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1. Purpose, scope and guiding principles 

Carlow Arts Festival (CAF) is committed to ensuring that children and young people are treated with dignity and 

respect and protected from harm while availing of our services. Children’s welfare and best interests are 

paramount. 

1.1 Nature of CAF’s services 

CAF presents an annual multidisciplinary arts festival and delivers performances, workshops, school and 

community activities, online engagement, volunteering and work-experience opportunities. Activities may be 

delivered by CAF or with artists, venues, schools and partner organisations. 

1.2 Scope 

A child is anyone under 18. This policy applies to employees, Board members, volunteers, interns, artists, 

facilitators, freelancers, contractors, visiting companies and partner personnel acting on CAF’s behalf. 

Collectively they are referred to as CAF personnel. 

The policy applies in CAF operational spaces, festival venues, schools, community and public spaces, off-site 

activities and online platforms. 

1.3 Guiding principles 

• Children have the right to participate in safe, inclusive and positive arts experiences. 

• Children must be treated fairly, listened to and protected from discrimination. 

• Safeguarding is everyone’s responsibility and concerns must be acted on promptly. 

• CAF personnel do not investigate allegations; assessment is the responsibility of Tusla and An Garda 

Síochána. 

• Information is shared only where necessary to protect a child or fulfil a legal or safeguarding responsibility. 

• CAF will not knowingly work with a person or organisation that presents an unacceptable safeguarding risk. 

2. Safeguarding roles and responsibilities 

2.1 Relevant Person and Designated Liaison Person 

Ferga Moran, Executive Producer, is CAF’s Relevant Person and Designated Liaison Person (DLP). She is the 

first contact for questions about the Child Safeguarding Statement and the main internal contact for child 

protection and welfare concerns. 
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Contact Details 

Ferga Moran +353 86 8211519  |  fmoran@carlowartsfestival.ie 

 

The DLP receives concerns, provides guidance, consults Tusla, makes reports where reasonable grounds exist, 

maintains secure records and oversees implementation and review. Her role does not prevent anyone from 

reporting directly to Tusla. 

2.2 Deputy DLP 

Orlaith Treacy, Head of Arts Participation & Engagement, is Deputy DLP and acts when Ferga Moran is 

unavailable or cannot manage a matter impartially. Email: orlaith@carlowartsfestival.ie. 

2.3 Mandated Persons 

CAF does not currently employ a person whose role falls within the statutory categories of Mandated Person. 

CAF will maintain a list if this changes. A Mandated Person retains their individual statutory obligations and may 

make a joint report with the DLP. 

2.4 Responsibilities of all CAF personnel 

• Read and follow this policy and the Code of Behaviour. 

• Maintain appropriate boundaries and supervision. 

• Be alert to possible abuse, neglect or harm. 

• Record and report concerns promptly and factually. 

• Protect confidential information and complete required training. 

3. Risk assessment and planning 

CAF maintains an organisational assessment of potential harm, summarised in the Child Safeguarding 

Statement. A proportionate activity-specific safeguarding assessment must also be completed before organised 

participation by children. 

3.1 Activity assessment 

The project lead, with the DLP or Deputy DLP, must consider: 

• The activity, venue, age and number of children and individual needs. 

• Who supervises, staffing levels and whether one-to-one contact may arise. 

• Arrival, collection, public access, travel, toilets, illness and emergencies. 

• Photography, online communication and children’s personal information. 

• The responsibilities of schools, venues, partners and contractors. 

The assessment must record risks, existing controls, further action, the responsible person and confirmation that 

action is complete before delivery. 

3.2 Partners and contractors 

Safeguarding responsibility, supervision, reporting, vetting, consent, images and information-sharing 

arrangements must be agreed in writing before delivery. CAF personnel must still report concerns connected 

with CAF activity to CAF’s DLP. An activity must not proceed if adequate safeguards are not in place. 
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4. Responding to and reporting concerns 

4.1 When a concern arises 

A concern may arise from a disclosure, an observation, information from another person, an injury or behaviour, 

online communication, an anonymous report or concern about an adult or another child. 

CAF personnel must listen, ensure immediate safety, make a factual record and report promptly to the DLP or 

Deputy DLP. They must not investigate, repeatedly question the child, confront anyone or promise secrecy. 

4.2 Responding to a disclosure 

• Remain calm and listen carefully. 

• Take the child seriously and reassure them that they were right to tell. 

• Explain that information must be shared with people who can help. 

• Use only open prompts needed to clarify what the child is saying. 

• Record the child’s own words and report without delay. 

