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Introduction
The purpose of this handbook is to provide you
with a background to Fighting Words Belfast and
provide a guide to volunteering for the
organisation.
We hope this handbook helps make your
experience volunteering with Fighting Words
Belfast easier and more enjoyable. Fighting
Words Belfast would like to say thank you for
donating your time and skills. We hope you
enjoy your experience with us and find it as
exciting as we do!
Ali FitzGibbon
Chair
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About Fighting Words Belfast

Fighting Words Belfast is a creative writing centre for all children and young people in
Northern Ireland based at the Skainos centre in East Belfast. It was established in March 2015
and enjoys support from writers and poets Glenn Patterson, Lucy Caldwell, Roddy Doyle,
Dave Eggers, Nick Hornby and Paul Muldoon.
Fighting Words Belfast is a registered charity and is a wholly owned subsidiary of Young at Art,
Northern Ireland’s leading arts organisation for children and young people. Fighting Words
Belfast works in partnership with Fighting Words, Dublin, and a wide range of community and
statutory bodies. It is part of a growing national and international network of creative writing
centres for young people.
Fighting Words Belfast is managed and run by a small and dedicated team. A voluntary
Board of Directors oversees the organisation’s ongoing development.
Commitment to volunteering
Volunteers play a central role in enabling Fighting Words Belfast to inspire children and young
people to write and develop their own voices in, and opinions of, literature. Volunteer
mentors are key to the success of workshops, after-schools activities and special projects
dedicated to making children’s right to write a reality.
Volunteers are an essential element of Fighting Words Belfast activities – without them the
workshops and events would not happen. Fighting Words Belfast recognises the value of
volunteers to the organisation and aims to ensure that volunteers find their experience
rewarding and positive.
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Volunteer policy

Fighting Words Belfast’s vision is to see children and young people become the authors
of their own lives through the practice of creative writing.
It is committed to encouraging opportunities for inclusion and participation. This includes
developing skills, employability and relationships, and generating alternative
opportunities for engagement in cultural provision, e.g. through volunteering.
The aim of Fighting Words Belfast’s Volunteer policy is to support Fighting Words Belfast’s
volunteers in delivery of programmes for children and young people.
The policies of Fighting Words Belfast are established and overseen by the Board of Directors
which delegates responsibility for implementation to the executive staff and, through line
management, to other staff, artists and volunteers. No policy within the organisation
operates in isolation and as such, other policies (health and safety, child protection, equality,
etc.) will influence the procedures addressed through this policy. The Volunteer Policy
informs and guides both staff and volunteers involved in projects and programmes run by
Fighting Words Belfast. It ensures that appropriate procedures are put in place to safeguard
the welfare of volunteers.
Fighting Words Belfast accepts and recognises its responsibilities to volunteers and will
endeavour to carry these out by:
•

•
•
•
•
•

Valuing the involvement of volunteers in its work because they help reflect the interests,
needs and resources of the community Fighting Words Belfast aims to serve, and they
bring a unique perspective to the organisation’s work.
Recognising volunteers as an essential part of the team, with a distinctive but
complementary role alongside paid staff.
Benefiting from the skills, experience and enthusiasm of volunteers and believing that
volunteers should also be able to gain personal benefits from the experience.
Committing to managing volunteers in a way that ensures that the needs of both parties
are met.
Striving to create a diverse and inclusive organisation within a diverse and inclusive
community.
Ensuring equality of access to high-quality volunteer opportunities and equality of
treatment for its volunteers in all policies and practices.

