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introduCtion

Why We need a Code of ethiCs and Good PraCtiCe

Thank you for volunteering with the Irish Girl Guides (IGG). This booklet is one of our ways to help and support 
you in your role in IGG. The Code of Ethics and Good Practice is designed to ensure that Leaders and Unit 
Helpers get clear guidance on IGG procedures for matters relating to the protection of children and adults. 

This booklet is drafted in accordance with the recommendations of: 

• the Department of Health and Children’s Children First Guidelines (September 1999)
• the revised Children First: National Guidance for the Protection and Welfare of Children 

(July 2011) 
• the Department of Education and Science’s Code of Good Practice, Child Protection for the 

Youth Work Sector (May 2003)

These publications state that organisations that provide services to children, in conjunction with everyone 
else, have a duty and responsibility to protect children. They are State-promoted sets of guidelines which 
have been used and adopted as appropriate for the purposes of the Irish Girl Guides. 

Attendance at an IGG child protection training is a requirement for obtaining a warrant to be recognised as 
a licensed Assistant Leader or Leader with IGG. For more information regarding our Code of Ethics trainings, 
Leaders can contact their Commissioner, Regional Development Officer (RDO) or National Office.  It is 
recommended that Leaders keep their training on this topic up-to-date.

For further reference and support, it is advised that every Unit has a copy of the Code of Good Practice, Child 
Protection for the Youth Work Sector. If you do not have a copy please contact the Safeguarding Membership 
Officer (SMO) in National Office. Copies of the various IGG forms and documents 
mentioned in this booklet are available from the Leaders’ Area of the IGG website, 
your Commissioner or from National Office. 

We value your time as a volunteer in the Irish Girl Guides and hope that this 
resource will give you all the help you need to comply with our good practices. 
Training and support are always readily available – just ask within your Region/
Area/District. For the most up-to-date information, please see the website 
www.irishgirlguides.ie

Codes of ethics are drafted to emphasise that the welfare of our members is of paramount importance. As a 
voluntary organisation working with children we must:

• ensure that the children in our care are protected from harm of all kinds
• recognise that children and adults have rights as individuals and must treat each other 

with dignity and respect
• establish links with parents and/or guardians
• know how to respond to suspected child abuse
• have in place and use a method of recruiting and screening potential volunteers
• have in place a procedure for responding to accidents and complaints
• have in place a procedure for responding to alleged or suspected incidents of abuse
• have in place a procedure for suspension and withdrawal of Leaders where necessary
• have in place a procedure for suspension and if necessary, termination of a child’s 

membership
• have in place a procedure for the child protection training for Leaders
• have in place a procedure for the support of IGG members, Leaders and Unit Helpers
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The Irish Girl Guides is a uniquely girl-only, youth-driven, active and dynamic organisation. It offers a varied 
and exciting programme for girls and young women aged 5-30, and opportunities for Leaders of all ages. In 
an all-female organisation, the girls are free to progress and express themselves in a comfortable setting. 
They enjoy the activities as they can ‘just be girls’ without any pressures and learn to be themselves in a safe 
environment while learning the skills that will, one day, help them to be responsible citizens and adults. 

We have a strong emphasis on the outdoors, environment, community responsibility 
and teamwork. The girls’ self-esteem and leadership skills are developed as they 
progress through Guiding. The Irish Girl Guides actively promotes diversity and 
inclusion and welcomes girl and young women from all walks of life. Anyone who lives 
their life as female is welcome to join the organisation.

The Irish Girl Guides has four different age brackets which we call Branches: 

• Ladybirds is a 3 year programme for girls aged 5 to 7 years 
• Brownies is a 3 year programme for girls aged 7 to 10 years 
• Guides is a 4 year programme for girls aged 10 to 14 years 
• Senior Branch programme is for girls and young women aged 14 to 30 years 

And from the age of 18 onwards, women who share the ethos of IGG can undertake to 
become a Leader.  Some Leaders work with a Unit on a weekly basis while others assist with the administration 
of IGG at local, regional or national level. Trefoil Guild is a group within IGG for women who cannot make a 
regular commitment but still wish to keep in touch with Guiding and share ideas or do activities.  
 
Units consist of up to 36 girls (depending on the Branch) and are run by a team of Leaders who have 
undertaken the relevant screening and training following the appropriate ratio guidelines as set out in IGG’s 
Safety Guidelines booklet. A Unit Helper is someone who helps out occasionally i.e. “now and then”, “from 
time to time”, “irregularly”, “once in a while” when additional help is needed e.g. at Unit meetings, holidays or 
camps. This includes someone who is on a parents’ rota and includes both males and females.

IGG is over 100 years in existence in Ireland and as such has developed a supportive administrative structure. 
The General Council of IGG is responsible for the control and the general supervision of the organisation. The 
Executive Committee controls and manages the affairs of IGG and the National Programme and Training 
Committee is responsible for coordinating the development and delivery of all aspects of the Guiding 
programme and maintaining communication between various committees. There are seven administrative 
Regions of IGG spread across the entire country and each Region has a Regional Commissioner and a 
Regional team/committee. Within the Region, there are geographical groupings of Areas and Districts, each 
one having a Commissioner and a team to coordinate and support the Units and Leaders. Supporting the 
volunteers and girls, are the national and regional staff members. 

Ladybird
5-7 years

senior 
branCh

14-30 years
Guide

10-14 years

broWnie 
7-10 years

Leader
18+ years

about the irish GirL Guides 

Mission stateMent
The mission of the Irish Girl Guides is to enable girls and young 
women to develop to their fullest potential as responsible 
citizens of the world.
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terMinoLoGy & roLes

In Ireland, the Child Care Act 1991 defines a child as any person under the age of 18 years, excluding a person 
who is or who has been married.

For the purpose of this code, and in line with the UN Convention on the Rights of the Child, a child refers to 
anyone who is under 18 years of age. In this code it refers to children and young people who are members of 
the Irish Girl Guides. 

For the purpose of this Code a Leader is an adult, aged 18 or over, who is an unpaid voluntary worker in a 
leadership role in the Irish Girl Guides.

A Unit Helper is an interested person who does not wish to, or cannot (e.g. a father) become a warranted 
Leader. This includes someone who is on a parents’ rota. They may be invited to attend Unit meetings, holidays 
or camps when additional help is needed. Unit Helpers are not Assistant Leaders and must not be left on 
their own or with other Unit Helpers to run the Unit.

A member is any girl or woman who is prepared to accept the Promise and Law.  

The Safeguarding Membership Officer is IGG’s designated Child/Adult Protection person appointed to deal 
with all Child/Adult Protection issues within the organisation.  Their role is to support members, Leaders and 
Unit Helpers in respect of any aspect covered in our Code of Ethics and Good Practice. 

The SMO is responsible for administering the IGG screening process, including Garda Vetting and acting as 
the Liaison Person with the National Vetting Bureau on behalf of IGG. 

S/he is also responsible for handling all concerns and/or complaints that may arise within the organisation 
and deals directly with members and non-members to help resolve the issues, from queries up to disclosures.

The Safeguarding Membership Ad-hoc Group is appointed by the Executive Committee to support the SMO 
in her role of decision-making, particularly with regard to disclosures made as a result of the Garda Vetting 
process. 

The Safeguarding Membership Ad-hoc Group operates within a clear set of guidelines to provide consistency 
and to safeguard an individual’s rights. Disclosures of any kind will be dealt with on a case by case basis. All 
disclosures are held within the strictest of confidence.

ChiLd 

Leader

unit heLPer

MeMbers

safeGuardinG MeMbershiP offiCer (sMo)

safeGuardinG MeMbershiP ad-hoC GrouP
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A Reporting Officer is the title given to the designated person appointed to investigate any child protection 
concerns reported by members of the Irish Girl Guides. 

The Reporting Officer is also responsible for investigating any complaints or allegations against Leaders or 
Unit Helpers. The Reporting Officer is there to take an independent role in order to ensure that a thorough 
and fair investigation is carried out. 

The SMO holds a list of the Reporting Officers and is responsible for assigning one where necessary. A 
Reporting Officer has the option not to deal with a particular complaint e.g. if the person involved is well 
known to them and they are unable to be objective in their approach to the problem.  In this situation the SMO 
will ask another Reporting Officer to take on the case.

