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POLICY STATEMENT

Downshire Tennis Club- Hillsborough

is committed to creating and maintaining the safest possible environment for children and young people to practice and play

TENNIS
We do this by:

· Recognising that all children have the right to freedom from abuse.

· Ensure that all our coaches and volunteers are carefully selected and accept responsibility for helping to prevent the abuse of children in their care.

· Responding swiftly and appropriately to all suspicions or allegations of abuse, and providing parents and children with the opportunity to voice any concerns they may have.

· Appointment of a Children’s Protection Officer(s) who will take specific responsibility and act as the main point of contact for parents, children and outside agencies.

· Access to confidential information is restricted to the Children’s Protection Officer(s) or the appropriate external authorities.

This policy applies to all those involved in Downshire Tennis Club- Hillsborough, coaches, administrators, officials, volunteer drivers, parents and young people.

EQUALITY STATEMENT
All children should be valued and treated in an equitable and fair manner regardless of ability, age, sex, religion, social and ethnic background or political persuasion.  Children, irrespective of ability or disability should be involved in sports activities in an integrated and inclusive way, whenever possible, thus allowing them to participate to their full potential alongside other children (Code of Ethics and Good Practice for Children’s Sport 2000)

Downshire Tennis Club- Hillsborough recognises the additional vulnerability of some children and the extra difficulties they may face when seeking help, i.e.

· Dependency due to disability may make some children feel powerless

· On occasions possible limited ability to communicate their feelings

· A negative self image can make children vulnerable to manipulation by others

To address this vulnerability coaches will seek guidance on working with children with a disability from external agencies, parents / guardians and the children themselves.
CONFIDENTIALITY STATEMENT
We at Downshire Tennis Club- Hillsborough will never promise to keep secrets. However, information of a confidential nature will only be communicated on a "need to know" basis, with the welfare of the child paramount.

Considerations of confidentiality will not be allowed to override the rights of children or young members to be protected from harm.

A full Child Protection policy document is displayed and available within club premises (if the club have their own premises) for all interested parties to read. 

AWARENESS OF THE ISSUES
Background knowledge in relation to child abuse, the general principles of child protection and the ability to recognise and respond to abuse are important issues. Of primary concern for Downshire Tennis Club- Hillsborough is the issue of Child Protection of our young members within the operation of the club. However, being cognisant of the indicators of abuse in respect of young members caused by others outside the club, is of an equal importance for the safety and well being of that child.
The Children (NI) Order 1995 formally recognises four types of abuse

Physical
Physical abuse is the deliberate physical injury to a child, or the wilful or neglectful failure to prevent physical injury or suffering.  This may include hitting, shaking, throwing, poisoning, burning or scalding, drowning, suffocating, confinement to a room or cot, or inappropriately giving drugs to control behaviour.

Neglect
Neglect is the persistent failure to meet a child’s physical and/or psychological needs, likely to result in significant harm.  It may involve a parent or carer failing to provide adequate foods, shelter and clothing, failing to protect a child from physical harm or danger, failing to ensure access to appropriate medical care or treatment, lack of stimulation or lack of supervision.  It may also include neglect of, or unresponsiveness to, a child’s basic emotional needs.

Sexual

Sexual abuse involves forcing or enticing a child to take part in sexual activities, whether or not the child is aware of what is happening.  The activities may involve Make contact with parents/guardians physical contact, including penetrative or non-penetrative acts.  They may include non-contact activities, such as involving children in looking at or the production of pornographic material or watching sexual activities, or encouraging children to behave in sexually inappropriate ways.

Emotional
Emotional abuse is the persistent emotional ill treatment of a child such as to cause severe and persistent adverse effects on the child’s emotional development.  It may involve conveying to children that they are worthless or unloved, inadequate, or valued only insofar as they meet the needs of another person.  It may involve causing children frequently to feel frightened or in danger, or the exploitation or corruption of children.  Smothering a child’s development through over-protection can also be a form of abuse.  Some level of emotional abuse is involved in all types of ill treatment of a child, though it may occur alone.  Domestic violence, adult mental health problems and parental substance misuse may expose children to emotional abuse.
In addition to these Downshire Tennis Club - Hillsborough recognise that we have a responsibility to:
“protect children from bullying and to have policies and procedures in places to do so”
( Co-operating to Safeguard Children DHSS&PS, 2003 )

INDICATORS OF ABUSE
The following is a list of some indicators of abuse, but it is not exhaustive:
	PHYSICAL INDICATORS
	BEHAVIOURAL INDICATORS

	· Unexplained bruising in soft tissue areas

· Repeated injuries

· Black eyes

· Injuries to the mouth

· Torn or bloodstained clothing

· Burns or scalds

· Bites

· Fractures

· Marks from implements

· Inconsistent stories/excuses relating to injuries
	· Unexplained changes in behaviour - becoming withdrawn or aggressive

· Difficulty in making friends

· Distrustful of adults or excessive attachment to adults

· Sudden drop in performance

· Changes in attendance pattern

· Inappropriate sexual awareness, behaviour or language

· Reluctance to remove clothing


Guidelines for responding to a disclosure
DO's 
· Stay calm.



 

· Listen & hear. Give the person time to say what they want.

· Reassure them that they have done the right thing in telling and that it will be dealt with appropriately.