Fighting Words Belfast is committed to the review of its policy and procedures by the Board
of Directors at regular intervals, with reference to changes in practice and legislation.
Definition
For the purpose of this policy a volunteer is defined as an individual who carries out an
activity that involves spending time, unpaid, doing something that aims to benefit someone
(individuals or groups) other than or in addition to close relatives, or to benefit the
environment.
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Volunteer facilities & information

Fighting Words Belfast has a workshop base at Skainos Centre, 239 Newtownards Road, and
also delivers regular activities at the Duncairn Centre for Culture and Arts, Antrim Road. Its
office is on the 2nd Floor, Cotton Court, 30-42 Waring Street, Belfast, BT1 2ED, opposite the
Merchant Hotel restaurant entrance on Waring Street.
Socialising
Throughout your time with us, there will be opportunities for you to get together with other
volunteers and staff. Friendships are made and interesting conversations arise when
everyone is relaxing.
Access to Fighting Words Belfast events
Trained volunteers can add their names to the rota of any event they want to participate in
via the Young at Art website.
www.youngatart.co.uk/volunteers
Evaluation
Everyone is asked to help to gather feedback from people attending events but also to
contribute their thoughts and impressions of working with Fighting Words Belfast. Are there
things you noticed that could be done better? Have you a simple idea you’re burning to
suggest? Did you get enough information and did you feel we took care of you? Did you
have a good time?
Fighting Words Belfast strives to achieve the highest standards in the delivery of its activities
and volunteers will be asked for their feedback and opinions to ensure we maintain these.
You will be asked about all aspects of volunteering with Fighting Words Belfast and your
honest opinions will be appreciated!

Specialist Skills
Volunteers with specialist skills such as filmmaking, photography,
workshop leading, fundraising, IT or event management are
most welcome. If you have a skill you would like to offer, please
contact us by e-mail or by phone.
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Our workshops

We welcome school groups and community youth groups for a two-hour story-writing
workshop. Arriving with nothing but their imaginations, they leave as published writers!
In the first half of the workshop the group collaborates to create the beginning of a story and
in the second half they write their own individual endings. Each child leaves with their own
personalised book containing the group’s beginning and their own individual ending.
Workshop structures have been developed for primary, post-primary, community and family
groups.
A typical workshop for 6 – 13 year old children might look like this:
Each workshop is unique, but they all follow the same basic structure, outlined below.
1. Volunteers arrive half an hour before the workshop begins for a briefing session.
Volunteers are assigned roles and given relevant information about the expected
group including age range, number of participants, and any special learning needs of
participants.
2. Participants arrive, are welcomed and receive a name badge.
3. The storymaker introduces the task ahead and facilitates a warm-up game.
4. The storymaker facilitates the group in writing the beginning of a story, assisted by the
scribe, who records ideas on the flipchart. A vote is conducted between each round
of ideas to select details for the story. The volunteer illustrator begins to create
illustrations based on the story.
5. Participants move to sit at tables to work on their story with the help of writing mentors.
6. Participants are invited to share their work. During this time the storybooks are printed
and bound.
7. The volunteer illustrator finishes their illustrations and they are shown to the group.
8. The storymaker presents participants with their storybooks which are distributed by
volunteers.
9. Participants collect their belongings and leave the workshop space.
10. Volunteers and staff have thirty-minute debriefing session, recording observations in
the volunteer observation book, sharing experiences of the workshop and reflecting
on ways of improving in the future.
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Volunteer roles and responsibilities

Fighting Words Belfast identifies roles for volunteers, which extend the work of the
organisation. Volunteers are involved in roles which complement, but never substitute, the
work of paid staff. Role descriptions, outlining the purpose, tasks and main requirements of
each role, are included on the following pages.
The roles that Fighting Words Belfast are recruiting for are:
•
•
•
•
•

Writing mentor
Storymaker
Illustrator
Workshop helper (might include the role of scribe or typist)
General volunteer

General procedures for volunteering at workshops or other events
Volunteers will be briefed about specific tasks prior to events by Fighting Words Belfast staff. It
is important that you arrive at the scheduled time for this.
Below are some general considerations when volunteering at workshops or events.
Volunteers should:
•
•
•

Engage in the spirit of the event by being bright, energetic and helpful
Be aware of the nature of the event and be able to explain it to others
Observe and act on any behaviour that might be risky

