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Attend Programme Launch Zoom• Onboarding new 
schools
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1. ADMINISTRATION 
OVERVIEW

Complete meeting notes template during the 

meeting

• STEAM Team 
Meeting 1

Complete meeting notes template during the 

meeting

• STEAM Team 
Meeting 2

Check in, family registration, reaction and 

evaluation forms

• 1st Taster 
Workshop

Complete meeting notes template during the 

meeting
• STEAM Team 

Meeting 3

Attend Programme Review Zoom

• 2nd, 3rd, 4th Taster 
Workshops

ADMINISTRATION & RESEARCH TASKS

• Inform Ann of dates of 3 further workshops 

for Eventbrite

• Tickets will be available via QR code/flyers 

linked to our web page

• Monitor tickets on Eventbrite – promote 

further with school if uptake is low

Check in, family registration, reaction and 

evaluation forms

• Phase 1 Review



2. COMMUNICATION

The OurKidsCode team is a small team dedicated to providing our 

independent Facilitators with up-to-date information and support to 

the best of our capacity.

We pride ourselves on being a responsive team and aim to create an 

atmosphere that encourages open and collegial communication. We 

hope that OurKidsCode Facilitators feel comfortable contacting our 

team members for support, enquiries and to give feedback on any 

aspect of the project in a constructive manner.

On the next page are the names, roles and emails of the team 

members. We are happy to be contacted via email at any time, but we 

cannot promise to reply outside of the office hours listed in our email 

signatures.

For more urgent matters, we can be contacted via the dedicated 

OurKidsCode Facilitator WhatsApp group or via direct WhatsApp 

message. In most cases, a team member will answer promptly but 

again we cannot guarantee a reply outside of our office hours.

2.1 Introduction
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2.2 The OurKidsCode Team

nina.bresnihan@tcd.ie PROJECT LEAD

Dr. Nina Bresnihan

Dr. Lucy Hao Liu
RESEARCH LEAD

Louise Caldwell
PROGRAMME MANAGER

Ann Kinsella
PROJECT CO-ORDINATOR

lucy.liu@tcd.ie 

louise.caldwell@tcd.ie 

annkinsella17@gmail.com 

Mary O’Mahony
TRAINING CO-ORDINATOR

Tejasvi Parmar
RESEARCH ASSISTANT

mary.callaghan.omahony@tcd.ie 

T.PARMAR@tcd.ie 
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3. COMPLAINTS 

1. We aim to share the anonymous comments received from families at 

OurKidsCode workshops with Facilitators on a regular basis

2. In the unlikely event of a complaint against a Facilitator from a family or other 

stakeholder, it will be reviewed by Louise Caldwell and Mary O’Mahony. If 

there is found to be substance to the complaint, they will contact the 

Facilitator to discuss next steps to address the concerns by the complainant.
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Please note: Issues that involve 

risk to the welfare of a child will 

be managed in accordance with 

the OurKidsCode Child 

Protection Policy and 

Safeguarding Statement, 

available on www.ourkidscode.ie

https://ourkidscode.ie/wp-content/uploads/2023/10/Child-Protection-

Policy-Risk-Assessment-and-Safeguarding-Oct-2023-OurKidsCode-g.pdf

3.1 Feedback from families and other stakeholders:

3.2 In the case of an issue or complaint, these steps 

are available to all Facilitators:

1. Contact the team member listed on the previous page who has responsibility 

for the area in question via email, direct message or phone. Outline the issue 

and request a meeting or reply in writing, as appropriate.

2. If for any reason a Facilitator is not comfortable doing so, they are free to 

contact the team member of their choice.

3. If this proves unsatisfactory, Facilitators can request that the issue be directed 

next to Louise Caldwell, Programme Manager and, in the last resort, to Nina 

Bresnihan, Project Lead.
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4. CANCELLATIONS 

1. Where workshops are cancelled with 24 hours’ notice or more, the Facilitator 

fee will not be paid.

2. In the case that there are insufficient registrants for a Taster Workshop to go 

ahead, the Facilitator may, in consultation with the Project Co-Ordinator, 

cancel the event with 24 hours’ notice. In this case, the Facilitator fee will not 

be paid.
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4.1 Cancellation with prior notice

4.2 Cancellation without prior notice

1. Where workshops are cancelled with less than 24 hours’ notice due to 

circumstances outside the Facilitator’s control, i.e. issues with attendance, the 

venue, adverse weather conditions, etc., half the usual Facilitator fee will be 

paid.

2. No attendance

1. In the case that no families turn up for a workshop, such that the event 

cannot take place, the Facilitator will be paid half of the usual fee.

3. Low attendance

1. In the case of low attendance at a workshop, it is at the Facilitator’s 

own discretion whether to continue with the workshop or not. Some 

factors to consider are:

▪ The reason(s) for the families’ non-attendance

▪ Distance travelled by families who have turned up

▪ Remoteness of the location

▪ Likelihood that a rescheduled workshop would be better or 

worse-attended

▪ Degree of commitment of families who cancelled to attend a 

rescheduled workshop, etc.

2. If the Facilitator chooses to cancel the workshop due to low 

attendance, they will be paid half the usual fee
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1. In the case that the Facilitator cancels a workshop for personal reasons, with 

or without 24 hours’ notice, the Facilitator fee will not be paid

4.3 Cancellation by Facilitator



5. FACILITATOR CONSENT 
AND REGISTRATION LINK
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To take part in the OurKidsCode research 
project, all Facilitators must complete the 

Facilitator Consent and Registration online form.
 