· Record in writing what was said as soon as possible

· Report to someone else in the organisation - "the designated person".

· Record your report.

DON'Ts
· Panic.

· Promise to keep secrets.

· Enquire into the details of the abuse.

· Make a child repeat the story unnecessarily.

BULLYING
Guidance for Downshire Tennis Club- Hillsborough
The Individual
· Respect every child’s need for, and rights to, a play environment where safety, security, praise, recognition and opportunity for taking responsibility are available

· Respect for every individual’s feelings and views

· Recognise that everyone is important and that our differences make each of us special

· Show appreciation of others by acknowledging individual qualities, contributions and progress

· Ensure safety by having rules and practices carefully explained and displayed for all to see

Bullying

· Bullying will not be accepted or condoned.  All forms of bullying will be addressed.  Bullying can include:
· Physical pushing, kicking, hitting, pinching etc

· Name calling, sarcasm, spreading rumours, persistent teasing and emotional torment through ridicule, humiliation and the continual ignoring of individuals

· Sectarian/racial taunts, graffiti, gestures

· Sexual comments and /or suggestions

· Unwanted physical contact
· Children from ethnic minorities, disabled children, young people who are gay or lesbian, or those with learning difficulties are more vulnerable to this form of abuse and may well be targeted.

· Everybody has the responsibility to work together to stop bullying – the child, the parent, the coach, the youth worker, the sport’s official

· Appropriate forums could be established within the club, including children, parents, coaches, youth workers and other agencies, to address, monitor and stop bullying

· Commitment to the early identification of bullying and prompt, collective action to deal with it

· Policy and practice should be agreed through consultation with the club, parents and children

· Children should be encouraged to take a role in stopping bullying in the club

· Policy and practice should be reviewed regularly in the light of changing needs and changes adopted by other agencies (e.g. schools)

Support to the Child
· Children should know who will listen to and support them

· Any advice and assistance should be given by an experienced coach

· Children should have access to Designated Officer(s)

· Children should be told what is being recorded, in what context and why

· Systems should be established to open the door to children wishing to talk about bullying or any other issue that affects them.  Barriers to talking need to be broken down to enable children to approach adults

· Anyone who reports an incident of bullying will be listened to carefully and be supported, whether the child being bullied or the child who is bullying

· Any reported incident of bullying will be investigated objectively and will involve listening carefully to all those involved

· Children being bullied will be supported and assistance given to uphold their right to play and live in a safe environment which allows their healthy development

· Those who bully will be supported and encouraged to stop bullying

· Sanctions involving long periods of isolation, or which diminish and make individuals look or feel foolish in front of others, should be avoided

Support to the Parents
· Parents should be advised on club policy and practice about bullying

· Any incident of bullying will be discussed with the child’s parent(s)

· Parental advice on action will be sought and agreements made as to what action should be taken

· Information and advice on coping with bullying will be given

· Support should be offered to the parent(s) including information on other agencies or support lines (e.g. Parentline 01268 757077)

DESIGNATED PERSON(S)
The "contact person" or Designated person within Downshire Tennis Club- Hillsborough, is
Lynne Morrow

Tel No. 02892 689370
Mobile No. 07752292029

Steven Morgan





Mobile No. 

“Name of person(s) responsible” shall be made known to young members, coaches and parents alike; as the designated person to whom concerns will be addressed.  If the concern is about the designated person please report to Club Chairperson.

Procedures for recording/ dealing with incidents/accidents will be outlined later in this policy document.



SAFE RECRUITMENT PROCEDURES FOR VOLUNTEERS / COACHES

· Volunteers and coaches are carefully selected. The office bearers of the club committee must vouch for their potential involvement.

· All new coaches working with children or young people must complete the enclosed application form. (See appendix 1)
· Declaration of past convictions or cases pending. The club may request to have a Pre-Employment Consultancy check completed. (See appendix 1)
· ALL volunteers must agree to abide by the club's Child Protection Policy and all are required to sign a pro-forma stating this. (See appendix 5, Consent Forms)
· Any concerns or objections with regard to suitability of a coach must be submitted to the "designated person".  These matters will be raised with the club committee with appropriate action taken including a formal response in writing to the concerned party if required.

TRAINING FOR VOLUNTEERS/COACHES
· Appointment of volunteers /coaches will be on the basis of their current or previous experience either playing or coaching the sport.

· Education and training in the basics of child protection will apply to all coaches/volunteers working with the children or young members. Continuous updating and review of our current Child Protection Policy will be committed to. 

GUIDELINES FOR REPORTING ACCIDENTS
In the event of an accident, the following procedure will be carried out: -
· Fill in 2 copies of the Accident Form (see appendix 3) for ALL accidents.

· Make contact with parents/guardians

· One copy of form to incident book/folder.

· Forward 1 copy to Designated person for record keeping/ action required.

· Contact emergency services/ GP if required

· Record in detail all facts surrounding the accident, witness's etc.

GUIDELINES FOR REPORTING ALLEGATIONS/ INCIDENTS
· Record all incidents reported or observed on an Incident Form (see appendix 4)

· 1 copy to designated person

· Ensure confidentiality - only "need to know basis" (reference confidentiality clause)

· The designated person will be responsible for storing any report in a safe and secure environment

See Appendix 6 if the concern is about the behaviour of a member of Downshire Tennis Club- Hillsborough.