It is important that the identity of IGG’s Reporting Officers is kept confidential. Where a Reporting Officer 
has been assigned complete confidentiality in regards to their identity must be maintained at all times by 
all those involved.

The Reporting Officer:

• is responsible for gathering information about any queries/concerns regarding children 
in the Units

• is responsible for gathering information regarding any complaints or allegations against 
Leaders

• investigates any concerns, complaints or allegations assigned to her and submits a 
written report of her conclusions and recommendations as a result of her investigation

• follows the procedures as set out in the relevant section of the Code of Ethics and Good 
Practice and IGG Constitution and Bye Laws as appropriate

• liaises between the Safeguarding Membership Officer, members, staff and statutory 
authorities where necessary

• facilitates the provision of support to any victim, volunteer or employee making a referral 
and provides support also to the person against whom the allegation has been made

• reports suspicions and allegations of child abuse to the statutory authorities i.e. Tusla - 
Child and Family Agency or An Garda Síochána

The Reporting Officers receive training before taking up their duties. The relevant training is coordinated by 
IGG. The Reporting Officers hold regular meetings and receive on-going training.

At all times the Reporting Officers follow the procedures laid down by the Irish Girl Guides Executive 
Committee and, when appropriate, liaise with and report to the Statutory Authorities for investigation.

All information regarding concerns of possible child abuse should only be shared on a ‘need to know’ basis 
in the interests of the child. It should be ascertained before giving any information whether or not the person 
has any legitimate involvement or role in dealing with the issue. However, giving information to those who 
need that information, for the protection of a child whom you genuinely believe may have been abused, has 
been abused, or is at risk of abuse, is not a breach of confidentiality.

All written information including notes taken or copies of reports should be securely stored where they 
cannot be accessed or read by others. All written information should be destroyed once a report has been 
sent to the SMO or a Reporting Officer.

rePortinG offiCer

roLe of the rePortinG offiCer

ConfidentiaLity
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Any Reporting Officer who is submitting a report to Tusla - Child and Family Agency or An Garda Síochána 
should inform a parent/guardian, unless doing so is likely to endanger the child or place the child at further 
risk. A decision not to inform a parent/guardian should be clearly recorded together with the reasons for not 
doing so.

Leaders/Unit Helpers about whom there are concerns must be treated fairly. They should be helped to 
understand the concerns expressed and the processes being operated, and be clearly informed of the 
outcome of any investigation and its implications for their future involvement with the Irish Girl Guides. The 
investigation should be completed as soon as possible. 

The fact that legal action may not always be possible should not mean that action in relation to protecting 
children or disciplining the Leader/Unit Helper should not be taken. It is important that allegations are 
thoroughly assessed and a decision reached. Leaders/Unit Helpers should be told if a report is being made 
to Tusla - Child and Family Agency or An Garda Síochána.

aPPLiCation of fair treatMent
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PoLiCy stateMents
The Irish Girl Guides have a number of policies and guidelines which are detailed on the website. Full copies 
of policies are also available from National Office. These policies and related statements provide a structure 
in which Guiding can take place safely. Policies must be followed by IGG members, staff and recognised 
volunteers involved in delivering or supporting Guiding. The relevant policies for this booklet are described 
below.

ChiLd and aduLt ProteCtion 
The Irish Girl Guides values its members and has a programme aimed at the development of girls and 
young women in which all aspects of unsociable behaviour including bullying, harassment and abuse are 
unacceptable.

Our Leaders are trained to implement our programme in which the needs of the girl are a priority. All Leaders 
must understand, and agree to abide by, the Irish Girl Guides Code of Ethics and Good Practice.

If allegations or suspicion of abuse arise, our Leaders are advised to notify the SMO who will assign a 
Reporting Officer immediately. The Reporting Officer will seek advice from the appropriate Tusla - Child and 
Family Agency office and act within the guidelines laid down by the Department of Health and Children.

If a Leader’s behaviour or negative influence is considered by a Commissioner, or a Reporting Officer, to be 
causing concern, it is a requirement of the Irish Girl Guides that the Leader in question withdraws from the 
role, or is withdrawn immediately, pending an investigation.

data ProteCtion 
Under the Irish Data Protection legislation, everyone has rights with regard to how their personal information 
is handled. In order to fulfil its mission, Irish Girl Guides may collect, store and process personal information 
about members, volunteers, staff, service providers and suppliers.

IGG, as the Data Controller with responsibility for the management of personal data by its members, 
recognises the need to treat this data in an appropriate and lawful way and is committed to doing so. 

IGG has compiled a Data Protection Policy document to provide a concise policy statement regarding Data 
Protection. This includes obligations in dealing with personal data, in order to ensure that the organisation 
complies with the requirements of the relevant Irish legislation, namely the Irish Data Protection Act (1988), the 
Irish Data Protection (Amendment) Act (2003) and the European Communities (Electronic Communications 
Networks and Services) (Privacy and Electronic Communications) Regulations 2011.

equaLity and inCLusion
The Irish Girl Guides respects and values the diversity of its members and of society.  As an organisation we 
believe in being fair, open and inclusive, while still being committed to the concept of a girl-only association 
as offering the best opportunity for the development of girls and women in Ireland at present. IGG is open 
to girls of every faith, and the religious beliefs of all are respected. Through Guiding girls are helped and 
encouraged to deepen their spiritual faith in accordance with the enrolment Promise.

IGG is committed to promoting interculturalism throughout the organisation for youth members, volunteers, 
members of management committees and staff. IGG believes that valuing and managing diversity is about 
recognising and appreciating individual needs and differences and treating everyone with dignity and 
respect.
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IGG undertakes its responsibility to comply with equality legislation. As such it is committed to ensuring 
that no young person or adult is treated less favourably than another on grounds of: race, membership of 
the Traveller Community, religious belief, sexual orientation, marital status, family status, disability, socio-
economic status.

IGG is committed to prevent any form of discrimination, inequality or denial of equal opportunity, whether 
direct or indirect against youth members, volunteers, members of committees and staff. IGG is committed to 
ensure that it fulfils its legal obligation under existing equality legislation.  

IGG seeks to actively demonstrate its celebration of diversity and its commitment to equality by placing 
these tenets central to all the policies, processes and procedures of the organisation. 

substanCe use PoLiCy 
The substance use policy operates within the framework of IGG’s mission statement and supports the aims 
and objectives in providing a safe environment for its members, while enabling girls and young women to 
learn skills that will one day help them to be responsible citizens and adults. 

IGG holds the Health Quality (HQ) Mark as a health-promoting youth organisation. IGG is committed to the 
development, health and well-being of all its members and incorporates health promotion in its programme 
which provides awareness on a number of areas including drugs. 

In upholding IGG’s values all members should provide an example they would wish others to follow. 
IGG expects all its members to comply with the policy and, where necessary, will enforce the policy with 
disciplinary procedures as outlined in the Code of Ethics and Good Practice.

• Smoking Anyone above the legal age for smoking must ensure that they smoke in a 
discreet, safe manner and in an appropriate legal place away from the girls and young 
women.

• Alcohol Adults at an event or residential experience involving girls and young women 
should exercise discretion regarding alcohol. They must abide by the legislation to do 
with the legal age for drinking alcohol, any guidelines set down prior to an event and the 
venue policy on the consumption of alcohol. In order to deal with an emergency or first 
aid incident, at least two adults must abstain from alcohol consumption, at least one of 
whom must be able to drive and have access to a car if possible. Adults must not be under 
the influence of or consume alcohol during any IGG Unit meeting. (For the purposes of this 
policy adults must comply with the legal alcohol limit as stated under the Irish road traffic 
legislation).

• Drugs It is illegal to take non-prescribed drugs not sold over the counter, at any age, and 
the Irish Girl Guides has an obligation to ensure that the law is upheld.

• Solvents IGG does not accept the misuse of solvent-based substances or inhalants by 
any of its members.

adMission PoLiCy 
Membership of the Irish Girl Guides is open to all who identify as girls and women and are prepared to accept 
the Promise and Law.
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Good PraCtiCe for Leaders 
In order to prevent situations where children may be abused, or Leaders may be accused of abuse, the 
following sensible guidelines of Do’s and Don’ts should be followed:

Do make sure you are familiar with both the Code 
of Ethics and the Safety Guidelines booklets 
(both of which are available free of charge to all 
Leaders and Unit Helpers)

Do be aware of your responsibility as a Leader, 
both towards the children and the other 
adult Leaders in your Unit, ensuring that all 
relationships/friendships are appropriate.