4.3 Reasonable grounds and Tusla reports 

Reasonable grounds may include an injury or behaviour consistent with abuse, consistent signs of neglect, a 

child indicating they have been abused, an eyewitness account, an admission of harm or any concern about 

possible sexual abuse. Proof is not required; Tusla assesses reported concerns. 

The DLP may consult Tusla for advice. Where reasonable grounds exist, the DLP reports to Tusla without 

unnecessary delay using the current Child Protection and Welfare Report Form or secure portal. 

4.4 Immediate danger 

Where a child is in immediate danger, reasonable and proportionate action must be taken to protect them. 

Contact Tusla immediately. If Tusla cannot be contacted and the danger remains, contact An Garda Síochána 

on 999 or 112. Emergency action must not wait for the DLP. 

4.5 If a report is not made 

The DLP records the information considered, advice received, reasons and any other action. The person who 

raised the concern is informed, where appropriate, and told they may report directly to Tusla if they remain 

concerned. 

4.6 Parents, confidentiality and records 

Parents or guardians are normally informed before a Tusla report unless doing so may endanger someone or 

interfere with an assessment or investigation. Information is shared only on a need-to-know basis. The original 

factual record is provided securely to the DLP; personal copies are not retained. 

4.7 Retrospective disclosures 

An adult’s disclosure of childhood abuse is reported to the DLP. The DLP considers any current risk to children 

and uses Tusla’s Retrospective Abuse Report process where appropriate. 

5. Allegations against CAF personnel 

This procedure applies to employees, Board members, volunteers, artists, facilitators, contractors, visiting 

companies and partner personnel. CAF has a dual responsibility to safeguard children and treat the person 

concerned fairly. 

1. Address immediate safety and report the concern under section 4. 



CARLOW ARTS FESTIVAL  |  CHILD SAFEGUARDING POLICY 

Page 5 

2. Inform the Artistic Director and CEO and/or Board Chair as appropriate. 

3. Consider proportionate interim measures such as additional supervision, reassignment or removal from child 

contact. These are protective, not a finding of guilt. 

4. Seek Tusla, Garda, HR or legal advice before giving details where notification could place someone at risk or 

interfere with an investigation. 

5. Manage safeguarding and employment, contractual or governance processes separately, ensuring internal 

action does not prejudice a statutory process. 

6. Maintain secure records and review policy, training or supervision improvements after the matter concludes. 

If the allegation concerns the DLP, report it to deputy DLP. If it concerns deputy DLP, report it to DLP. If both are 

involved, report it to the Artistic Director and CEO or Board Chair. If it concerns the CEO, the Chair oversees the 

internal response; if it concerns the Chair, another independent Board officer is appointed. 

6. Safe working practices 

6.1 Supervision 

Supervision responsibility must be expressly agreed. Staffing reflects the children’s ages and needs, the activity, 

venue, public access and emergency arrangements. There should normally be at least two authorised adults 

available during a closed activity where CAF supervises children. 

6.2 Public events and workshops 

• Children under 16 attending a public CAF event must be accompanied by a responsible adult unless CAF 

expressly designates otherwise. 

• A parent or guardian must remain for a participating child under eight. 

• Children aged eight and over may attend a designated workshop without the adult remaining only where 

consent, emergency contacts, collection arrangements and adequate supervision are in place. 

• Teachers or youth leaders retain supervision of organised groups unless another arrangement is agreed in 

writing. 

6.3 Arrival and collection 

Where CAF supervises children, attendance and authorised collection arrangements are recorded. A child is 

released only to an authorised person unless independent departure was agreed in advance. At least two adults 

remain with a late-collected child. CAF personnel must not take the child home or use a private vehicle except 

under an authorised emergency arrangement. 

6.4 Lost or separated children 

Notify event management, agree a meeting point, coordinate a prompt search and contact the responsible adult. 

Avoid unnecessary public disclosure of personal information. Contact Gardaí if the child is not located promptly 

or may be at risk. Complete an incident record and report any safeguarding concern to the DLP. 

6.5 One-to-one work and physical contact 

One-to-one contact is avoided where possible. Planned one-to-one work requires a recorded reason, parental 

consent, an open or observable environment and the knowledge of another authorised adult. Physical contact 

must be necessary, appropriate, explained and respectful of the child’s wishes. Physical intervention is used only 

to prevent immediate injury and must be proportionate and recorded. 
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6.6 Illness, distress and personal care 

Contact the parent, guardian, teacher or support person and arrange first aid or emergency assistance. CAF 

personnel provide reasonable immediate support but do not ordinarily provide intimate care. Any exceptional 

emergency assistance must protect dignity, involve another adult where possible and be recorded. 