See Appendix 7 if concern is about possible abuse outside the organisation.

USEFUL NUMBERS
· Social Services



Local Number

· NSPCC Helpline



0808 800 5000

· PSNI CARE Unit



028 90650222 Ask for your local CARE Unit                                                                                

· Childline 



Freephone      0800 1111

· Tennis Ireland (Ulster Branch)



AVAILABILITY OF INFORMATION
It is important that there is a free flow of information between coaches/volunteers, children and parents, in terms of promotion of the club and what we aim to achieve in relation to your child.

Parents should know what we do and how we do it, and the coaches/designated person will always be on hand during, or after coaching sessions, for consultation or advice.

When appropriate, letters (or telephone contact) will be issued in relation to further information or specifics in respect of an event etc.
A regular review of club policies will take place through meetings with coaches/volunteers and feedback from children and parents.

APPENDIX 1:

COACHING APPLICATION FORM

RECRUITMENT PROCEDURES FOR Downshire Tennis Club- Hillsborough
Guidance for this recruitment procedure has been taken from:
· The Code of Ethics and Good Practice for Children’s Sport

· Our Duty to Care

· Co-operating to Safeguard Children, 2003 

Downshire Tennis Club- Hillsborough relies heavily on the time and commitment freely given by volunteers, and without this the opportunities for children and young people to participate in tennis would be curtailed. 

· Define the role the individual is applying for (job specification).

· Person applying for any post of responsibility within the club to complete the relevant form (see sample application form).

· Obtain 2 references in writing.

· With the individual’s signed permission request a Pre-Employment Consultancy Service check (proof of identity should be provided).

· Set a probationary period.

· Interview the individual either formally or informally by two members.

· Assess the individual’s experience of working with children or young people and knowledge of child protection issues.

· Assess their commitment to promoting good practice.

· Assess their ability to communicate with children and young people (i.e. be approachable).  One way of doing this is to consult young people or ask questions to examine how a person would respond to a particular scenario e.g. are they authoritarian or too relaxed in their approach. 

Full Name:
______________________________________________________

Maiden Name (if applicable):    ________________________________________

Current Address:
________________________________________________




________________________________________________




________________________________________________

How long have you lived 



 

at this address? 


_________  Years

Previous address(es):                  ______________________________________

(if you have lived at current



address less than 5 years)
        ______________________________________

                                                 ______________________________________

Telephone No: 

        ______________________       

Date of birth:


        ______________________    

Place of birth: 

        ______________________       

National Insurance No.
        ______________________

Previous experience / involvement in this or any other club.

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

____________________________________________________________________

Do you agree to abide by the guidelines contained in the Code of Ethics and Good Practice for Children’s Sport?

formcheckbox 

Yes



formcheckbox 

No

Do you agree to abide by the rules of the Governing Body?

formcheckbox 

Yes



formcheckbox 

No

Have you completed Child Protection Awareness Training?

formcheckbox 

Yes



formcheckbox 

No

If yes, who was it organised by and when approximately

___________________________________________________________________

___________________________________________________________________

Do you agree to undergo specific training on the role of the  (position being appointed)

formcheckbox 

Yes



formcheckbox 

No

Have you ever been asked to leave a sporting organisation in the past?

(If you have answered yes we will contact you in confidence)

formcheckbox 

Yes



formcheckbox 

No

Referee:

Please supply the names of two responsible people whom we can contact and who from personal knowledge are willing to endorse your application.  If you have had a previous involvement in a sports club one of these names should be that of an administrator / leader in your last club / place of involvement.

Referees – Names / Addresses / Telephone No / Designation

	
	


For the purposes of your application for the post of _____________________________ it is our policy to ask for a check to be carried out by the Department of Health, Social Services & Personal Safety Pre-Employment Consultancy Service.  The purpose of the check is to make sure that people are not appointed who might be a risk to vulnerable people.

The check will tell us whether you have a criminal record, or whether the DHSS&PS holds any other information about you, which might have a bearing on your suitability.  Any information, which we receive, will be treated confidentially, and will be discussed with you before we make a final decision.  After that decision is made the information will be destroyed.

You must tell us now if you have a case pending or if you have ever been convicted of a criminal offence, or cautioned by the police, or bound over.  You must include all offences, even minor matters such as motoring offences, and ‘spent’ conviction, that is, things which happened a long time ago.  If you leave anything out it may affect your application.  The disclosure of a criminal record or other information will not debar you from registration / appointment unless (Name of Organisation) considers that the conviction renders you unsuitable.  In making this decision the (Name of Organisation) will consider the nature of the offence, how long ago it was committed and what age you were at the time and other factors which may be relevant.

Please complete below to give us this information and return it with your application

Have you ever been convicted of a criminal offence or been the subject of a caution; a Bound Over Order; or are you at present the subject of criminal investigations?

formcheckbox 

Yes



formcheckbox 

No

If so, please state below the nature and date(s) of the offence(s)

____________________________________________________________________

____________________________________________________________________

Please note you are advised that under the provisions of the Rehabilitation of Offenders (Exceptions) Order (N.I.) 1979 as amended by the Rehabilitation of Offenders (Exceptions) (Amendment) Order (NI) 1987 you should declare all convictions including ‘spent’ convictions.