Do make sure that all activities have adequate 
supervision and boundaries 

Do take time to listen to the children in your care 
and respond to what they say, following up if 
necessary.

Do keep an accident and incident book. This 
book must be kept as a record of all accidents 
where injury occurs and all incidents of bullying 
or disruptive behaviour. Please refer to the 
Recording Procedure as set out in this booklet.  

Do follow the IGG Reporting Procedure if there is 
an incident or allegation of abuse.

Do provide an example you would wish others to 
follow.

Don’t allow rough horseplay or inappropriate 
physical contact.

Don’t do things of a personal nature that the 
children can do for themselves.

Don’t promise to keep secrets.

Don’t permit bullying – either physical or verbal.

Don’t ignore allegations a child makes – 
question, record and respond.  

Don’t show favouritism.

Don’t be left alone with a child, away from 
others. Where this is not possible, leave a door 
open and inform another Leader that the child 
will be alone in the room with you, and tell her the 
purpose of your one to one meeting. If possible 
give an idea of the length of time you expect to 
be together.

Don’t take a child alone in a car, however short 
the journey.*

Don’t take individual children to your own 
home.*

* If this is unavoidable, the Leader must make contact with the child’s 
parents or guardians to advise them of the situation and to obtain 
their consent to a proposed course of action.

As a general principle, Leaders are advised 
not to make physical contact that may be 
misconstrued by a child or an adult. When 
administering ‘First Aid’ Leaders should 
ensure that, wherever possible, other 
children or adults are present.

DON’T BELIEVE THAT IT COULD NEVER 
HAPPEN TO YOU – DON’T RELY ON YOUR 
GOOD NAME TO PROTECT YOU.
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ConduCt GuideLines  
Conduct Guidelines for Girls (as noted on the Personal Registration Form)

• Girls should not be left at the meeting venue without ensuring that the Leader is present.  
Girls should be collected immediately after the meeting ends, as the Leaders’ responsibility 
officially ends at the stated finishing time

• Punctuality is expected and an excuse should be sent if the girl is unable to attend
• Uniform should be worn for all meetings unless otherwise stated
• Subscriptions to Unit and Annual Membership must be paid when due
• A reasonable standard of behaviour, including respect for Leaders and all other members, 

is expected at all times

Conduct Guidelines for Leaders

When signing the Agreement Form for Leaders with the Irish Girl Guides, Leaders agree to:

• Accept the Guide Promise and Law as the foundation of Guiding
• Abide by the Code of Ethics and Good Practice and the Child and Adult Protection Policy of 

IGG
• Undertake whatever Leader training is appropriate to their appointment
• Return their warrant if requested to do so by the Executive Committee
• Be punctual for meetings
• Wear uniform to meetings unless otherwise stated
• Behave reasonably, including having respect for all other members, at all times

Conduct Guidelines for Unit Helpers

When signing the Agreement Form for Unit Helpers with the Irish Girl Guides, Unit Helpers:

• Deem themselves suitable to work with children
• Agree to abide by the Child and Adult Protection Policy Statement and IGG’s Code of Ethics 

and Good Practice
• Agree with the aims and objectives of the Irish Girl Guides
• Accept the Guide Law and Promise

Details of the Guide Law and 
Promise can be found in the Leading 
the Way publication or online.
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GuideLines on the use of iMaGes of iGG MeMbers  
The taking and use of photographs or film at an Irish Girl Guide related activity is an 
indispensable tool in the promotion of the organisation. Leaders are encouraged 
to actively take part in the promotion of IGG at a local and national level. As with all 
activities and events which take place within an IGG context, safety and protection of 
our members is paramount. The following guidelines have been designed to protect 
the personal information of our members (as required by the Data Protection Acts  
1998-2003) to safeguard against the inappropriate use, reproduction or adaptation 
of photographs or film of those members and to respect their dignity.

1. The Personal Registration Form for girls contains a section advising parents that their child’s 
image may be used. Leaders should ensure that they hold up-to-date Personal Registration Forms 
for each girl, signed by their parent or guardian. It is recommended that new Personal Registration 
Forms be filled out each year. These forms should be kept in a safe and secure place, to which 
Leaders have ready access.

2. Leaders should ensure that any photograph or film used shows the girls in official, presentable 
uniform, or where not feasible, appropriate dress for the activity in which they are taking part e.g. 
camp. Under no circumstances should girls be photographed or filmed in swimwear. Similarly 
Leaders should ensure that the behaviour depicted in the photographs or film is appropriate 
behaviour, having regard to the age of the girls involved and the image and values which IGG seeks 
to promote.

3. Photographs or film of IGG members should be used appropriately. For example in Guiding-related 
publications and social media, newspapers, local newsletters etc., images should be used in a way 
that promotes a positive image of IGG. Leaders should try to encourage this principle with girls in 
their Unit who may take their own photographs or film at Guiding events.

4. Girls should not be permitted to take part in unsupervised or one-to-one photographing or filming 
sessions with either Leaders or external/professional photographers or videographers. Leaders 
should bear in mind IGG’s Code of Ethics and Good Practice in this regard.

5. The Data Protection Acts 1998-2003 set down laws regarding the use of an individual’s personal 
information. For this reason, IGG members should never be named or tagged in social media. 
In certain cases, such as enrolments or award ceremonies or where photos of a small group 
of members are sent to newspapers, National Office staff will work on the understanding that 
consent has been obtained for members to be identified by name

6. It is the responsibility of Leaders sending photographs or films of Unit activities to National Office 
for use at national level to ensure that they hold an up-to-date signed version of the Personal 
Registration Form for every girl in the photographs or films in question.

7. When attending any event organised by or involving members of IGG, Leaders should ensure that 
they inform the event organiser in advance if any girl attending that event does not have parental 
consent to the use of their image.

8. Leaders should keep in mind that girls who do not have parental consent may feel excluded if they 
are being left out of photographs and film. Leaders should remain sensitive to the girls’ feelings in 
this situation and attempt to minimise any feelings of exclusion.

9. Leaders should also remember to give due consideration to the appropriate use of photographs or 
film of fellow Leaders or adult members. If Leaders are in doubt as to whether they would be happy 
for them to use a photograph or film of them in any context, they should just ask.

10. If a Leader or parent has any concerns regarding the inappropriate use of photographs or film of 
an IGG member, they should report those concerns to the Safeguarding Membership Officer in 
National Office.
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reGisterinG With iGG
PersonaL reGistration forM and oGM  
IGG’s Personal Registration Form must be given to all girls when they join a Unit and should be completed on 
an annual basis. This form must be signed by the parent/guardian and the girl (Guide and Senior Branch age 
only) and page 3 is returned to the Leader. Pages 1 and 2 are retained by the parents/girl.

Once the signed form is received, a Leader should input the information on IGG’s unit management system – 
Online Guide Manager (OGM).

Although the form is not required for adults, it is important to capture the information on it for all adults in 
your Unit e.g. next of kin contact details. This should also be put on OGM so that it is accessible should the 
need arise. 

sCreeninG of neW aduLt Leaders  
The prospective Leader will be provided with a Leader Pack containing all the forms and booklets appropriate 
to the IGG screening procedure for Leaders. These Packs are available, free of charge, from National Office, 
all IGG Distribution Centres, Regional Development Officers (RDOs) and Commissioners. The Commissioner/
RDO will then explain the steps of this confidential process. The process then proceeds as follows:

• The prospective Leader completes the following forms found in the Leader Pack: 
• IGG Leader Application Form
• ID Validation Form
• Vetting Invitation Form

• The prospective Leader must arrange to meet with their Commissioner or RDO in person 
in order to have their identification verified and their ID Validation Form signed confirming 
their identity. (Information on the steps to follow and list of identification documents 
required can be found in the Leader Pack).

