk in accordance with relevant legislation, 

INSERTNAMEHERE as an organisation which has significant contacts 
with these groups across its various programmes and activities, has 
both a moral and legal obligation to ensure a duty of care. 

Section C (ii) Safeguarding
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The purpose of this policy and its associated procedures is to help 
protect the children, young people and adults at risk, who use our 
programmes and facilities and to ensure that INSERTNAMEHERE staff, 
are aware of issues that can cause children, young people and adults at 
risk harm, and take effective action to protect them.  

By complying fully with the policies and procedures set out in this 
document, INSERTNAMEHERE seeks to ensure that staff, and elected 
members are also protected whilst carrying out their duties.

Section C (ii) Safeguarding
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Every child has a right to feel safe and protected and as a provider of 
c u l t u r a l a n d e d u c a t i o n a l p r o g r a m m e s a n d f a c i l i t i e s ,  
INSERTNAMEHERE is committed to creating and maintaining the 
safest possible environment for the children, young people and adults at 
risk who use our facilities and come into contact with members of our 
staff.  

We will take all reasonable steps to protect children, young people and 
adults at risk using our programmes and facilities from harm, 
discrimination or degrading treatment whilst respecting their rights, 
wishes and feelings. 

Section C (ii) Safeguarding
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INSERTNAMEHERE aims to do this by: 
•Recognising that all children, young people and adults at risk, have 
the right to freedom from abuse and protection from harm. 
•Putting in place robust recruitment procedures to ensure that those 
individuals whose behaviour could be a threat to the safety and 
wellbeing of children, young people and adults at risk are not offered 
employment. 
•Raising the awareness of the duty of care responsibilities throughout 
our organisation. 
•Actively encouraging good practice amongst all staff and board 
members and promoting wider awareness wherever possible, i.e. 
partnership organisations and user groups. 

Section C (ii) Safeguarding
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•Creating a safe and healthy environment within all our programmes, 
avoiding situations where abuse or allegations of abuse may occur. 
•Listening to, respecting and promoting the rights, wishes and feelings of 
children, young people and adults at risk and working closely with other 
agencies. 
•Recruiting, training, supervising and supporting staff, who work with 
children, young people and adults at risk to adopt best practice to 
safeguard and protect children, young people and adults at risk, from 
abuse, and themselves against false allegations.  Ensuring that staff 
who work with children, young people and adults at risk will be subject to 
the appropriate level of employment checks. 
•Responding to any allegations appropriately and implementing the 
appropriate disciplinary and appeals procedures. 

Section C (ii) Safeguarding
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•R e q u i r i n g s t a f f a n d e l e c t e d m e m b e r s t o f o l l o w t h e 
INSERTNAMEHERE’s Safeguarding Policy and Procedures.Having in 
place Designated Safeguarding Officers who will be trained 
appropriately to co-ordinate safeguarding issues and give advice. 
•Ensuring confidentiality is maintained where appropriate and that 
access to confidential information is restricted to the appropriate 
authorities. 
•Carrying out a regular audit and review of the effectiveness of our 
Safeguarding Policy. 
•Helping to maintain professionalism and standards of service which are 
associated with best practice provision. 

Section C (ii) Safeguarding
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Objectives 
INSERTNAMEHERE objectives to achieve these aims are: 

•To provide appropriate training for staff. 

•To aid staff to respond sensitively and rigorously to anyone who 
discloses information about abuse, and be confident and able to 
take appropriate action swiftly, regardless of whom the allegation is 
about.

•To promote the general welfare and well being of children, young 
people and adults at risk within  XXXX  programmes and facilities. 

•To develop and implement effective procedures for recording and 
responding to complaints of alleged or suspected child abuse. 
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INSERTNAMEHERE Management

The Management of the INSERTNAMEHERE (and the Designated 
Safeguarding Officers) will ensure that the Safeguarding Policy and 
Procedures are widely available to all staff. 
They will also ensure that where identified through job descriptions and 
representations from individual managers that employment checks are 
carried out for those members of staff who have a substantial level of 
contact with children, young people and adults at risk. 
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INSERTNAMEHERE Staff  

All staff of the INSERTNAMEHERE   have a duty to adhere to this Policy 
and procedures and to notify the Designated Officer(s) on any matters of 
safeguarding. They will also be responsible for undertaking the relevant 
training should they be working with or have regular contact with 
children, young people and adults at risk. 

Attention is drawn to the Code of Conduct of this policy.  

If it is normal practice for the INSERTNAMEHERE   to use freelance staff 
they will also be subject to the requirements outlined within this policy.
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TRAINING FOR STAFF 
  
INSERTNAMEHERE will arrange for and provide relevant training in 
safeguarding for all mangers and staff, who have substantial contact with 
children, young people and adults at risk.  The training will be provided 
at three levels: (According to Job description and role, all staff will be 
required to attend either) 

Level 1.  General Safeguarding awareness training for all staff.  This will 
also form part of the general induction training for all new employees. 