I understand that a Pre-Employment Consultancy Service check must be carried out before my application for registration/appointment can be confirmed. This has been explained to me and I am aware that spent convictions may be disclosed. I declare that the information I have given is accurate and I consent to the check being made.

Please sign the declaration below.

Signed: ___________________________________

Date: _____________

FOR OFFICIAL USE ONLY:

Date application received: _________________________

Interviewed by: 
1. ______________________________________________

2. ______________________________________________

Date of interview:
    _________________________

Recommendation
formcheckbox 
  
Approved
formcheckbox 
  
Not approved

Reasons

SIGNED _________________________________        DATED  _________________

Confidential
The following person:  _________________________________________________

has expressed an interest in working with:   ________________________________

If you are happy to complete this reference, any information will be treated with due confidentiality and in accordance with relevant legislation and guidance.  Information will only be shared with the person conducting the assessment of the candidate’s suitability for the post, if he/she is offered the position in question.  We would appreciate you being extremely candid, open and honest in your evaluation of this person.

1. How long have you know this person?

_________________________________________________________________

2. In what capacity?

_________________________________________________________________

3. What attributes does this person have that would make them suited to this work?

_________________________________________________________________

_________________________________________________________________

_________________________________________________________________

4. Please rate this person on the following – please tick one box for each statement:

	
	Poor
	Average
	Good
	V Good
	Excellent

	Responsibility
	
	
	
	
	

	Maturity
	
	
	
	
	

	Self-motivation
	
	
	
	
	

	Can motivate others
	
	
	
	
	

	Energy
	
	
	
	
	

	Trustworthiness
	
	
	
	
	

	Reliability
	
	
	
	
	


	This post involves substantial access to children. As an organisation committed to the welfare and protection of children, we are anxious to know if you have any reason at all to be concerned about this applicant being in contact with children and young people.
	YES

 FORMCHECKBOX 

NO

 FORMCHECKBOX 



If you have answered YES we will contact you in confidence.

Signed: 
____________________________

Date: __________________

Print Name:
_________________________________________

Position:
____________________________

Organisation: ________________

APPENDIX 2
GUIDELINES FOR GOOD PRACTICE & CODE OF CONDUCT
GOOD AND SAFE WORKING / PLAYING PRACTICES
Downshire Tennis Club- Hillsborough will ensure…
· Proper supervision of children within the club and with a satisfactory ratio of coaches: children. A maximum ratio of 1 coach: ? children will be adhered to. (This will vary dependent on the sport)

· Use of proper, recommended equipment including.

· Sport specific guidelines

· identification markers/ cones, clearly visible

· Playing /coaching surfaces, free from debris

· Use of equipment only when supervised by a coach.

· A clearly defined area of play/ in bounds, fenced and safe from vehicular traffic.

· Public Liability Insurance in place, covering all members of the club.

· Only children within same/ similar age bands will be selected for team playing/ coaching.

· A first-aider and first aid kit on hand in event of an accident, with accident incident book to be marked up at every relatively serious accident.  NB All accidents will be reported to parents at collection.

· In the event of transport being required this will be provided and supervised by coaching/ volunteers in possession of driving license and roadworthy vehicles only. Permission must be sought from parents prior to any transport being facilitated. (See Appendix 10)

· A safe environment for members

· Ongoing training and information for Leaders

· Implementation of policy and procedures in line with guidance from Our Duty to Care and the Code of Ethics for Children’s Sport

· Facilitation of open discussion on member protection issues

· Support to members who report accusations of abuse

· Suspected abuse information treated confidentially

· Appropriate action is taken if members breach standards of reasonable behaviour 

· The establishment and maintenance of a coaching register

· The setting of standards of good practice

· The designated officer has knowledge of statutory child protection procedures and their responsibility in reporting concerns from Co-operating to Safeguard Children DHSSPS

· That parents are kept informed, therefore parents should have access to the club’s policy guidelines for away trips / overnights (see appendix 8) and the use of photography and video equipment. (See appendix 9)

The implementation of good and safe working practice is to develop the club in the short, medium and long term to the mutual benefit of the member, the local area and community as a whole.

Downshire Tennis Club- Hillsborough has the right to:
· Expect all leaders to comply with its Code of Conduct

· Expect all youth members to maintain standards of reasonable behaviour

· Take appropriate action if members breach the Code of Conduct or Child Protection Policy

· Expect all members to undertake appropriate training when advised to

· Expect leaders will not abuse members physically, emotionally or sexually

· Take appropriate action in the event of accusations

· Acquire pre-employment checks on all coaches

Maintain records on individuals in line with advice from the data protection agency i.e. only hold records on individuals that they have a justifiable reason for holding.

CODES OF CONDUCT  

Coaches/Volunteers
Coaches/volunteers are expected to: 
· Ensure the safety of all children by careful supervision, proper pre-planning of coaching sessions, using safe methods at all times. 

· Actively encourage all children and not to discriminate on the grounds of religious beliefs, race, gender, social classes or lack of ability. 

· Not allow any rough or dangerous play, bullying, or the use of bad language or inappropriate behaviour. 

· Always be positive and to promote the objectives of the club at all times. 

· Not let any allegations of abuse of any kind to go unchallenged or unrecorded if appropriate. Incidents and accidents to be recorded in the club incident/accident book.  Parents will be informed. 

· Report accidents or incidents of alleged abuse to the designated person. 