• Having read IGG’s Code of Ethics and Good Practice, the prospective Leader signs the 
Agreement Form for Leaders with the Irish Girl Guides which the Commissioner/RDO 
countersigns to give her approval

• All completed forms should be returned to IGG’s liaison person: the Safeguarding 
Membership Officer (SMO), IGG National Office, 27 Pembroke Park, Dublin 4.

n.B. Please note all completed screening forms should be returned together to National 
Office, as the ‘Acceptance on provisional basis letter’ cannot be issued until all completed 
forms are received by the SMO.

• On receipt of completed ID Validation Form, supporting identification documents as 
required and the Vetting Invitation Form, an invitation to the e-vetting website will be sent 
to the prospective Leader’s email address. Using the link supplied, they can access the 
National Vetting Bureau Online Vetting system to complete a Vetting Application Form. 

• Once the prospective Leader completes the online Vetting Application Form, this is 
automatically passed to the Liaison Person in IGG to review for completeness before 
forwarding to the National Vetting Bureau for processing.

• IGG will issue a letter by email to the prospective Leader once all her screening forms are 
received and her online Vetting Application Form has been completed, informing her that 
she has been accepted on a provisional basis, subject to successful completion of the 
screening process including Garda Vetting, strictly under the supervision of a warranted 
IGG Leader.

• A copy of this letter will also be forwarded by email to the Unit Contact Person (UCP) as 
proof that all forms have been received and the prospective Leader’s screening process 
is underway. The UCP must ensure that this letter is received from the SMO within three 
weeks of giving the Leader Pack to the prospective Leader. If this letter is not received she 
must follow up on the outstanding forms immediately.
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• The SMO contacts the two referees who have been listed on the Leader Application Form 
to seek their approval of the application. 

• When the prospective Leader successfully completes the full screening process including 
Garda Vetting, IGG will issue a letter by email informing her that she has been registered 
as a Leader. Confirmation is also sent by email to her UCP, District Commissioner and RDO.

Please note prospective Leaders cannot attend a residential event until they have successfully 
completed the full screening process including Garda Vetting.

sCreeninG of neW unit heLPers  
A Unit Helper helps out occasionally i.e. “now and then”, “from time to time”, “irregularly”, “once in a while” 
when additional help is needed e.g. at Unit meetings, holidays or camps. This includes someone who is on a 
parents’ rota and includes both males and females. 

Unit Helpers do not require vetting unless attending a residential. The exception to this is an assistant for 
a member with special needs who helps on a regular basis, but is still regarded as a Unit Helper. In this 
situation Garda Vetting is required.

However, all Unit Helpers need to submit a signed Unit Helper Agreement Form. This form is available online.

Screening Process For Unit Helpers attending residential events

Unit Helpers attending residential events must complete the full Unit Helper screening process including 
Garda Vetting. The current Leader will provide the prospective Unit Helper with a Unit Helper Pack containing 
all the appropriate forms and booklets. These Packs are available, free of charge, from National Office. 

The Leader will then explain the steps to the confidential process and proceed as follows:

• The prospective Unit Helper completes the following forms: 
• IGG Leader Application Form
• Vetting Invitation Form

• The prospective Unit Helper must arrange to meet with their Unit’s Leader in person in 
order to have their identification verified and their ID Validation Form signed confirming 
their identity. (Information on the steps to follow and list of identification documents 
required can be found in the Unit Helper Pack).

• The Leader goes through IGG’s Code of Ethics and Good Practice with the prospective Unit 
Helper and explains the Child and Adult Protection Policy Statement. 

• The prospective Unit Helper signs the Agreement Form for Unit Helpers with the Irish Girl 
Guides which the Leader countersigns to give her approval. 

• All completed forms should be returned to IGG’s liaison person: the Safeguarding 
Membership Officer (SMO), IGG National Office, 27 Pembroke Park, Dublin 4.

• On receipt of completed ID Validation Form, supporting identification documents as 
required and the Vetting Invitation Form, an invitation to the e-vetting website will be sent 
to the prospective Unit Helper’s email address. Using the link supplied, they can access 
the National Vetting Bureau Online Vetting system to complete a Vetting Application Form. 

• Once the prospective Unit Helper completes the online Vetting Application Form, this 
is automatically passed to the Liaison Person in IGG to review for completeness before 
forwarding to the National Vetting Bureau for processing. 

• When the prospective Unit Helper successfully completes the full screening process 
including Garda Vetting, IGG will issue a letter by email informing them that she/he has 
been registered as a Unit Helper. Confirmation is also sent by email to their Leader.

Please note Unit Helpers cannot attend a residential until they have successfully completed the 
full screening process i.e. Unit Helper Agreement form submitted and Garda Vetting completed.
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What haPPens if a neGative disCLosure is reCeived? 
If any disclosure raises doubts about the applicant’s suitability, it will be considered by the Safeguarding 
Membership Ad-hoc Group. They will be provided with all available details about the relevant applicant and 
the disclosure; however the applicant’s identity will not be disclosed.

The applicant will be informed that the Group is to be convened. This does not mean automatic rejection – 
only that the Group is trying to achieve the best outcome for all concerned. 

At all stages confidentiality will be adhered to.

The decision on making or rejecting an appointment following a negative disclosure will be made by the 
Group taking into account the nature of the disclosure and the history surrounding it. The Group will decide 
if the appointment may be made with or without restrictions.

More details on the screening process can be found in Irish Girl Guides Garda Vetting Policy and Procedures 
which is available on request from the Safeguarding Membership Officer.

reCordinG ProCedures 
It is important that a record is kept of all accidents and incidents that occur during an event involving IGG 
members held at local, regional, national or international level. These should be documented in the Accident 
and Incident book, which should be held by all IGG Units.

The report should describe:

• the programme running at the time
• what happened
• who was involved
• where and when it happened
• what was said if significant
• any injury to person or property
• how the situation was resolved

As well as being recorded in the Accident and Incident Book, some incidents may require that the Accident 
Report Form, Incident Report Form or Complaint Form is completed and sent to the District Commissioner or 
SMO, as appropriate. These forms are in the Appendices and can also be downloaded from the IGG website.

aCCident rePort forM
For an accident resulting in an injury, the Accident Report Form should be used.

inCident rePort forM
This form should be used for the reporting of an incident other than an accident e.g. bullying, damage to 
property, petty theft.

CoMPLaint forM
This should be used in the event of a complaint.
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CoMPLaints ProCedure

What to do if a CoMPLaint is Made aGainst a Leader 
If a complaint is made against a Leader or when a Leader’s behaviour within a Unit or in any other aspect 
of Guiding, causes concern or is seen to be a negative influence, then, in order to protect the Unit and the 
Guiding ethos, the following steps should be taken:

1. Where appropriate another Leader should talk privately to the Leader in question and, giving 
reasons make her aware that her behaviour is not acceptable.  

2. In the event of this informal procedure being unsuccessful, the District/Area Commissioner should 
be contacted to deal with the matter on an informal basis.

3. If the situation does not improve or is not resolved following this, or if the matter is considered to be 
so serious that formal procedures should be immediately invoked the Safeguarding Membership 
Officer should be contacted. The SMO will offer support and where necessary will contact a 
Reporting Officer (as per the reporting procedure). 

4. The Complaint/Incident Report Form must be completed. The Reporting Officer will contact the 
Leader and inform her that she [the Reporting Officer] must take the necessary measures, which 
should be proportionate to the level of risk, and should not unreasonably penalise the Leader 
unless this action is necessary to protect children. If the Leader’s behaviour or negative influence 
is considered by the Reporting Officer or the Commissioner to be causing concern, the Leader in 
question will withdraw or be withdrawn, pending the investigation.

5. The Reporting Officer will gather appropriate information regarding the complaint with a view to 
resolving the matter and keep the SMO and Commissioner informed. A copy of the Complaint/
Incident Report Form should be made available to the Leader in question who should be offered 
an opportunity to respond to the complaint. Any further information, such as witness statements, 
will also be furnished to the Leader against whom the allegation has been made, in order that she 
can respond to the allegations.

6. Please note IGG will not accept complaints which are deemed to be malicious or of a frivolous 
or vexatious nature. If at any time during the investigation it becomes clear that the complaint 
is frivolous, vexatious or malicious the Reporting Officer can determine that there is no case to 
answer and close the case.

7. On completion of the investigation, the Reporting Officer will submit a written report of her findings 
to the SMO who will inform those concerned of the outcome in writing and furnish them with a 
copy of the report.