7. Online activity, communications and images 

7.1 Online delivery and communication 

• Use approved organisational accounts and platforms, with consent and appropriate access controls. 

• At least two authorised adults should normally attend live group activity. 

• Do not use personal accounts, secret or disappearing messages, or private communication with a child. 

• Where direct communication is necessary, use official channels and include a parent, guardian or second 

CAF representative where appropriate. 

• Record online sessions only for a clear purpose, with advance notice and appropriate consent. 

7.2 Photography and recording 

Explain the purpose and use, obtain appropriate consent and respect a child’s wish not to be photographed. Do 

not disadvantage a child who withholds consent. Avoid names, school details or other identifying information 

unless necessary and authorised. Brief photographers and store images in line with CAF’s data-protection 

procedures. 

8. Under-18 volunteers and work experience 

Under-18 participants remain children for safeguarding purposes. Before a placement, CAF obtains appropriate 

consent and emergency information, appoints a named supervisor, agrees suitable duties and hours, and 

considers travel and late work. 

They must not supervise other children alone, work in isolated or age-inappropriate settings, handle 

safeguarding records or manage unsafe members of the public. CAF personnel must not socialise privately, 

provide age-restricted substances or use private communications with them. 

9. Recruitment, vetting, training and conduct 

9.1 Safe recruitment and vetting 

Recruitment is proportionate to the role and may include role descriptions, interviews, identity and qualification 

checks, references, examination of gaps, probation and safeguarding questions. Garda vetting through the 

National Vetting Bureau is required for relevant work or activities with children. Vetting does not replace 

references, supervision or ongoing management. 

Where adequate overseas checks cannot be obtained, CAF documents the assessment and applies additional 

supervision. The person must not work alone with children. 

9.2 Training and supervision 

Relevant personnel receive this policy, reporting information, the Code of Behaviour and activity-specific 

guidance. Those working directly with children complete Tusla’s Introduction to Children First programme or 

equivalent training. CAF records training and provides planning, supervision and debrief support. 
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9.3 Code of Behaviour 

CAF personnel must treat children fairly, listen to them, maintain boundaries, provide supervision, respect 

privacy, challenge bullying and report concerns. They must never: 

• Use physical punishment, verbal abuse, humiliation, intimidation or discriminatory language. 

• Engage in sexualised, suggestive or inappropriately intimate behaviour. 

• Spend unnecessary time alone with a child or create an exclusive relationship. 

• Use personal social media, secret communications or unauthorised images. 

• Provide alcohol, tobacco, vaping products or illegal substances. 

• Ignore a safeguarding concern or ask a child to keep an interaction secret. 

A breach may result in guidance, training, increased supervision, removal from activity, disciplinary or contractual 

action, or a report to Tusla or Gardaí. 

10. Records, complaints, implementation and review 

10.1 Records and data protection 

Safeguarding records are factual, dated, attributable, secure and separate from general project or personnel 

files. Access is limited to people with a legitimate safeguarding, legal or governance responsibility. Information is 

collected only where necessary, shared appropriately and retained under CAF’s retention schedule. 

10.2 Complaints 

A child, parent, guardian, CAF worker or member of the public may complain about safeguarding practice. A 

complaint containing a possible child protection or welfare concern is referred immediately to the DLP and 

handled under section 4; the complaints process must not delay a Tusla report. 

10.3 Implementation and review 

CAF provides the policy and Statement, publishes and displays the Statement, completes assessments, applies 

recruitment and training procedures and includes safeguarding in contracts. The DLP oversees implementation 

with the Deputy DLP, CEO and Board. 

Implementation is considered annually. The policy and Statement are fully reviewed at least every two years and 

sooner following material change, new activity, an incident revealing a gap or updated official guidance. 

10.4 Approval 

Approved by the Board of Carlow Arts Festival August 2026. 

Chair of the Board 
Roisin Lawlor  

Mikey Martins 
Artistic Director and CEO 

Ferga Moran 
Executive Producer, Relevant Person and DLP 
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Appendices 

Appendix 1: Child Safeguarding Statement 

Date adopted: xxx August 2026  |  Next review: no later than xxx August 2028 

1. Name and nature of service 

Carlow Arts Festival CLG presents an annual multidisciplinary arts festival and delivers performances, 

workshops, participatory projects, school activities, online engagement, volunteering and work-experience 

opportunities. Supervision responsibility is agreed and communicated for each activity. 