· Administer minor first aid in the presence of others and where required refer more serious incidents to the club "first-aider" 

· Have access to telephone for immediate contact to emergency services if required. 

· Foster team work to ensure the safety of youth members in their care 

· Ensure the rights and responsibilities of youth members are enforced 

· Report suspected abuse to the appropriate designated officer 

· Not abuse members physically, emotionally or sexually 

· Maintain confidentiality about sensitive information 

· Be a role model (disciplined/committed/time keeping), remember children learn by example 

· Refrain from smoking and consumption of alcohol during club activities or coaching sessions 

· Protect themselves from false accusation by 

· Not spending excessive amounts of time alone with children away from others 

· Avoid taking children alone in a car on journeys, however short 

· Never taking children to their home. 

· Not administering First Aid involving the removing of children’s clothing unless in the presence of others. 

Coaches/Volunteers have a right to: 
· Access ongoing training and information on all aspects of leading/managing activities for youths, particularly on child protection 

· Support in the reporting of suspected abuse 

· Access to professional support services 

· Fair and equitable treatment by the Governing Body 

· Be protected from abuse by children/youths, other adult members and parents 

· Not to be left vulnerable when working with children 

Any misdemeanours and general misbehaviour will be dealt with immediately and reported verbally to the designated person.  Persistent breach of the code will result in dismissal from the club. 
Dismissals can be appealed by the coach/volunteer with final decisions taken by the club committee. 

Children/Young People 
Children are expected to: 
· Keep within the defined boundary of the playing/coaching area. 

· Behave and listen to all instructions from the coach. 

· Take care of equipment owned by the club. 

· Refrain from the use of bad language or racial/sectarian references. 

· Refrain from bullying or persistent use of rough and dangerous play. 

· Show respect to other youth members and leaders 

· Keep themselves safe 

· Report inappropriate behaviour or risky situations for youth members 

· Play fairly 

· Respect officials and accept decisions 

· Show appropriate loyalty and be gracious in defeat 

· Respect opponents 

· Not cheat 

· Not use violence 
Children/Young people have the right to:
· Be safe 

· Be listened to 

· Be respected 

· Privacy 

· Enjoy your sport in a protective environment 

· Be referred to professional help if needed 

· Be protected from abuse by other member or outside sources. 

· Participate on an equal basis, appropriate to their ability 

· Experience competition and the desire to win 

· Be believed 

· To ask for help 
Any misdemeanours and general misbehaviour will be addressed by the immediate coach and reported verbally to the designated person.  Persistent misbehaviour will result in dismissal from the club. Parents will be informed.  
Dismissals can be appealed by the child/parent with final decisions taken by the club committee.
Parents
Parents are expected to:
· Complete and return the Health and Consent Form pertaining to their child's participation with “Name of Club”. There is a legal requirement for parental consent.   

· Deliver and collect the child punctually to and from coaching sessions/matches 

· Ensure their child is properly and adequately attired for the weather conditions of the time, including shorts, shirt, socks, tracksuit, sweat-tops, hat, gloves etc… 

· Ensure that proper football boots and shin-guards are worn at ALL times in accordance with Health and Safety Regulations.  Any child not in possession of these 2 fundamental requirements will not be permitted to participate 

· Detail any health concerns pertaining to the child on the consent form, in particular breathing or chest conditions. Any changes in the state of the child's health should be reported to the coach prior to coaching sessions 

· To inform the coach prior to departure from the field of play if child is to be collected early from a coaching session 

· Encourage their child to play by the rules and teach them that they can only do their best 

· Behave responsibly on the sidelines 

· Show appreciation and supporting the coach 

· Ensure their child is punctual 

· Collect their child on time 

· Be realistic 

· Provide their child with proper clothing and equipment 
· Ensure their child’s hygiene and nutritional needs are met 

· Accept the official’s judgement 

· Acknowledge the importance and role of the club coaches who provide their time free to ensure children’s participation in club football 

· Promote their child’s participation in playing football for fun 

Parents/Guardians have the right to:
· Know their child is safe 

· Be informed of problems or concerns relating to their children 

· Be informed if their child is injured 

· Have their consent sought for issues such as trips 

· Contribute to decisions within the club 

· Complain if they have concerns about the standard of coaching 
A Downshire Tennis Club- Hillsborough official will deal with any misdemeanours and breach of this code of conduct immediately.  Persistent concerns or breaches will result in the parent/guardian being asked not to attend football games if their attendance is detrimental to the child’s welfare. 
The ultimate action should a parent/guardian continue to breach the code of behaviour may mean the Downshire Tennis Club- Hillsborough officials regrettably asking the child to leave the club.
APPENDIX 3
ACCIDENT REPORT FORM
Downshire Tennis Club- Hillsborough

ACCIDENT FORM
	COACH IN ATTENDANCE:   



	INJURED PARTY

Name

	Age/DOB



	School



	Address



	ACCIDENT DETAILS

· Date:

· Time:

· Exact location:

· Injury:

· How happened



	SEVERITY:

· Minor

 FORMCHECKBOX 

· Considerable 
 FORMCHECKBOX 

· Severe

 FORMCHECKBOX 


	FIRST AID INVOLVED                                            YES /  NO



	MEDICAL ATTENTION REQUIRED                          YES /  NO



	PARENTS INFORMED                                             YES /  NO

                      BY WHOM​​​​​​​​​​​​​​​​​​​   :

	FORM COMPLETED BY:      



	REFERRED TO DESIGNATE PERSON                      YES/  NO



	DESIGNATED PERSON SIGNATURE  :


APPENDIX 4
INCIDENT FORM
(An incident could be a child protection issue, theft, bullying, a child running away, abuse from a member of another team etc.)