8. If the Reporting Officer determines that the Leader has breached IGG’s standards, policies and/or 
procedures formal disciplinary procedures will be evoked. 

Please note in the interests of fairness and transparency, anonymous complaints will not be accepted 
by IGG. Leaders can contact the Safeguarding Membership officer for advice/support at any stage of 
proceedings. At all stages confidentiality will be adhered to.

ConfidentiaLity is iMPortant

It is important that the Leader is aware that she is entitled to 
have someone for moral support at all times.
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What to do if a CoMPLaint is Made aGainst a unit heLPer
If a complaint is made against a Unit Helper, or when a Unit Helper’s behaviour within a Unit or in any other 
aspect of Guiding, causes concern or is seen to be a negative influence, then, in order to protect the Unit and 
the Guiding ethos, the following steps should be taken:

1. The Unit Leader should talk privately to the Unit Helper in question and, giving reason make her 
aware that her behaviour is not acceptable.  

2. In the event of this informal procedure being unsuccessful, the District/Area Commissioner should 
be contacted to deal with the matter on an informal basis.

3. If the matter is considered to be so serious that formal procedures should be invoked the 
Safeguarding Membership Officer should be contacted.

4. The SMO will offer support and advice, and where appropriate assign a Reporting Officer. The SMO 
will send a Complaint/Incident Report Form to be completed by the complainant and returned to 
the SMO. 

5. In such cases, a copy of the Complaint/Incident Report Form is forwarded to the Reporting Officer 
by the SMO.

6. The Reporting Officer will follow the standard reporting procedures. 

CoMPLaints ProCedure for Parents
There may be occasions when parents have cause for concern e.g. about a Leader, a Guiding event or another 
child in the Unit. IGG takes complaints seriously, and has set out the following procedure.

When a parent/guardian makes a complaint known to the Leader/Commissioner, the following steps should 
be taken:

• An informal meeting to discuss the complaint should be arranged with the parent/
guardian and the Leader of the Unit, in the presence of another Leader/adult. The Leader 
should outline the Irish Girl Guides complaints procedure, including the availability of a 
Complaint Form.

• If the parent/guardian wishes to further this matter, they may complete the Complaint 
Form and return it to the Safeguarding Membership Officer, c/o National Office.

• A copy of the form will be given to the appropriate Leader.
• The Safeguarding Membership Officer will ensure that a Reporting Officer is allocated and 

give her a copy of the Complaint Form.
• The Reporting Officer will then make direct contact with the complainant, and will adhere 

at all times to IGG’s Code of Ethics and Good Practice.

This page may be photocopied and given 
to parents in the case of a complaint being 
made. 

Irish Girl Guides, National Office, 27 
Pembroke Park, Dublin 4.
Telephone: 01 668 3898 Fax: 01 660 2779 
Email: safeguarding@irishgirlguides.ie



16

rePortinG ProCedure for a CoMPLaint / inCident other than a 
susPiCion of abuse
If a complaint is made against a Unit Helper, or when a Unit Helper’s behaviour within a Unit or in any other 
aspect of Guiding, causes concern or is seen to be a negative influence, then, in order to protect the Unit and 
the Guiding ethos, the following steps should be taken:

1. Every Leader/Unit Helper can confidentially contact the Safeguarding Membership Officer in the 
event of a problem occurring. 

2. If the matter is with regards to a complaint against a Leader or Unit Helper the standard complaint 
procedures as outlined in this booklet should be adhered to as appropriate.

3. The SMO offers support and advice and, where appropriate, assigns a Reporting Officer. 
4. A Complaint/Incident Report Form must be completed by the complainant and sent to the SMO 

immediately. 
5. In cases where a Reporting Officer is assigned, a copy of the Complaint/Incident Report Form is 

forwarded to her by the SMO and the Reporting Officer makes contact with the complainant. 
6. The Reporting Officer keeps the SMO and the relevant Commissioner informed regularly in relation 

to the complaint in accordance with the guidelines provided to the Reporting Officer. However in 
certain cases which may be very confidential and/or where the complaint made is actually against 
the Commissioner, the Reporting Officer will only inform the SMO.

7. Please note IGG will not accept complaints which are deemed to be malicious or of a frivolous 
or vexatious nature. If at any time during the investigation it becomes clear that the complaint 
is frivolous, vexatious or malicious the Reporting Officer can determine that there is no case to 
answer and close the case.

8. The Reporting Officer compiles a full report on the case and submits it to the SMO. The complainant 
and appropriate people concerned in the case are advised of the outcome by the SMO.

9. If the Reporting Officer determines that the member has breached IGG’s standards, policies and/
or procedures formal disciplinary procedures will be evoked. Please refer to information on the 
disciplinary procedures in this booklet and the steps which shall be followed.

10. When the case is closed, all related documents are confidentially stored in National Office in 
compliance with the Data Protection Act.

Please note in the interests of fairness and transparency, anonymous complaints will not be accepted by 
IGG.

ConfidentiaLity

All cases/incidents will be treated as strictly confidential.



17

ChaLLenGinG or disruPtive behaviour of MeMbers (other than 
Leaders)
In the Personal Registration Form for Girls it is stated that a reasonable standard of behaviour, including 
respect for Leaders and all other members is expected at all times. This form is signed by the parent/
guardian of the girl as well as by girls of Guide age upwards. A copy of the conduct guidelines is retained by 
the parents/guardians and the girl.

It is recommended that instances of disruptive behaviour which require the intervention of a Leader and 
which put at risk the safety and wellbeing of others be documented in the Accident/Incident book. The report 
should describe:

• the programme running at the time
• what happened 
• who was involved
• where and when it happened 
• what was said if significant
• any injury to person or damage to property
• how the situation was resolved 

This book should be made available to the Commissioner and the SMO, if required or requested.

ProCedures for deaLinG With ChaLLenGinG or disruPtive behaviour 
If a child’s behaviour is disruptive on a number of occasions and 
you have already tried to deal with it at Unit level without success, 
you should have an informal chat with her parent/guardian where 
appropriate, to gauge if there is anything going on at home or outside 
of the Unit which could be affecting the child and contributing to 
her behaviour e.g. separation of parents, upset over arrival of new 
little sister or brother, bullying in school. This way you will have a 
better insight into the cause of the behaviour and also the parent/
guardian will be aware of the situation and hopefully be able to 
address it so that it does not continue. 

If the child’s behaviour continues to be disruptive and interferes with the organised running of the Unit, then 
in the best interest of the Unit the following steps should be taken:

1. Discuss the child’s behaviour with another Leader and ensure that this Leader is present if any 
action has to be taken e.g. meeting with parent/guardian.

2. Talk with or write to the parent/guardian explaining the situation. A written warning of suspension/
membership termination if child’s behaviour continues should be given to parent/guardian either 
in person or by letter. Any such correspondence must be sent to the parent/guardian by registered 
post and not sent home with the child in question.

3. Inform the Commissioner of the situation and steps that were taken.
4. If the child continues to be disruptive, suspend her for up to one month. Inform the parent/guardian 

in person or by letter. Any such correspondence must be sent to the parent/guardian by registered 
post, and not sent home with the child in question.

5. If the child returns and is still disruptive, the Commissioner, in consultation with the Leader, will 
ask her to leave and inform the parent/guardian as above.

6. If the parent/guardian disagrees with any of the steps taken, they can complete the Complaint 
Form and return it to the SMO as per the Complaints Procedure for Parents. 

Leaders can contact the SMo for advice/support at any stage of proceedings
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buLLyinG
Bullying is repeated inappropriate behaviour, direct or indirect, whether verbal, physical or otherwise, 
conducted by one or more persons against another or others, which could reasonably be regarded as 
undermining those individuals’ right to dignity.

Bullying comes in many forms i.e. direct, indirect, verbal, physical, gesture, e-bullying, relational, extortion, 
homophobic, racial and mobbing. 

Bullying can happen from peer to peer of any age, from adult to child and in 
some cases child to adult. IGG regards bullying as a serious infringement of 
any individual’s rights and a serious threat to self-esteem of the victim. IGG is 
committed to creating an environment free from bullying and any such behaviour 
is unacceptable and will not be tolerated.

siGns that a ChiLd May be buLLied  
Symptoms of possible bullying are often overlooked or unrecognised.