Further notes on Health & Safety and Child Protection are included in this pack and copies of
all company policies are available from Fighting Words Belfast staff.
Rotas
You will be updated regularly by email with forthcoming activities and workshops.
Volunteers sign up to sessions via the Young at Art website.
www.youngatart.co.uk/fighting-words-belfast/whats-on
Line Management
Volunteers are responsible to Fighting Words Belfast staff. At the end of the workshop or
other activity, or before you go on a break during the activity, you must tell a member of
staff that you are leaving. This is very important because, for example, if there is a fire in the
venue it would be assumed that you are still inside if you haven’t told us you are leaving! If
you have to leave early please notify a staff member as soon as possible.

Geraldine Wilkins
Development Officer, Fighting Words Belfast
Tel: 028 9023 0660
Mob: 07710 199857
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Writing mentor volunteer
Role description
Writing mentors are a crucial part of our workshops, giving individual attention to children
and young people to help them develop their writing.
Role
•
•
•
•
•
•
•

Listening to participants’ ideas
Encouraging participants to use their imaginations, emphasising the importance of
creativity
Supporting participants in developing their ideas
Giving constructive feedback on participants’ work
Assisting in the setting up, running and clearing away at designated events
On-site implementation of Health & Safety and Child Protection policies in
accordance with induction
Volunteers will report directly to Fighting Words Belfast staff

Personal attributes
•
•
•
•
•
•
•
•
•
•
•

Excellent listening skills
Interest in the creative potential of children and young people
Ability to encourage and inspire
Interest in writing and stories
A committed and reliable team player
Able to be proactive and take initiative when required
Flexible, open-minded and adaptable, a quick and calm thinker
Appreciative of the rights of children and young people
Trustworthy and honest
Interest in and enthusiasm for the arts
Commitment to induction, training and developing new skills

Writing mentor guidelines
1. Listen carefully and be patient. The most important things are the words, ideas and
opinions of the child, so avoid superimposing your own onto their work.
2. Be positive! Read or listen to their work and offer comments and praise regarding
specific parts. This can boost a child’s confidence and encourage them to continue
with their writing.
3. Focus on imagination and originality, rather than spelling, grammar or how much is
written. Whilst these are important, the focus is on encouraging participants to come
up with a story and put it down on paper. Editing and redrafting come later. We’re
not aiming for a perfectly polished piece of writing on the first attempt.
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4. Encourage expansion and reflection by asking open questions, such as:
•
•
•
•
•
•
•

What’s your favourite part of the story so far?
What does it look like when that happens?
How does that character feel when that happens?
What do you think that character would do next?
Have you ever felt like that? What did you do?
Where is your story set? Where might your characters go next?
Do you want your story to end happily, sadly or at a cliff-hanger? Why?

5. Ensure that participants understand the task. Remind the child that they can take the
story in whatever direction they wish – as the writer they have full control over their
story. Ask “What would you like to see happen?”
6. If a child is struggling to write but has plenty of ideas, offer to scribe for them. Take it in
turns to write, or write for a few minutes before encouraging them to take over. Make
sure that you write only their words and avoid the temptation to add your own ideas.
7. If a child is confident and happy to work independently, don’t feel you have to talk to
them. Remind them that you are there if they need you, check in occasionally and
ask them how they found the session when it is nearing a close. Equally, if one child
requires more attention than the others, don’t worry about giving it to them. Check in
with the rest of the group regularly and remind them that you are still available if they
need your help.
8. Encourage whole group of paired discussion if you feel they will benefit from hearing
different ideas, but give a time limit. Encourage children to read their own work aloud,
or to read each other’s work.
9. Relax and enjoy yourself! Being comfortable with the participants and responding
authentically to their stories is the most valuable thing you can do.
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Storymaker volunteer
Role Description
The storymaker facilitates the group work part of the workshop session. This role can be
carried out jointly with another volunteer.
Role
•
•
•
•
•
•
•
•