Downshire Tennis Club- Hillsborough

CHILD PROTECTION
	Club or Agency:

	Your name:



	Your position:



	Child’s name:



	Child’s address:



	Parents/carers names and address:



	School:



	Child’s date of birth:



	Date and time of any incident:



	Your observations:



	Exactly what the child said and what you said:

(Remember; do not lead the child – record actual details. Continue on separate sheet if necessary)



	Action taken so far:



	External agencies contacted (date & time)

	Police

yes/no


	If yes – which:

Name and contact number:

Details of advice received:



	Social services

yes/ no


	If yes – which: 

Name and contact number: 

Details of advice received:



	Governing Body

yes/no


	Name and contact number: 

Details of advice received:



	Local Council/Education Dept

yes/no 

(If appropriate)
	If yes – which:

Name and contact number:

Details of advice received:



	Other (e.g. NSPCC)
	Which:

Name and contact number:

Details of advice received:



	Signature:

Print name:



	Date:




Remember to maintain confidentiality on a need to know basis – only if it will protect the child. Do not discuss this incident with anyone other than those who need to know.

NB A copy of this form should be sent to social services after the telephone report and to the 

Governing Body Children’s Officer for monitoring purposes.
APPENDIX 5
Youth Information Form
Information to be added to consent forms for away trips:
I undertake to pay the required sums by the dates specified in the information and accept that in respect of any withdrawal from the trip, for whatever reason, there can be no refund of the whole or part of the payments unless the circumstances are covered by insurance.

I confirm that I have received the details of the above activity and consent to my child taking part in the visits and activities indicated. I acknowledge that the club will be liable in the event of any accident only if they have failed to take reasonable steps in their duty of care for my child during the trip. I understand that the staffs have a common law duty to act in the capacity of a reasonably prudent parent.

I have read the Code of Conduct and agree that my child should abide by this whilst in the care of the club and I understand that a serious or continued breach of this code may result in my child being sent home early at my expense.
 COACH AND VOLUNTEERS’ DECLARATION
I understand the nature of my role and responsibilities at Downshire Tennis Club- Hillsborough

I have read and understood the Code of Conduct and I accept my responsibility to care for the children and young people with whom I come into contact.

Name:

_____________________________________________

Signature:
_____________________________________________

Date: 

_____________________________________________

APPENDIX 6
REPORTING PROCEDURES RELATING TO BEHAVIOUR OF A MEMBER OF THE CLUB
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If you do not know who to turn to for advice or are worried about sharing your concerns with a senior colleague, you should contact the Social Services direct (or the NSPCC on 0808 800 5000 or Childline on 0800 1111).  At any stage during the process in the left hand column the issue can be refered externally either formally or informally for advice.  Following the external (right column) outcome the matter may be refered back to the club’s Disciplinary Committee.
APPENDIX 7
REPORTING PROCEDURES IF CONCERN ABOUT BEHAVIOUR EXTERNAL TO CLUB
WHAT STEPS NEED TO BE TAKEN

WHEN REPORTING CONCERNS
When the complaint is about possible abuse outside the organisation
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APPENDIX 8
GUIDANCE FOR AWAY TRIPS
GUIDANCE FOR AWAY TRIPS / HOSTING
Being a host can be a particularly challenging role but also very rewarding.  A host should be provided with as much information about the child/children staying with them and details of the competition. Thought should be put into matching children with appropriate hosts. Hosts in turn should agree to provide references and being vetted when this is available.  With the Pre Employment Consultancy Service and the introduction of the Criminal Records Bureau in England and Wales access to vetting for sports clubs organising events within England, Wales or Northern Ireland should be achievable.

Overseas Trips

When arranging for events / trips abroad the club or governing body will be dependent on the ability of the host organisation to access vetting services and obtain appropriate references.  It is still the responsibility of the trip organiser to provide the hosts with the relevant information on the child and details of what is expected.

In July 1999 a British police report revealed how exchange trips can put children at risk.  The report showed that more than 500 children were abused while on foreign exchange trips (Source: Metro).

For further more detailed information on taking child away on a residential please refer to ‘Safe Sport Away’ a guide to good planning which is available from the Child Protection in Sport Unit.

Child / Youth Member
The wording may be changed if this is distributed to children to ensure the wording is ‘child friendly’.

	Right to:
	Responsibility:

	· Be safe

· Have any concerns listened to

· Be respected by their coach and host family

· Have easy access to phone contact with the trip organiser

· Have a list of events (itinerary)

· Regular group meetings with other young people

· Have their religious needs facilitated

· Have prior knowledge of the climactic variation to enable them to bring adequate clothing

· Be made aware of the codes required for phoning home

· Maps of the local area

· Have the currency of the country they are visiting explained to them

· Be made aware of collection and drop off arrangements

· Know whom to contact if they have a complaint or don’t feel safe.


