This document is to be used in conjunction with Barnardo’s Safeguarding in Communications Guidance.
Barnardo’s Safeguarding Children policy should be used until this training is developed.

Suitable contribution
found on ResourceSpace

-Request permission to use (this
request will be sent via email to
the contribution owner)

-Contribution owner or contribution
handler to contact service and
service user, to gain consent to
reuse. Record renewed consent on
ResourceSpace (see guidance B)

-New consent form required for
any new activity not specified on
original consent form (see
guidance C)

- Share copies of where the
contribution has been used (e.g.
media coverage) with the service
and service user

NO Suitable contribution
found on ResourceSpace

Contribution identified
by service (i.e. not
requested/ searched for)
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-Send request to media team/
MCMs/ relevant services (see
guidance A)

-Conversation with
Marketing/Fundraising/MCM &
service to discuss service user’s
contribution and gauge suitability

- Conversation between
contribution handler (CH) and
MCM/ service to discuss service
user’s contribution and gauge
suitability

Does the contribution handler
(CH) need to speak to the
service user directly to gather
more information?

- Service to make introduction
between service user and CH
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-Service user to be advised of
the content gathering process/
intended use for their
contribution and any possible
risks. CH to use checklist
planning tool (see guidance D)

-Ensure the service user has
been advised of the intended
use for their contribution and
any possible risks (see guidance
D)

guidance E)

Consent form to be discussed with service user by CH/
service and signed by service user or guardian (see



https://inside.barnardos.org.uk/safeguarding/safeguarding-children-policy-childrens-services

-‘Leave behind’ card to be sent to/ left with service user (see guidance F)
-Conversation with service user to explain they can revoke their consent at any time and how they can do this

-All conversations with service user must be recorded on the recording template and securely sent to the service
to store on their individual record (see guidance G)

-Internal approval needed for contribution (see guidance H)

-Share contribution with; service, service user, partners/
commissioners (where necessary) for approval/ feedback

-Make any final amends based on feedback and re-share final
contribution as above

- Contribution can now be uploaded to ResourceSpace with signed
consent form and any other assets, and appropriately tagged
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