Welcoming participants and explaining the task and format of the
workshop
Introducing the other volunteers
Soliciting ideas and guiding students through the story-writing process
Directing the typist in order to create the beginning of a story
Encouraging participants to share their work
Assisting in the setting up, running and clearing away at designated
events
On-site implementation of Health & Safety and Child Protection policies
in accordance with induction
Volunteers will report directly to Fighting Words Belfast staff

Personal attributes
•
•
•
•
•
•
•
•
•
•
•

Inventiveness and quick thinking
Ability to guide participants through the story-writing process
Be aware of and responsive to all participant suggestions
Ability to engage participants and keep focus on task
A committed and reliable team player
Able to be proactive and take initiative when required
Flexible, open-minded and adaptable, a quick and calm thinker
Appreciative of the rights of children and young people
Trustworthy and honest
Interest in and enthusiasm for the arts
Commitment to induction, training and developing new skills
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Illustrator volunteer
Role Description
The illustrator brings story to life visually by creating A3 illustrations to accompany the
beginning of the story.
Role
•
•
•
•
•

Provide illustrations that compliment the story written during group work
Assist in the setting up, running and clearing away at designated events
On-site implementation of Health & Safety and Child Protection policies
in accordance with induction
Engage with participants and offer encouragement and support
Volunteers will report directly to Fighting Words Belfast staff

Personal attributes
•
•
•
•
•
•
•
•
•
•

Experience in drawing
Confidence in transforming words into images
Ability to work under time pressure
A committed and reliable team player
Able to be proactive and take initiative when required
Flexible, open-minded and adaptable, a quick and calm thinker
Appreciative of the rights of children and young people
Trustworthy and honest
Interest in and enthusiasm for the arts
Commitment to induction, training and developing new skills
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Workshop helper volunteer
Role Description
Workshop helpers make the experience more enjoyable for the participants and contribute
to the smooth running of the session.
Role
•
•
•
•
•
•

Setting up the workshop space
Welcoming participants, providing name tags
Typing the story as it is created by participants
Assisting with the distribution of story books
On-site implementation of Health & Safety and Child Protection policies
in accordance with induction
Volunteers will report directly to Fighting Words Belfast staff

Personal attributes
•
•
•
•
•
•
•
•
•
•
•
•

Personal attributes
Ability to work well with others
Adaptable
Ability to use own initiative
Interest in and enthusiasm for the creative endeavors of children and
young people
A committed and reliable team player
Able to be proactive and take initiative when required
Flexible, open-minded and adaptable, a quick and calm thinker
Appreciative of the rights of children and young people
Trustworthy and honest
Interest in and enthusiasm for the arts
Commitment to induction, training and developing new skills
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General volunteer
Role Description
General volunteers act as a support role within the office and help Fighting Words Belfast
staff run participatory events for children and young people.
Role
•
•
•
•
•

General office support such as typing or answering the phone
Assisting with workshop materials preparation (e.g. photocopying)
Assisting in the setting up, running and clearing away at designated
events
On-site implementation of Health & Safety and Child Protection policies
in accordance with induction
Volunteers will report directly to Fighting Words Belfast staff

Personal attributes
•
•
•
•
•
•
•

A committed and reliable team player
Able to be proactive and take initiative when required
Flexible, open-minded and adaptable, a quick and calm thinker
Appreciative of the rights of children and young people
Trustworthy and honest
Interest in and enthusiasm for the arts
Commitment to induction, training and developing new skills
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Volunteer agreement