	· Show respect to their host families

· Show respect to other youth members and their leaders

· Keeping themselves safe

· Reporting inappropriate behaviour or risky situations

· Attending any prior planning meeting to ensure they are fully informed of the plans

· Maintain the club’s reputation by adhering to their code of conduct

· Discussing their dietary needs with the host family (though it is the parents / organisers responsibility to ensure this information is passed on in advance)

· Maintain the accommodation to the standard set by the host family

· Be aware that they are acting as an ambassador for their club and on occasions their country

· Dependent on arrangements with parents the young person should manage their own money


Trip Organisers / Coaches
	Right to:
	Responsibility

	· Have support from their club if reporting any concerns about the arrangements

· Be protected from abuse by children / youths, other adults, members or parents involved in the trip

· Not be left vulnerable when working with children

· Receive the relevant information from parents / guardians in advance of the trip i.e.

· Dietary needs

· Any personal care needs

· Emergency contact numbers

· Signed medical consent form / permission form

· List of any medication / allergies

· E111 form completed (EU visits)

· Be respected by the children in preparation for and during the trip

· To have any personal ‘out of pocket’ expenses reimbursed

· To be able to apply sanctions in line with the governing body guidelines and discussed prior to the trip

· To have time off  i.e. that another adult is the point of contact for an emergency rather than one individual all the time
	· To plan well in advance of the trip

· Check club guidelines

· Gather information on destination and venue (if possible carry out a risk assessment)

· Facilitate information meetings prior to the trip for parents and children and provide them with information leaflets

· Maintain confidentiality about sensitive information

· Be a role-model during the trip (disciplined / committed / time keeping)

· Fostering team work to ensure the safety of youth members in their care

· Respond to children / youth members statements and concerns

· Record any complaints or accidents on relevant documentation

· Provide the children, parents and host with an itinerary of events

· Have clear arrangements for collecting and transporting children during the trip

· Ensure that if a young person has to share a room that it is with someone of the same sex and appropriate age, also that they are aware of who this is in advance

· Check adequate insurance cover is arranged

· Ensure they have received the relevant documentation from the child’s parents / guardians

· To inform parents and children of standards of behaviour required and possible sanctions

· To ensure that there is an appropriate adult / child ratio

· To submit a report to the club after the trip

· Make parents and children aware of photographic policy and obtain parent’s signature (or include permission form)


Parents / Guardians
	Right To:
	Responsibility:

	· Know their child is safe

· Be informed of problems or concerns relating to their children

· Be informed if their child is injured

· Have their consent sought prior to the trip

· Contribute to the decisions in planning the trip (when appropriate)

· Have knowledge of where their child is staying and with whom

· Have a contact number for their child’s hosts and trip organiser

· Have a detailed itinerary of events that their child will be taking part in

	· To be aware of the Code of Conduct for Children, coaches and hosts

· To agree sanctions with the coach and child prior to the trip

· Ensure the child has appropriate spending money

· To pay for relevant costs prior to their child going on the trip

· Provide the coach with all relevant documents and emergency contact number

· Ensure the child has a passport (if required) prior to the trip

· Provide appropriate clothing to meet the needs of the child while away from home

· Drop off and collect their child at agreed time

· Encourage their child to play by the rules


Hosts
	Right to:
	Responsibility:

	· To be treated with respect by the children, coaches and parents

· To have prior knowledge of any special requirements e.g.
· Medical 

· Food

· Religious

· Transport

· Mobility

· To have telephone contacts, lists of parents and coaches in the event of an emergency

· To be financially reimbursed for any expenses (when agreed)

· To be informed of competition details

· To have clearly defined roles prior to the event

· To be consulted about any change in plans
	· To have agreed to a code of conduct

· To consent to checks / references being sought into their appropriateness of being hosts

· To provide a safe and supportive environment for the children while they are hosting them

· To attend host family meeting prior to and during the competition if arranged

· To provide the child with a positive experience of staying away from home and possibly a different culture

· To be familiar with and have a copy of the organisations child protection/complaints policy


APPENDIX 9
PHOTOGRAPHY& VIDEOING GUIDANCE
PHOTOGRAPHS AND IMAGES OF CHILDREN
There have been concerns about the risks posed directly and indirectly to children and young people through the use of photographs on sport web sites and other publications. Photographs can be used as a means of identifying children when they are accompanied with personal information, for example, - this is X who is a member of the Name of Local Sport’s club and who likes Westlife. This information can make a child vulnerable to an individual who may wish to start to "groom" that child for abuse. Secondly the content of the photo can be used or adapted for inappropriate use. There is evidence of this adapted material finding its way onto child pornography sites.

Sporting organisations and clubs need to develop a policy in relation to the use of images of children and young people on their web sites and in other publications. The sport will need to make decisions about the type of images they consider suitable and that appropriately represent the sport, without putting children at increased risk. You should ensure that parents support their policy. When assessing the potential risks in the use of images of a child, the most important factor is the potential for inappropriate use of images of children.

If sporting organisations are aware of the potential risks and take appropriate steps the potential for misuse of images can be reduced.
The CPSU would advise sporting bodies to:
· Consider using models or illustrations if you are promoting an activity. 

· Avoid the use of the first name and surname of individuals in a photograph. This reduces the risk of inappropriate, unsolicited attention from people within and outside the sport. 

Easy rules to remember are: 

· If the child is named, avoid using their photograph. 

· If a photograph is used, avoid naming the child. 