They can include:

• Unexplained bruising, cuts or damaged clothes
• Pattern of physical illnesses e.g. headaches, stomach aches
• Visible signs of anxiety or distress - stammering, crying
• Reluctance and/or refusal to say what is troubling her
• Unexplained mood swings or behaviour;

• Becoming withdrawn 
• Becoming clingy 
• Attention seeking 
• Aggressive behaviour 

• Out of character behaviour in the Unit
• Loss of concentration and loss of enthusiasm
• Loss of interest
• Erratic attendance
• Lingering behind after Units over

However, it is important to remember that, while a child could be displaying 
some or all of these signs, this does not necessarily mean that she is being 
bullied. If you are concerned you should contact the Safeguarding Membership 
Officer.

tyPes of buLLyinG inCLudinG definitions   
Direct Bullying: When people are asked to describe bullying this is normally the type 

of bullying that they will describe. With direct bullying the behaviour is 
obvious and bystanders will be aware of it.
Types of direct bullying include physical or verbal bullying;

Indirect Bullying:     This type of bullying is more difficult to recognise.
Types of indirect bullying include intimidation or isolation;
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Verbal Bullying: Slandering or ridiculing an individual; 
Using a person as the butt of jokes;

Including:

Slagging: this behaviour usually refers to the good natured banter 
which goes on as part of the normal social interactions between people. 
However, when this slagging extends to very personal remarks aimed 
again and again at the same target then it may be described as bullying;
Abusive telephone calls: the abusive and/or anonymous telephone call 
is also a form of verbal intimidation or bullying;
Name calling: persistent name calling directed at the same target(s), 
which hurts, insults or humiliates should be regarded as a form of bullying 
behaviour.  Most name calling of this type refers to physical appearance. 
Accent or distinctive voice characteristics may attract negative attention 
and academic ability can also provoke name calling;

Physical Bullying: Pushing, shoving, pinching, hitting, kicking, poking, and tripping people 
up;

Including:  
 
Assaults or threats of physical assaults; 
Damage to a person’s work space or property;

Gesture Bullying: Non-verbal gestures/glances which can convey threatening or 
frightening messages/intent;

E-bullying: This newest strain of bullying has emerged through the use of web pages, 
emails and text messaging to abuse, intimidate and attack others, either 
directly or indirectly e.g. rumour mongering;

Relational Bullying: This type of bullying is most common among girls. It is any behaviour that 
sets out to deliberately damage another person’s friendships or feelings 
of inclusion in a friendship group.

Behaviours involved in this type of bullying include exclusion, isolation, 
subtle verbal aggression, gossip and rumours; (Suckling and Temple, 
2001)

Extortion: The deliberate extraction of money or other items of property accompanied 
by threats;

Homophobic Bullying: Homophobic bullying is a kind of bullying that is typically aimed at young 
people who are gay, or who are perceived to be gay. This can involve name-
calling, isolation and violence. Homophobic bullying is very common and 
demeaning; (Belong to, 2006) 

Racial Bullying: Racial bullying can be expressed physically, socially or psychologically 
when one is labelled negatively as being different from others according 
to one’s race;

Mobbing: This is another word for bullying. Mobbing generally means that the target 
is being bullied by a group of perpetrators and not just one perpetrator
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What a Leader shouLd do if she susPeCts a ChiLd is beinG buLLied/an 
inCident of buLLyinG is rePorted
The Leader should assess the situation informally first to see if there is any alternative explanation for her 
concerns or to see how serious the incident was and if there is any underlying reason behind the inappropriate 
behaviour. 

The Leader should chat with the parent/guardian, other Leaders and/or other children in the Unit, where 
appropriate, in a non-formal and discreet manner to gain more information. This could be approached by 
enquiring if there is anything going on at home or school affecting the child as she seems out of sorts or 
hasn’t been herself lately etc. There may be something going on outside of the Unit which you are unaware 
of e.g. death or illness of a family member, separation of parents, death of a family pet, bullying in school. 

If there is no cause for concern, the Leader should note her concern and any action taken on an incident 
report form. As with most things, prevention of bullying is better than trying to deal with consequences 
therefore, raising the awareness of bullying in the Unit through activities is a good way of addressing this 
issue (activities on bullying can be found on OGM).

If there is cause for concern the following procedures should be followed:

1. Immediately record on paper the FACTS as you know 
them. The report will be objective and you will note 
what was actually observed and, if appropriate, the 
exact words used. If there has been an incident, 
ensure it is recorded on an Incident Report Form.

2. Discuss your concern/incident with the other Leaders 
in your Unit to see if they can provide any further 
information and ensure that one other Leader is 
present if any action has to be taken e.g. meeting with 
parent/guardian or child/children.

3. Meet with the parent/guardian of the parties involved, 
as appropriate, to explain the situation, to discuss 
how the matter can be resolved and what actions will 
be taken. 

4. Following consultation with the other Leaders 
and after talking with the parent/guardian where 
appropriate, the Leader should chat discreetly with 
all parties involved in order to gain more insight into 
what has been happening, when it started, who is 
involved and why.

5. The Leader should talk to child/children responsible for the bullying about their behaviour and type 
of behaviour expected of her/them. The child/children should be encouraged to offer an apology 
and undertake not to behave in this manner again.

6. The Leader should keep a written factual record of all details regarding this matter including all 
meetings/conversations, who was present, what was discussed, dates and times. The records 
should be signed and dated and kept securely by the Leader while the child is a member.

7. The Leader should monitor the situation to ensure that the bullying is not repeated. 
8. If the situation continues to give cause for 

concern then inform the Commissioner of the 
matter and steps that were taken. The Leader 
should then refer to the ‘Procedures for dealing 
with challenging or disruptive behaviour’ which 
should now be followed. 

Leaders can contact the SMo for advice/support  
at any stage of proceedings

More details on this can be found in the 
section on Reporting Procedures in respect 
of Suspected or Actual Child Abuse in the 
Code of Good Practice, Child Protection for 
the Youth Work Sector.
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definitions of ChiLd abuse
Child abuse is a term used to describe ways in which children are harmed, usually by adults and often by 
people they know and trust. It refers to the damage done to a child’s physical or mental health. Children can 
be abused within or outside their family, and possibly even in the Guiding environment. This can take the 
form of physical abuse, emotional abuse, neglect and sexual abuse.

PhySicAl AbuSE can be where adults:

• physically hurt or injure children
• give children alcohol, inappropriate drugs or poison
• expose children to activities, the nature and intensity of which exceed the capacity of the 

children’s immature and growing bodies

EmoTioNAl AbuSE can occur:

• where there is a persistent lack of attention
• where there is constant overprotection, which prevents appropriate socialisation
• where children are frequently shouted at or taunted
• where there is constant criticism or unrealistic pressure to perform

NEglEcT includes situations in which adults:

• fail to meet a child’s basic physical needs e.g. food, warm clothing
• consistently leave children alone or unsupervised
• fail to give children the attention required and expose them to risk of injury, failing to 

ensure their safety

SEXuAl AbuSE occurs when adults use children to meet their own sexual needs. It can include:

• exposing children to pornographic books, videos, photographs or websites
• using children for pornographic purposes
• inappropriate sexual acts, fondling, oral sex, masturbation or full intercourse

siGns of ChiLd abuse
There are signs that could alert you to the fact that a child MIGHT BE being abused.

For example if:

• a child appears to have suffered a suspicious injury for which no reasonable explanation 
can be offered.

• a child begins to use explicit language or show age-inappropriate sexual play or knowledge.
• a child shows sudden changes in behaviour e.g. attention seeking behaviour, becomes 

withdrawn or aggressive.
• a child seems distressed without obvious reason or displays persistent or new behavioural 

problems.
• a child says something to alert you that abuse is taking place.
• a child shows unusual or fearful responses to an adult who is responsible for their care at 

any particular time.
• you observe a change over a long period of time e.g. the child losing weight or becoming 

increasingly dirty or unkempt.
• a child shows reluctance to attend or leave after a meeting
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However, it is important to remember that, while a child could be displaying some or all of these signs, this 
does not necessarily mean that she is being abused. Similarly, there may not be any obvious signs, you may 
just feel something is wrong. If you are worried, it is not your responsibility to decide if it is abuse or not, but it 
is your responsibility to record the facts and report the matter to the SMO who will assign a Reporting Officer 
to investigate.