We would like to take this opportunity to outline the expectations of both Fighting Words
Belfast and you as one of our new volunteers. This of course is a voluntary arrangement – it is
binding in honour only and you are free to withdraw at any time.
What you can expect from us
Fighting Words Belfast will:
1. Offer training and familiarisation to all volunteers undertaking work.
2. Listen to volunteers and deal effectively and fairly with any concerns.
3. Value volunteers as important members of the Fighting Words Belfast team.
4. Treat all volunteers equally regardless of age, sex, religion, race or sexual orientation.
5. Wherever possible give volunteers at least 24 hours notice of changes to any duties.
6. Cover all necessary travel expenses incurred by volunteers.
What we expect from you
Volunteers will:
1. Report to the lead Fighting Words Belfast member of staff at each event at the specified
time and follow all instructions given by them.
2. Be available for the full duration of time specified for each event, except in cases of
emergency or where previous arrangements have been made for cover with the Fighting
Words Belfast member of staff.
3. Give Fighting Words Belfast staff at least 24 hours notice should they be unable to
undertake their allocated duties.
4. Carry out the required duties at each event as specified on the Volunteer Role
Description.
5. Comply with Fighting Words Belfast Child Protection conduct.
6. Be aware of their own Health & Safety and of others in carrying out their duties.
We look forward to working with you and hope that you find the voluntary work rewarding
and positive.
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Customer care

Fighting Words Belfast wants everyone coming to Fighting Words Belfast events to have the
highest level of service possible.
Offering information and dealing with queries
As a volunteer you may be the first point of contact for participants and accompanying
adults. You will be setting the tone at events, so it’s important to be enthusiastic and positive.
We do advise that you:
•
•

Familiarise yourself with information about Fighting Words Belfast activities. Some
participants and adults members may ask you about other events etc.
There will be questions that you won’t have answers for. Ask a Belfast Fighting Words
member of staff if you can’t deal with this on your own, always keeping the person
making the enquiry informed.

Dealing with problems
Occasionally problems and complaints may come up. Remain calm and listen
sympathetically. If you don’t feel you can deal with the problem then speak to a Belfast
Fighting Words member of staff.
The event may be a child or young person’s first engagement in an activity of this kind. Try
and put yourself in their shoes. Every aspect of the experience will impact on their overall
perception of the event itself.
Evaluation
You are key to helping us improve how we do things. You will be closer to our participants
than we are a lot of the time, so we really need any feedback relayed to us that you are
given. We’d really appreciate your feedback on any aspect of the project or event,
whether it’s the systems we have in place, how workshops are structured and run, is there
enough relevant info given etc. Also please help gather information from participants in the
following ways:
•
•
•

Use your eyes and ears and report back comments you hear, conversations or
observations
After each workshop add your thoughts to the designated Fighting Words Belfast
comments book available from a Fighting Words Belfast member of staff
Encourage participants and accompanying adults to complete feedback sheets where
applicable.
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Health & safety

Being aware of Health & Safety issues for yourself and those around you is incredibly
important for everyone involved in Fighting Words Belfast. The following pages outline some
of the risks you should be aware of and how to deal with them. Some examples will not
apply to volunteering with Fighting Words Belfast but they are included to give an overview
of health & safety procedures.
Health & Safety procedures are intended to prevent people from being harmed or
becoming ill by taking the right precautions. Preparation and common sense can usually
prevent accidents from occurring.
Definitions
Hazard - anything that can cause harm.
Risk - the chance, high or low, that someone will be harmed by the hazard.
Basic checklist
1.
2.
3.
4.
5.

Familiarise yourself with the specific location and its individual procedures.
Preparation – double-check everything for potential hazards.
Be constantly vigilant throughout (go through list of topics below).
Have a calm, effective and quick response to incidents.
Report and record incident.

Slip, trip, fall
Will floors become slippery if wet?
If spillage occurs is it dealt with quickly? Where are mops, tissue paper?
Could cables etc. cause a trip hazard?
Are areas kept tidy and clear?
Walk – don’t run or rush about.
Heights
If working at a height, always make sure that the ladder is placed in the right position at the
right angle and cannot slip.
Get someone to hold the ladder steady while you are on it.
Sprains, strains, pains
Take care when lowering, pushing, pulling, carrying or moving loads, whether by hand or
other bodily force.
•
•
•
•