Read the information sheet provided at this link 
and then complete the form:
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After you submit the form, you'll be invited to complete an 
anonymous Stakeholder EDI survey. You can also find it here:

OurKidsCode Stakeholder EDI Survey 2025 
Please only fill in the EDI survey once!

www.ourkidscode.ie/mst-

facilitator-registration 

https://forms.office.com/Pages/ResponsePage.aspx?id=jb6V1Qaz9EWAZJ5bgvvlK3wh0d_oT8pHgtyZUKxeqJJUNVdHVTJNNjFOV0NITENOV1RQUFJRMUlQMiQlQCN0PWcu
http://www.ourkidscode.ie/mst-facilitator-registration
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5.1 OurKidsCode Facilitator Role

✓ I understand that this role requires Garda vetting through Trinity 
College Dublin.

✓ I understand that I will be operating as an independent contractor and 
that I am responsible for my own taxes and other financial 
arrangements.

✓ I agree to undertake full training and subsequent refresher training as 
required by OurKidsCode.

✓ Knowing that OurKidsCode is a research project that relies on data 
collection to publish academic papers, to shape policy and to secure 
funding, I understand and agree that my role as an OurKidsCode 
facilitator requires me to complete specific forms for each workshop I 
deliver. These include but may not be limited to:
• Log the workshop via the Check In Form
• Ensure each participating family completed their Registration 

with OurKidsCode
• Support the gathering of family reaction data at the end of the 

workshop via the Reaction Form
• Complete a Facilitator Evaluation Form after the workshop.

✓ To ensure prompt payment, I agree to complete all research forms and 
follow the OurKidsCode administrative processes for logging and 
invoicing workshops

✓ I agree to follow all Facilitator Policies and Procedures relevant to my 
strand of activity which include but may not be limited to:
• Administration Procedures
• Complaints Policy
• Cancellation Policy

✓ I have read and understood the OurKidsCode Facilitator Handbook 
provided to me and agree to abide by its contents when acting in my 
capacity as an OurKidsCode Facilitator

✓ I understand that it may be necessary to share the contact information 
of workshop registrants with me for the purpose of contacting 
registrants in case of emergency or last-minute cancellation. In 
managing that data, I agree to abide by the Facilitator Data 
Processing Agreement.
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6.1. FACILITATOR 
AGREEMENT - ROLE
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6.2. DATA PROCESSING 
AGREEMENT

5.2 Data Processing Agreement

This document is a Data Processing Agreement between Independent 
Facilitators and OurKidsCode at Trinity College Dublin (TCD). It 
summarises the nature and purpose of the data shared 
with Independent Facilitators for the administration and delivery of family 
creative computing workshops and the responsibilities and 
obligations on Independent Facilitators.

Purpose for sharing the data:
OurKidsCode at Trinity College wishes to share the contact information of
1. Workshop registrants with Independent Facilitators for the 

purpose of contacting registrants to organise workshops.
2. Applicant school representatives with Independent Facilitators for the 

purpose of contacting the representatives to organise STEAM Team 
activities

Data to be shared:
1. Names (first and last), email addresses and mobile phone numbers of 

the parents of families who are registered to attend workshops 
delivered by the Independent Facilitator.

2. Names (first and last), email addresses and mobile phone numbers of 
the designated representatives of schools that have applied to the 
STEAM Team programme

How the data will be shared:
OurKidsCode at TCD will:
• Email the data to the email address designated by the Independent 

Facilitator, and/or
• Upload the data to a shared document stored securely online in TCD

Independent Facilitator agrees to:
• keep this data secure and confidential at all times
• not save this data to their phone or other personal device
• only use this data for the purpose for which it was shared
• only retain this data for as long as necessary to fulfil the purposes for 

which it was shared, i.e., at the end of the registrant’s or 
school’s participation in the OurKidsCode programme being delivered by 
the Independent Facilitator.

General:
• This Agreement shall enter into force on the date that it is signed and 

shall continue in force for so long as data is shared between the parties, 
unless they agree in writing to terminate this Agreement.

• This Agreement shall be governed by and construed in accordance 
with the laws of Ireland, and shall be subject to the 
exclusive jurisdiction of the Irish courts.
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6.3 FACILITATOR 
AGREEMENT LINK
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THANK YOU!
Questions? Just ask!

All OurKidsCode Facilitators must complete 
the Facilitator Agreement online before 

contacting schools or delivering 
OurKidsCode workshops to families:

OurKidsCode STEAM Team 
Facilitator Agreement

https://forms.office.com/Pages/ResponsePage.aspx?id=jb6V1Qaz9EWAZJ5bgvvlK3wh0d_oT8pHgtyZUKxeqJJUMEpFQ1M0SVhRVVJSWTE0MzJTS05KN0czWCQlQCN0PWcu
https://forms.office.com/Pages/ResponsePage.aspx?id=jb6V1Qaz9EWAZJ5bgvvlK3wh0d_oT8pHgtyZUKxeqJJUMEpFQ1M0SVhRVVJSWTE0MzJTS05KN0czWCQlQCN0PWcu
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