More details on this can be found in the Code of Good Practice, 
Child Protection for the Youth Work Sector. 

More details on this can be found in the section on Reporting 
Procedures in respect of Suspected or Actual Child Abuse in the 
Code of Good Practice, Child Protection for the Youth Work Sector.

the ProteCtions for Persons rePortinG ChiLd abuse aCt 1998
N.B. There is legislation in place to protect those reporting suspected child abuse. The Protections for 
Persons reporting Child Abuse Act 1998 provides immunity from civil liability to persons who report child 
abuse ‘reasonably and in good faith’ to the Reporting Officer, Health Board (now Tusla - Child and Family 
Agency) or An Garda Síochána. This protection applies to organisations as well as individuals. The Act also 
states that where a person reports abuse to an appropriate person, knowing that statement to be false, this 
is an offence under that Act. 

What a Leader shouLd do if she susPeCts that a ChiLd is beinG abused
The ability to recognise child abuse depends as much on the Leader’s willingness to accept the possibility of 
its existence as it does on knowledge and information. It is important to note that child abuse is not always 
visible and may not be clearly observable. It is also important to remember that many signs of abuse are non-
specific and that alternative explanations for indicators should be considered.  

1. Immediately record on paper the FACTS as you know them. The report will be objective, and you 
will note what was actually observed and, if appropriate, the exact words used. Do not question the 
person complained of, or any witnesses. Maintain utmost confidentiality in this regard. 

2. Contact the SMO who will make contact with the Reporting Officer without delay. 
3. The Reporting Officer will contact you to request that you send a signed and dated copy of the 

report to her. She will then seek appropriate advice.
4. Ensure that no Guiding situation arises which could cause any further concern to the child.

Leaders can contact the SMo for advice/support at any stage of proceedings.

All Leaders are obliged to attend the IGG Code of Ethics training course as part of their Assistant Leader 
warrant training. Such training should be updated and renewed as required by the Executive Committee of 
the Irish Girl Guide.



23

What a Leader shouLd do if a ChiLd disCLoses abuse (other than 
buLLyinG)
Children will sometimes disclose that they are being physically or sexually abused, or bullied. They are less 
likely to disclose emotional abuse or neglect. It is possible that Leaders will become concerned because of a 
child’s behaviour, or because of something that is reported by another person.  

1. Listen sensitively to the child without interrupting or passing judgement. Avoid asking 
leading questions. Accept what is said. Stay calm and show that you are taking her 
seriously. Check with the child to ensure that what has been heard and understood by you 
is accurate. Do not express any opinions about the alleged abuser.

2. Tell the child that you will offer as much support as possible but that you have to pass 
the information on to the appropriate person (Safeguarding Membership Officer).  
(n.B. Use language appropriate to the age of the child concerned.)

3. Immediately afterwards, record the conversation factually and in as much detail as 
possible on paper. Sign and date the record.

4. Contact the SMO who will make contact with a Reporting Officer immediately 
(except in the event of a bullying disclosure–please see note below)*. The 
Reporting Officer will contact you to request that you send a signed and 
dated copy of your report to her. She will then seek appropriate advice. 
*(Regarding discloses of bullying you should contact SMO who will offer advice on procedures to follow and where 
appropriate assign a Reporting Officer)

5. Explain and ensure that the child understands the procedures that will follow.  
6. Ensure that no Guiding situation occurs which could cause any further concern to the 

child.  
7. All information regarding concerns of child abuse must be shared only on a ‘need to know’ 

basis, and must not be used for any other purpose. Don’t question the person complained 
of, or any witnesses, and do maintain utmost confidentiality in this regard.

Leaders can contact the SMo for advice/support at any stage of proceedings.

In the event that a child is at immediate risk of harm and 
it is outside of National Office hours, you should contact 
your local Tusla - Child and Family Agency directly. In case 
of emergencies outside of Tusla - Child and Family Agency 
hours, (Monday to Friday 9am–5pm) your local Garda 
Síochána should be contacted. 

What to do if any Leader/unit heLPer is aCCused of abuse
If an allegation of abuse is made against a Leader/Unit Helper, such a complaint or allegation is deemed to be 
of such severity that a Reporting Officer will immediately be assigned by the SMO to investigate the matter. 
Once the allegation has been made, it is treated as a serious disciplinary matter. All allegations should be 
assessed promptly and carefully.    

• If a Leader/Unit Helper is accused of abuse, the person to whom the allegation is made 
must immediately record on paper the FACTS as made known to them.  

• This person will then contact the SMO who will make contact with a Reporting Officer.  
(Where the allegation is made against a Reporting Officer, the allegation should be reported 
to the Chief Commissioner or Tusla - Child and Family Agency.)

• The Reporting Officer will contact the informant to request that a signed and dated copy of 
the report be sent to her. The Reporting Officer will immediately investigate the complaint/
allegation.

• Once the allegation has been made, it is a serious disciplinary matter, and the Leader/Unit 
Helper will be immediately withdrawn from all aspects of Guiding.

IN ALL CASES, YOU MUST REFER – NOT 
INVESTIGATE. CONFIDENTIALITY IS 
IMPORTANT.
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• The Reporting Officer will contact Tusla - Child and Family Agency to seek appropriate 
advice and act within the guidelines laid down by the Department of Health and Children. 
It is of the utmost importance that persons reporting suspected child abuse to Tusla - 
Child and Family Agency or An Garda Síochána should establish an objective basis for 
their concerns. For more details, please refer to the Code of Good Practice, Child Protection 
for The Youth Work Sector. 

• Any further steps of the Irish Girl Guides will be taken on the advice of the appropriate 
authorities.

Leaders/Unit Helpers can contact the SMo for advice/
support at any stage of proceedings.

IN ALL CASES, YOU MUST REFER – NOT 
INVESTIGATE. CONFIDENTIALITY IS 
IMPORTANT.
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disCiPLinary ProCedures
Procedures to be followed in the event that it may be necessary to take disciPlinary action 
against a member of igg

introduCtion
IGG is a volunteer-led organisation that operates on a basis of trust. At the same time, it is run in a professional 
manner and the Code of Ethics and Good Practice embodies the values and principles that underpin the 
association. Volunteers have rights and responsibilities, as does IGG as an organisation. In general, there is 
an implicit understanding and expectation that difficulties should be sorted out informally and confidentially.  

However, if a member’s conduct or performance is considered to be in breach of IGG’s standards, policies 
and/or procedures, it may be necessary to invoke formal procedures and take disciplinary action. Please see 
below procedures 1 or 2 to be followed as appropriate.

1.  ProCedures for disCiPLinary aCtion aGainst a MeMber at LoCaL LeveL
If a complaint is made against a member at local level the standard complaint procedures are adhered to 
and where necessary a Reporting Officer assigned to investigate. 

If a member refuses to co-operate with the complaints procedure, this will not prevent IGG from proceeding 
with an investigation because the other parties referred to in a complaint are entitled to due process. 
Accordingly, a complainant who refuses to co-operate with an investigation will be advised that the 
investigation will proceed. Based on the information that becomes available during the process, IGG will then 
form its conclusions regarding the complaint and take whatever action may be necessary. 

If the Reporting Officer determines that the member has breached IGG’s standards, policies and/or 
procedures the Safeguarding Membership Officer will be informed. The SMO will subsequently pass on the 
information to the Chief Executive Officer (CEO). 

The CEO will initially call a meeting of the Disciplinary Panel to assess the report findings. The Disciplinary 
Panel will consist of the CEO and two other people not associated with the case. They will make a decision 
on what action should be taken next i.e. standard disciplinary procedures followed, whether immediate 
sanctions need to be imposed or whether immediate termination of membership is appropriate. Each case 
will be dealt with on a case by case basis.  At all stages confidentiality will be adhered to.

2. ProCedures for disCiPLinary aCtion aGainst a MeMber at reGionaL and/or nationaL LeveL
If there is a concern over a member’s conduct or performance at Regional and/or national Level the SMO 
should be informed. The SMO will subsequently pass on the information to the CEO who shall use her best 
endeavours to resolve any issues as raised and where necessary will follow procedures as set out below.

In all cases of alleged serious misconduct, a full investigation will be carried out to establish the facts. 