Lift in the correct manner, using arms and legs to lever weight, keeping the back straight
at all times – get a good grip, lift smoothly and close to your body.
If you feel you have hurt yourself, report this immediately and do not force yourself to
continue.
Only lift or carry what you can easily manage and get help if you are not sure you can lift
or carry something safely by yourself.
If moving heavy objects, wear steel toe cap boots.
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Hazardous substances
Are there any chemicals (including cleaning agents) lying around?
If so, keep them out of reach and contained.
Electricity
Electricity can kill or cause severe burns – treat it with care.
Always switch off electrical items before connecting or disconnecting any other electrical
appliance.
Work equipment
Make sure you know how to operate equipment safely.
Prevent fire or explosion
For a fire to start, fuel, air and a source of ignition are needed.
Make every effort to control these and thus prevent potential fires.
First aid
•

•
•

•

•

First aid means treating minor injuries and giving immediate attention to more serious
casualties until medical help is available. There is a First Aid kit located in the kitchen of
the Fighting Words Belfast workshop space at Skainos.
For activities taking place at Skainos a member of Fighting Words Belfast staff looks after
the First Aid kit, takes charge in an emergency and calls an ambulance if required.
For activities taking place in other venues this will be the responsibility of an appointed
person in the venue in the majority of cases, but for outdoor events and some venues, this
will be the responsibility of the lead Fighting Words Belfast member of staff.
If someone has been hurt or fallen ill it is important to report it to the person responsible for
first aid straight away and make the area safe, if possible, without causing harm to
yourself and others.
Reporting accidents and ill health is a legal requirement.

Emergency procedures – fire & evacuation
Familiarise yourself with the fire evacuation procedure of the venue, make sure you know
and obey the rules and guidelines posted in each location.
Events take place in many different venues and locations so fire exits and assembly points will
vary for each one.
Keep any access ways for emergency services and all escape routes clear.
Locate the fire extinguishers and use as appropriate:
Red

Water

Wood, Paper, Fabrics

Beige

Foam

Flammable liquids, oils, fats, spirits

Blue

Powder

All fires incl. electric, flammable liquids & gasses

Black

CO²

Flammable liquid & electrical fires
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Child protection & code of conduct