2. Safeguarding principles 

CAF is committed to safe, inclusive and positive experiences in which children’s welfare and best interests are 

paramount. We treat children with dignity and respect, listen to them, provide appropriate supervision, apply safe 

recruitment and vetting where required, maintain professional boundaries and respond promptly to concerns. 

3. Risk assessment 

Risk identified Procedures in place 

Harm by CAF or partner personnel 
Safe recruitment, vetting where required, induction, Code of Behaviour 
and allegations procedure. 

Inadequate supervision, one-to-one contact, 
lost or uncollected child 

Activity assessments, agreed staffing and supervision, one-to-one and 
lost/uncollected child procedures. 

Harm by another child, including bullying 
Supervision, behaviour expectations and procedures for harmful 
behaviour. 

Public events, workshops, schools, off-site or 
online activity 

Advance agreement of roles, consent, supervision, access controls and 
emergency arrangements. 

Unauthorised images, communication or 
information use 

Consent, approved channels, image procedures and data-protection 
controls. 

Failure to recognise, record or report a 
concern 

Training, clear internal contacts and reporting procedures. 

Under-18 volunteers or work experience Named supervisor and age-appropriate duties, hours and arrangements. 

Partner or contractor failure 
Written agreement of safeguarding, vetting, supervision and reporting 
responsibilities. 

 

4. Procedures 

CAF’s policy contains the procedures required under the Children First Act 2015: managing identified risks; 

allegations against workers or volunteers; safe recruitment; safeguarding information and training; reporting to 

Tusla; maintaining a list of Mandated Persons; and appointing a Relevant Person. It is available on request and 

at www.carlowartsfestival.ie. 

5. Implementation and Relevant Person 

The Statement is provided to relevant personnel, displayed and made available to parents, guardians, Tusla and 

the public. It is reviewed within 24 months or sooner following material change. 
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Safeguarding contact Details 

Relevant Person and DLP 
Ferga Moran, Executive Producer 
+353 86 8211519 | fmoran@carlowartsfestival.ie 

Deputy DLP 
Orlaith Treacy, Creative Producer 
orlaith@carlowartsfestival.ie 

 

Approved by the Board of Carlow Arts Festival CLG August 2026. 

Statement approval 

Roisin Lawlor  

Chair of the Board 

Mikey Martins 
Artistic Director and CEO 

Ferga Moran 
Executive Producer and Relevant Person 
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Appendix 2: Responding to a disclosure – staff checklist 

Do Do not 

Remain calm and listen carefully. Promise secrecy. 

Take the child seriously. Express shock, disbelief or judgement. 

Reassure them they were right to tell. Ask leading questions or seek unnecessary detail. 

Explain that information must be shared with people 
who can help. 

Investigate or confront anyone. 

Use only open prompts needed to clarify. Ask the child to repeat the account unnecessarily. 

Ensure safety, record their own words and report 
promptly. 

Discuss the matter with people who do not need to 
know. 

 

What to record 

• Child’s name and age, date, time, location and who was present. 

• The child’s own words, questions asked and factual observations. 

• Immediate action, when and how the concern was reported, and your name and role. 

Do not retain a personal copy. Give the record securely to Ferga Moran (DLP) or Orlaith Treacy (Deputy 

DLP). If there is immediate danger, protect the child, contact Tusla, and call 999/112 if Tusla cannot be 

contacted and danger remains. 
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Appendix 3: Safeguarding reporting flowchart 
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Appendix 4: Activity safeguarding assessment 

Activity details Information Activity details Information 

Activity/project  Dates / times  

Venue / platform  CAF project lead  

Artist / partner  Number / ages  

Supervision owner  Completed by / date  

 

Participation and supervision 

☐ Parent/guardian   ☐ Teacher/youth leader   ☐ CAF   ☐ Partner   ☐ Shared responsibility 

Details: ______________________________________________________________________________ 

Potential risk Controls / further action Owner Done 

Supervision / one-to-one contact   ☐ 

Lost child / arrival / collection   ☐ 

Public access / harmful behaviour   ☐ 

Images / online communication / data   ☐ 

Personal care / illness / emergency   ☐ 

Travel / off-site activity   ☐ 

Partner / contractor responsibility   ☐ 

Other   ☐ 

 

☐ Roles/supervision agreed   ☐ Vetting/training confirmed   ☐ Consent/emergency contacts obtained 

☐ Access/medical needs considered   ☐ Reporting procedure shared   ☐ Actions complete 

Project lead/signature/date: ______________________________________________________________ 

DLP/Deputy DLP approval/signature/date: _________________________________________________ 
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Appendix 5: Safeguarding concern record form 

Complete as soon as possible. Record facts and the child’s own words. Give securely to the DLP/Deputy DLP 

and do not retain a personal copy. 