• The investigation will be conducted thoroughly and objectively by a Reporting Officer with 
due respect for the rights of the member to natural justice.

• The investigation will be governed by clear terms of reference.
• Every effort will be made to carry out the investigation within three months, although 

timescales may be extended in exceptional circumstances.
• The member will be advised of the right to be accompanied by a person of choice throughout 

the investigation and at any subsequent hearings, should such arise.
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If a member refuses to co-operate with the complaints procedure, this will not prevent IGG from proceeding 
with an investigation because the other parties referred to in a complaint are entitled to due process. 
Accordingly, a complainant who refuses to co-operate with an investigation will be advised that the 
investigation will proceed. Based on the information that becomes available during the process, IGG will then 
form its conclusions regarding the complaint and take whatever action may be necessary. 

On completion of the investigation, the Reporting Officer will submit a written report of her findings to the 
CEO and to the member. 

If the Reporting Officer determines that the member has not breached IGG’s standards, policies and/or 
procedures, she will be informed officially by the CEO that her name has been cleared. 

If the outcome of the investigation is that, on balance of probability, the member is guilty of the alleged 
misconduct, formal disciplinary procedures will be invoked. The CEO will initially call a meeting of the 
Disciplinary Panel to assess the report findings. The Disciplinary Panel will consist of the CEO and two other 
people not associated with the case. They will make a decision on what action should be taken next i.e. 
standard disciplinary procedures followed, whether immediate sanctions need to be imposed or whether 
immediate termination of membership is appropriate. 

Each case will be dealt with on a case by case basis.  At all stages confidentiality will be adhered to.

staGes of disCiPLinary ProCedures 
The disciplinary procedures adhere to principles of natural justice which include the right to;

• be heard
• know the allegations in the matter, why a sanction is being imposed, the manner in which 

the issues will be determined, and any other relevant information that will be taken into 
account

• impartiality in both the investigation and the decision-making process

A member also has the right to an appeal hearing.

The stages of the disciplinary procedure are as follows:

staGe 1: oraL/verbaL WarninG
A member whose conduct falls below required standards or is deemed to be in breach of IGG policies will be 
issued with a formal oral/verbal warning by the CEO. The member will be advised of the precise nature of the 
complaint, the improvements required and the timescale for same. If any immediate sanctions are imposed 
by the Disciplinary Panel the member will be informed of these and also given written confirmation of these 
by the CEO. Failure to improve may result in further disciplinary action under stage 2 of the procedures. A 
record of the warning will be kept on file and then removed after the stipulated period, subject to satisfactory 
improvement.

staGe 2: Written WarninG
If the member fails to make the necessary improvements, or if the conduct is more serious, then a formal 
written warning will be issued by the CEO. As in stage 1, the formal written warning will specify the precise 
nature of the complaint, the improvements required, the timescale for same, plus any appropriate sanctions 
that may be imposed. A record of the warning will be kept on file and then removed after the stipulated 
period, subject to satisfactory improvement.

staGe 3: finaL Written WarninG
If there is still no evidence of improvement, or if the conduct is extremely serious, a final written warning 
will be issued by the CEO. It will specify the precise nature of the complaint, the improvements required, the 
timescale for same and appropriate sanctions.  The member will also be advised that failure to improve will 
lead to a disciplinary hearing.   
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staGe 4: disCiPLinary hearinG
If the requirements of Stage 3 are not met, the CEO will request the member to attend a disciplinary hearing. 
Sanction(s) may include suspension or termination of membership of IGG. The hearing will be conducted by 
the Disciplinary Panel. The Chief Commissioner of IGG will not be a party to the disciplinary hearing. 

The progressive stages of this disciplinary procedure may not apply to some offences for which the 
consequence may be termination of membership without notice. Examples include theft, fraud, falsification 
of documents, gross negligence, dereliction of duties, an inability to act responsibly as a result of substance 
misuse, and bullying or harassment of other members. This list is not exhaustive.

aPPeaL hearinG
A member who wishes to appeal the outcome of a disciplinary hearing may do so within seven working days 
of the notification of the decision. The appeal must be in writing and state the ground(s) on which the appeal 
is being made.

An appeal hearing is not intended to repeat the investigation and disciplinary stages but to address 
specific issues which the member feels may have received insufficient consideration, such as mitigating 
circumstances, procedural deficiencies or the severity of the sanction imposed.

The member will be invited to attend an appeal hearing which will normally be held within ten working days 
of the appeal being lodged.  The hearing will be conducted by the Chief Commissioner and one other person 
with no association to the case. 

If the member is not satisfied with the outcome of the appeal hearing, it is open to her to take her case 
to the Executive Committee of IGG and thereafter to the General Council of IGG, as per article 11(f) of the 
Constitution if she so chooses. The member must make her intention to appeal known to the CEO within 
14 days of notice of the termination of her membership. Details of the appeal must be lodged with the CEO 
within 7 days of notification of the appeal. A meeting of the General Council will be called within 30 days. The 
member against whom a complaint has been made will be entitled to arrange for someone to attend with her 
for moral support.

A record of the investigation and any hearings will be kept on file in IGG in compliance with the Data Protection 
Acts 1988 and 2003.



aPPendiX 1 - inCident rePort forM 
To be used for the reporting of an incident other than an accident. For an accident resulting in an injury the 
IGG Accident Report Form must be used. Further information may be attached on another page.

detaiLs of inCident:
Type of incident:

Date and Time of incident:

Location of incident:

Details of incident:

Persons invoLved in inCident:
Name:

Position (e.g. Leader/Unit member/visitor):

Address:

Name:

Position (e.g. Leader/Unit member/visitor):

Address:

injuries or daMaGe resuLtinG froM inCident:
Injuries/Damage:

Action taken:

Witnesses to inCident:
Name: Contact Details:

Name: Contact Details:

Name: Contact Details:

rePortinG of inCident:
Reported to: 

Name: Position:

Reported by: 

Name: Position:

Signed: Date:

the Unit Leader should keep a Copy of this form for Unit Records. Please return the completed form to the 
Safeguarding Membership officer, Irish Girl Guides national office, 27 Pembroke Park, Dublin 4.



aPPendiX 2 - CoMPLaint forM   
To be used in the event of a complaint. For an accident resulting in an injury the IGG Accident Report Form 
must be used. Further information may be attached on another page. 

detaiLs of CoMPLaint:
Type of complaint:

Date and Time (if appropriate):

Location:

Details of complaint:

Persons invoLved in CoMPLaint:
Name:

Position (e.g. Leader/Unit member/visitor):

Address:

Name:

Position (e.g. Leader/Unit member/visitor):

Address:

injuries or daMaGe resuLtinG froM CoMPLaint:
Injuries/Damage:

Action taken:

Witnesses to CoMPLaint (if aPProPriate):
Name: Contact Details:

Name: Contact Details:

Name: Contact Details:

rePortinG of CoMPLaint:
Reported to: 

Name: Position:

Reported by: 

Name of complainant (Block Capitals):

Contact Details:

Signed: Date:

the Unit Leader should keep a Copy of this form for Unit Records. Please return the completed form to the 
Safeguarding Membership officer, Irish Girl Guides national office, 27 Pembroke Park, Dublin 4.



aPPendiX 3 - aCCident rePort forM   

deCLaration:
I / We declare the foregoing particulars are true in every respect. 

Signature: Date:

injured Party:
Name:

Address:

Name of Unit:

Name of Unit Leader:

Address of Unit Leader:

CirCuMstanCes:
Date and Time of Accident:

Location of Accident:

Leader in Charge at time of Accident:

Other adults present:

Full description of accident (use extra sheet of paper if necessary):

Nature and extent of injuries suffered (please advise of any pre-existing medical problems): 

Name and Address of Doctor/Dentist attending injured party (if applicable): 

Name and Address of hospital attended (if applicable): 

Have medical and other expenses been incurred?       Yes 5 No 5

If Yes, please give details:

Name and Address of witness(es) to accident: 

Please make three copies of this form and 
• send one to LHK Insurance Ltd., Avoca Court, temple Road, Blackrock, Co. Dublin.
• return one copy to Irish Girl Guides national office, 27 Pembroke Park, Dublin 4
• and keep one copy for your own records

Age:
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