Fighting Words Belfast, its Board, staff and volunteers are committed to protecting children
and keeping them safe from harm. The organisation is also committed to respecting children
and listening to their needs, concerns and opinions. Vulnerable adults have the same rights
as children to be kept safe from harm, to be respected, listened to and understood. Fighting
Words Belfast is also committed to supporting staff and volunteers, providing necessary
information and supporting legitimate grievances and complaints.
Fighting Words Belfast operates a Child Protection Policy and operates formal recruitment
and induction procedures and a code of conduct, which all staff and volunteers must
observe. This section will help all individuals to observe good practice and operate within
the boundaries of the policy, adopting appropriate conduct and responding to situations in
the correct and responsible manner.
A child is defined as someone under the age of eighteen years.
General conduct & common sense
Fighting Words Belfast expects its staff, artists and volunteers to behave in a responsible and
respectful fashion with all its audiences and participants but especially children and young
people. These are the basics that, while they don’t cover every situation, will help you to use
your judgment, act appropriately and avoid situations that are risky or open to
misinterpretation.
1. No smoking, drinking alcohol or taking drugs by volunteers or staff while on duty is
tolerated. Prescription drugs, if they must be taken, should be stored out of sight in a safe
place. Nothing should ever be offered to a child or young person.
2. Swearing and having conversations of an adult nature is not appropriate.
3. Avoid conversations with children that encourage personal comments or show
favouritism. Never ridicule, insult or make little of any child or adult during an activity.
4. Listen to young people’s opinions – they deserve the same respect as an adult and their
comments and thoughts are important.
5. Never arrange meetings, offer lifts or promise to keep secrets for a child or young person
attending an event.
6. If you have to touch a child, ask their permission, where possible. For example, you offer
to help a child hold or glue something during a workshop. In some cases you may not
have time to ask the child’s permission, for example, their fingers are at risk of being
caught in a closing door so you move their hand. If this is the case, always explain your
actions after the event – they and the adult with them will no doubt be grateful!
7. Avoid rough play or using any physical restraint. Similarly, some children display physical
affection, which should be managed in a polite but firm way – kneeling down to their
level, and bringing other children into the exchange.
8. If an activity – the event itself or peer activities between children – is getting out of hand
or unsafe, notify the lead Fighting Words Belfast member of staff to stop it immediately.
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9. Never allow a child to use dangerous equipment without supervision. Do not share
personal items, e.g. penknives.
10. Challenge any adult or young person who does not appear to be part of the event or an
attending group and keep entrances and exits closed and/or manned at all times.
11. No volunteer should be left alone with children and young people – a minimum of two
adults should be present at all times.
12. All groups attending workshops should be supervised by their own teacher or group
leader.
13. After-schools drop-in sessions (Write Club) are supervised by Fighting Words Belfast staff. A
parental consent form must be completed before the child/young person attends Write
Club.
14. At all other events (eg community fun days) children and young people should be
supervised by a parent or guardian.
15. No one from Fighting Words Belfast, paid or voluntary is responsible for the personal
hygiene needs of the children and young people attending. Do not take children to the
toilet or offer to help them with changing clothes. Notify the lead Fighting Words Belfast
member of staff if there has been an accident or a child needs help.
Children are not ticking time bombs to be frightened to approach. Everyone involved in a
Fighting Words Belfast event should be able to enjoy it, be friendly and respect each other.
However, honesty about what might arise and avoiding confusion is the best way to ensure
the activity ends with everyone relaxed, happy and enthused.
Child supervision
Fighting Words Belfast does not accept responsibility for supervising children at its events
(with the exception stated in 13. above). All groups (from schools or youth/community
organisations) MUST provide adequate supervision. Fighting Words Belfast staff have the right
to refuse entry to a group or child without adequate supervision and to challenge guardian
adults during an activity if they are not taking responsibility for their group.
1. Ensure that all groups are counted in and counted out of events and that sufficient
numbers of adults are present at all times.
2. Where parental supervision is not required, ensure a parental consent form has been
signed.
3. Before the event, agree which areas of the space will be covered by each staff member
or volunteer.
4. Challenge any adult or young person who does not appear to be part of a group or the
event.
5. Challenge any adult leaving their group unattended – it’s their responsibility not yours.
6. Do not allow a child or young person to leave the event without an adult to meet them.
7. Notify all difficulties to a member of Fighting Words Belfast staff.
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Reporting & line management
At each event, the person responsible for any incidents is the lead Fighting Words Belfast
member of staff. Any problems, suspicions or difficulties should be reported to them directly.
Final responsibility rests with the Board of Directors, which delegates authority to staff according to
the chart on the following page.

Board of
Directors

Development
Of4icer

Project Coordinator

Volunteers

While it is rare that anything very serious might arise, you must be prepared if it does. Be
aware that abuse can be physical, sexual, emotional or neglect. Examples of the incidents
that might happen include but are not confined to:
•
•
•
•
•

You have a suspicion that a child is suffering some form of abuse that is not related to the
event.
A child tells you something that has happened (this is called “disclosure”).
Someone else tells you something has happened (this is another form of “disclosure”).
You suspect that someone within the Fighting Words Belfast team is behaving
inappropriately.
You witness an incident or act of abuse.