Reporter details Information 

Name / role / organisation  

Telephone / email  

Date and time completed  

 

Child details Information 

Name / age / date of birth  

Parent/guardian and contact  

Address / school / group  

Access or communication needs  

 

Concern details Information 

Date, time, location and activity  

People present  

How concern arose 
Disclosure / observation / third party / adult behaviour / child behaviour / 
online / anonymous / other 

 

Factual account and child’s own words 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

Questions asked and responses 

Question/open prompt Response 

  

  

  

 

Immediate action and internal report 

☐  Child supported / immediate safety addressed 

☐  Parent/guardian contacted 
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☐  DLP or Deputy DLP contacted 

☐  Tusla contacted 

☐  Gardaí / emergency services contacted 

☐  Other action recorded below 

________________________________________________________________________________ 

________________________________________________________________________________ 

Reporter signature/date: ______________________________________________ 

DLP / Deputy DLP decision 

☐  Reasonable grounds identified – report to Tusla 

☐  Tusla advice sought 

☐  No reasonable grounds at this time – reasons recorded 

☐  Allegation procedure initiated 

☐  Further protective or follow-up action required 

________________________________________________________________________________ 

________________________________________________________________________________ 

________________________________________________________________________________ 

Decision record Information 

Tusla office / contact / advice  

Report date / method / reference  

Parent informed? If not, reason  

Person raising concern informed and advised 
of right to report  

Follow-up owner / date  

Secure record reference  

 

DLP/Deputy DLP signature/date: ________________________________________ 
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Appendix 6: Lost, separated or uncollected child checklist 

Lost or separated child 

☐  Notify event/venue management and record description, last location and responsible adult’s contact. 

☐  Agree a meeting point and coordinate a prompt, proportionate search. 

☐  Check relevant exits and areas without unnecessary public disclosure. 

☐  Contact Gardaí if the child is not located promptly or may be at risk. 

☐  When found, reassure the child, confirm the collecting adult and record the incident. 

☐  Inform the DLP and report any safeguarding concern. 

Uncollected child 

☐  Keep the child safe and visible with at least two authorised adults. 

☐  Contact parent/guardian, then emergency contact. 

☐  Inform the responsible manager and DLP if delay is significant or concerning. 

☐  Seek Tusla or Garda advice if no appropriate adult can be contacted. 

☐  Do not take the child home or use a private vehicle except under an authorised emergency arrangement. 

☐  Record calls, decisions, collection time and authorised collector. 

Incident / collection record Information 

Child / activity  

Times: reported / due / found or 
collected 

 

Contacts and advice  

Location / circumstances  

Returned or released to  

Completed by / date  

 

 



CARLOW ARTS FESTIVAL  |  CHILD SAFEGUARDING POLICY 

Page 16 

Appendix 7: Partner and contractor safeguarding checklist 

Project details Information 

Project / dates / venue  

CAF lead  

Partner and contact  

Partner DLP / safeguarding contact  

 

Requirement Confirmed Notes/action 

Primary safeguarding responsibility and applicable policy agreed ☐  

DLP contacts and reporting route exchanged ☐  

Allegations procedure and lead organisation agreed ☐  

Recruitment, vetting and training confirmed ☐  

Supervision, arrival, collection and emergencies agreed ☐  

Consent, information sharing, images and online communication 
agreed ☐  

Requirements recorded in contract, MOU, project plan or 
engagement letter ☐  

 

Agreement 

For CAF: __________________   

Role: __________________   

Signature/date: __________________ 

 

For partner/contractor: __________________   

Role: __________________   

Signature/date: __________________ 
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Appendix 8: Key contacts and reporting links 

Contact Details 

CAF DLP Ferga Moran | +353 86 8211519 | fmoran@carlowartsfestival.ie 

CAF Deputy DLP Orlaith Treacy | orlaith@carlowartsfestival.ie 

Tusla Carlow Dedicated Contact 
Point 

St Dympna’s Hospital, Athy Road, Carlow, R93 X9C2 | 059 912 9502 

Tusla reporting portal https://portal.tusla.ie 

Tusla duty teams https://www.tusla.ie/get-in-touch/duty-social-work-teams/ 

Emergency services 999 or 112 

Children First guidance and forms https://www.tusla.ie/children-first/ 

 

For a child living outside Carlow, use the Tusla social-work team for the area in which the child lives. Check all 

contact details during the annual policy review. 
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