· Ask for the child’s permission to use their image. This ensures that they are aware of the way the image is to be used to represent the sport. A Child’s Permission Form is one way of achieving this. 

· Ask for parental permission to use an image of a young person. This ensures that parents are aware of the way the image of their child is representing the sport. A Parental Permission Form is one way of achieving this. 

· Only use images of children in suitable dress to reduce the risk of inappropriate use. With regard to the actual content it is difficult to specify exactly what is appropriate given the wide diversity of sports. However there are clearly some sports activities - swimming, gymnastics and athletics for example when the risk of potential misuse is much greater than for other sports. With these sports the content of the photograph should focus on the activity not on a particular child and should avoid full face and body shots. So for example shots of children in a pool would be appropriate or if poolside, waist or shoulder up. 

· Create a recognised procedure for reporting the use of inappropriate images to reduce the risks to children. Follow your child protection procedures, ensuring both your sports child protection officer and the Social Services and/or Police are informed. 

First steps and things to think about... 

· Establish the type of images that appropriately represent the sport for the Web and other media.

· Think about the level of consideration you give to the use of images of children in other publications, for example, the processes involved in choosing appropriate images for the newsletter or magazine. Apply an increased level of consideration to the images of children and young people used in the web site.

Guidelines for Use of Photographic Filming Equipment at Sporting Events 

· Provide a clear brief about what is considered appropriate in terms of content and behaviour. 

· Issue the photographer with identification, which must be worn at all times. 

· Inform children and parents that a photographer will be in attendance at an event and ensure they consent to both the taking and publication of films or photographs. 

· Do not allow unsupervised access to children or one to one photo sessions at events. 

· Do not approve/allow photo sessions outside the events or at a child’s home. 

· If parents or other spectators are intending to photograph or video at an event they should also be made aware of your expectations. 

· Spectators should be asked to register at an event if they wish to use photographic equipment. 

· Children and parents should be informed that if they have concerns they could report these to the organiser. 

· Concerns regarding inappropriate or intrusive photography should be reported to the event organiser or official and recorded in the same manner as any other child protection concern. 

Child Protection in Sport Unit (CPSU) - Briefing Paper Issued 16 July, 2001

In 1999 Focus on Children claimed the proportion of Internet users accessing child pornography in Ireland was second only to the Netherlands.  Further evidence of this is Operation Amethyst, Ireland, June 2002.  

In January 2001 the Wonderland Club (an international child sexual abuse ring), which traded obscene images and videos of children, was identified.  To join a member had to provide 10,000 images.  The youngest victim was 3 months old.
The BBC2 programme, A Hunt for Britain’s Paedophiles in Junes 2002, highlighted the use of photography and the use of video images.

APPENDIX 10
TRANSPORTING OF CHILDREN
Guidelines on transporting a child or young person in your car
The issue of transporting children has become very sensitive for sports leaders and parents.  Many coaches argue that their club could not operate without the goodwill of volunteers and parents ensuring that children are returned home or transported to events in a private car.

The CPSU and guidance from the Sports Council for Northern Ireland encourages coaches not to take children on journeys alone in their car.

This view has been taken as our knowledge has grown of how those who want to harm children have developed.  The vast majority of coaches and volunteers will help out through their genuine desire to see children or their particular sport develop.  Unfortunately we must face the reality that a minority of others will join a sports club to gain access to children and create an air of acceptability about their role, justifying their close contact with children.

Best practice is clearly to avoid transporting a child alone, but we recognise that in some circumstances it is an essential part of a child’s participation in training and competition.

If all alternatives have been exhausted and an adult has to transport a child there are a number of safety measures that should be put in place to minimise the risk:
· The driver like all coaches / volunteers who have access to children in your organisation should have agreed to a Pre-employment Consultancy Service check being carried out on them. The club should also have sight of the driver’s licence to ensure there are no endorsements. 

· Parents should be informed of the person who will be transporting their child, the reasons why and how long the journey will take.

· A person other then the planned driver should talk to the child about transport arrangements to check they are comfortable about the plans

· The driver (and club) must ensure that they have insurance to carry others, particularly if they are in a paid position or claiming expenses.

· The driver should attempt to have more than one child in the car.

· When leaving children off after a match or training session coaches / volunteers should alternate which child is dropped off last.  Ideally two child would be left off at an agreed point i.e. one of their family homes.

· The person who leaves children home should be alternated; this would reduce the risk of any one individual from always being alone with the child.

· The driver should have a point of contact and mobile phone should they break down.

· Ensure that children are aware of their rights and they have someone to turn to or report any concerns they may have.  If a culture of safety is created within your club then the child is more likely to talk to another person if they are feeling uncomfortable about a situation.

· Children should wear seatbelts at all times.  The driver is legally responsible to ensure that a child under 14 wears a seatbelt (i.e. the adult would have to pay any fine) but morally responsible to ensure all passengers wear seatbelts.

· Late collections. These can present clubs and coaches with particular difficulties. Parents/guardians should be provided with guidelines addressing the issue and outlining their responsibility and the consequences of late collections. Clubs should have contact numbers for parents/guardians and if possible be provided with an alternative contact number. Parents/guardians should have a contact number for the club/coach to inform them of emergencies and possible late collections.

Like all advice these procedures will only reduce the risk and still the best advice is to avoid transporting children alone in a car.
Jan 2004
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