In all of these cases it is important that you report the suspicion or incident and also that you
keep the information confidential. Breaches of confidentiality are not only damaging to
those involved but can damage a criminal prosecution of an abuser and be construed as
attempting to pervert the course of justice. It is very important that details of suspicions and
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allegations are only provided to those who are directly involved in passing them on to the
relevant authorities. Becoming involved in reporting an abuse is a difficult experience but it is
not appropriate to discuss it with friends or colleagues.
In all cases please report your suspicion or incident immediately to the Young at Art
Safeguarding Officer.
Disclosure
It is very unlikely, due to volunteers’ limited contact with children, that a child would make a
disclosure to them. However, if a child does make a disclosure about abuse, either within
their group, at home or elsewhere, it is extremely important that the person a child chooses
to disclose to responds appropriately:
•
•
•
•
•
•

Listen
Don’t interrupt a child who is recalling significant events to you
Don’t overreact but remain calm
Offer reassurance and give affirmation, e.g. “I can see this is difficult for you.”
Take what they say seriously and let them know you are
Avoid interrogation or asking leading questions

Allegations
If an allegation of abuse, whether true or false, is made against a volunteer it is Fighting
Words Belfast Policy that the volunteer will be immediately removed from the voluntary
position. While Fighting Words Belfast will be supportive of staff, artists and volunteers during
an investigation, its duty of care to children and young people is paramount and no attempt
will be made to shield any individual from a criminal or disciplinary charge. Records of any
allegations or exonerations will be duly recorded and held within the limits of Data
Protection, after which date they shall be destroyed.
Your responsibility
You are responsible for upholding Fighting Words Belfast’s Child Protection policy: you have a
duty of care for children and young people and for making their experience as enjoyable
and safe as possible. You are responsible for sticking to Fighting Words Belfast’s procedures
and not changing them.
If you have any queries or concerns about Child Protection, please contact:
Safeguarding Officer,
Eibhlín de Barra
028 9023 0660, 07702 619548
director@youngatart.co.uk
Young at Art,
Cotton Court,
30-42 Waring St,
Belfast BT1 2ED
Other useful numbers:
PSNI (Belfast) Switchboard: 028 9065 0222
NSPCC Helpline (24 hour): 0800 800500
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10 Support & supervision
The Development Officer is responsible for the overall management of volunteer
involvement, including overseeing the implementation of the Volunteer Policy and dealing
with any complaint or grievance relating to volunteers. The Development Officer provides
overall support and supervision, identifies training requirements, countersigns expenses claims
etc. The Development Officer or other members of staff of Fighting Words Belfast will provide
support and supervision during events. All staff required to undertake such duties are
provided with training in the management, supervision, support and training of volunteers.
Training
Fighting Words Belfast is committed to improving the personal and professional effectiveness
of volunteers. In addition to the volunteer induction training, some events may require
specific training. and volunteers will be notified of this in good time if training is required.
Expenses
All volunteers are entitled to claim basic travel expenses to and from their home base when
they are volunteering on an event. If you wish to make a claim, please complete the claim
form available on the website and submit it to a member of Fighting Words Belfast staff
accompanied by valid receipts. Payment will normally be made after the event or series of
events by BACS. Please remember Fighting Words Belfast can only reimburse genuine out of
pocket expenses with valid receipts. Mileage will be paid at 40p per mile for cars and 12p
per mile for bicycles.
Dealing with difficult situations
Volunteers are entitled to supervision in person or by telephone and will be given an
opportunity after events to talk to a member of staff who will deal with minor complaints or
grievances about or by volunteers or their work. If at any time you are unhappy with the
level of communication and support you are receiving you should notify the Development
Officer.
Fighting Words Belfast recognises its duty to protect the wellbeing and interests of all its
stakeholders and therefore operate a formal complaints procedure in the case of more
serious complaints. If you are unhappy with how the on-site staff member has dealt with a
complaint you should notify Fighting Words Belfast’s Development Officer. If you are not
satisfied with the response you have recourse to the Board of Directors. The Development
Officer will supply contact details of the Chair of the Board.
In the case of particularly serious offences, this process may be bypassed and/or the subject
of the complaint asked to leave. Where a criminal offence is suspected, the matter will be
handed over to the police.
Insurance
Volunteers are fully protected by the organisation’s public and employer’s liability insurance.
However, drivers using their cars in connection with voluntary work must inform their own
insurance company to ensure adequate and continued cover.
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