Level 2.  Safeguarding  training for those with substantial contact with 
children, young people and adults at risk and their relevant managers. 
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TRAINING FOR STAFF 

Level 3.  Comprehensive training for Designated Officers and Relevant 
Managers. 
(Training in Safeguarding should be offered on a regular basis providing 
opportunities for managers and staff to update their knowledge and skill 
as appropriate. While the  INSERTNAMEHERE will provide refresher 
training every 3 years for existing staff, there will be an annual training 
session to remind staff of reporting procedures). 
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Responding to a child making an allegation of abuse  
•Children, young people and adults at risk who have been or are 

experiencing abuse rarely talk about this and will only tell people they 
trust and with whom they feel safe. The following points are a guide to 
help you respond appropriately.   
•Listen carefully to what is said.  
•Find an appropriate early opportunity to explain that the information 

will need to be shared with others – do not promise to keep 
secrets.  
•Ask questions for clarification only, and at all times avoid asking 

questions that suggest a particular answer i.e. leading questions  
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Responding to a child making an allegation of abuse 

•Reassure the child that he/she has done the right thing in telling you.
•Tell the child what you will do next and with whom the information will 

be shared. 
•Record in writing on a Safeguarding Incident Reporting Form all the 

details that you are aware of and what was said using the child‘s own 
words, as soon as possible.
•Report to your line manager and/or inform the Designated 

Safeguarding Officer as soon as possible. 
•Designated Safeguarding Officer informs relevant persons, i.e. Social 

Services and/or the Police if appropriate. 
  

Section C (ii) Safeguarding



14
  

Responding to allegations or concerns against a member of staff, 
board member, or any other person 

Take all allegations or concerns seriously. 

Record in writing on a Safeguarding Incident Report Form all 
the details that you are aware of as soon as possible. 

Report to and inform the Designated Safeguarding Officer as soon as 
possible. 

The Designated Safeguarding Officer will inform relevant persons, i.e. 
Social Services and/or the Police if appropriate.
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Responding to allegations or concerns against a member of staff, 
board member, or any other person 

The individual may or may not be advised of the allegations depending 
on advice from Social Services and/or Police. 

Depending on the allegation, the individual may be asked to stand 
aside from duties or be temporarily suspended pending the 
investigation. This is a protection for both child and adult. 

Report to and inform the INSERTNAMEHERE if the allegation is made 
against a Designated Officer.
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PHOTOGRAPHY & VIDEO POLICY 
 
There is evidence that some people have used children, young people and 
adults at risk’s activities and events, as an opportunity to take inappropriate 
photographs or video.  

Staff members should be vigilant at all times and any person using cameras or 
other video capture technology at INSERTNAMEHERE events or activities 
which involve children, young people and adults at risk should be approached 
and asked to complete a Consent form for the use of Cameras and other Image 
Recorders.

When the INSERTNAMEHERE commissions professional photographers or 
invites the press to cover our events and activities you must ensure that the 
following is adhered to in relation to safeguarding. 
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PHOTOGRAPHY & VIDEO POLICY 
 
•Check credentials of any photographers and organisations used. 
•Ensure identification is worn at all times, if they do not have their own – provide it. 
•Do not allow unsupervised access to children, young people and adults at risk or 
young people or one to one photographic sessions. 
•Do not allow photographic sessions outside of the activities or services, or at a child 
or young persons home. 
•Parents must be informed that photographs or the recording of images of their child 
or young person may be taken during INSERTNAMEHERE activities or events, and 
parental consent forms need to be signed agreeing to this.  This must include 
information about how and where these photographs will be used.
•It is recommended that the names of children, young people and adults at risk or 
young people should not be used in photographs or video footage, unless with the 
express permission of the child or young person’s parent.  
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CODE OF BEHAVIOUR ON SAFEGUARDING FOR EMPLOYEES 

The INSERTNAMEHERE recognises that it is not practical to provide definitive 
instruction that would apply to all situations at all times whereby staff come into 
contact with children, young people and adults at risk and to guarantee the 
protection of children, young people and adults at risk and staff.  

However, it is important for all employees to have clear guidelines as to what is 
expected of them by the INSERTNAMEHERE in their interaction and decision 
making with children, young people and adults at risk and to understand and 
implement the standards of behaviour required of them in order to fulfil their roles 
within the INSERTNAMEHERE. 

These guidelines would also apply to volunteers should they ever be engaged to 
work in an unpaid capacity both within and away from INSERTNAMEHERE 
premises.
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