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1.0
Policy Statement

Leicester Westleigh Hockey Club (hearafter refered to as the Club or LWHC) has a duty of care to safegard all children involved in the Club from harm. All children have a right to protection, and the needs of disabled children and others who may be particularly venerable must be taken into account. LWHC will ensure the safety and protection of all children involved in our Club through adherence to the Child Protection guidelines adopted by LWHC.

This policy is also available on LWHC’s website www.westleigh.org
1.1
Status of Policy

This policy came into effect on the 17th of August 2004.

1.2
Review

This policy will be reviewed in accordance with changing regulations or when required.

1.3 Child Welfare Officer

The Child Welfare Officer (CWO) for Leicester Westleigh Hockey Club is appointed by the Clubs Committee. The appointment is reviewed on an annual basis or earlier in certain cercumstances such as the CWO leaving the Club. The CWO for LWHC is:

Stephen Charles Jenkins

1.4 Contact details

	Stephen Jenkins

CWO
	07834417303
	Mike Joyce

Hockey England CWO
	01908 544644

	Social Services
	0116 2565080
	Police
	01162 222222

	NSPCC – Child Protection Help Line
	0808 800 5000
	
	


2.0
Who this policy applies to
The Children Act 1989 states that anyone who is involved in the care of children should "do what is reasonable in the circumstances for the purpose of safeguarding or promoting the child's welfare". The LWHC Child Protection Policy applies to any person or organisation involved in the care of children in our Club and adheres to England Hockey’s national Child Protection Policy. A ‘Child’ is defined as any person under the age of 18 years and anyone over 18 years who may be vulnerable by nature of any impairment or disability (need The Children’s Act 1989). 
2.1
LWHC believes that:

· The safety and welfare of children should always be of paramount importance, whatever circumstances.

· A child, regardless of age, ability, gender, racial origin, religious belief and sexual orientation has a right to be protected from abuse.

· The rights, dignity and worth of a child should always be respected.

· Everyone with a role in working with children has a moral and legal responsibility to safeguard and promote a child's welfare particularly when it comes to protecting children from abuse.

· Special care is needed in dealing with children whose age, inexperience or ability makes them particularly vulnerable to abuse.

· All club members have a responsibility to report concerns to the appropriate officer.

· All suspicions and allegations of abuse will be taken seriously and responded to swiftly and appropriately.

Club members and officials are not trained to deal with situations of abuse or to decide if abuse has occurred. Therefore the procedures outlined within this document must be adhered to at all times.

2.2
LWHC: 

· Has therefore adopted this Child Protection Policy to ensure that the welfare and safety of children in England Hockey’s care or custody is always the primary consideration.

· Is committed to providing an environment where children can learn about, participate in and enjoy hockey free from harassment or abuse.

· Accept moral and legal responsibility to implement procedures, to provide a duty of care for young people, safeguard their well being and protect them from abuse.

· Respond to any allegations appropriately and implement the appropriate disciplinary and appeals procedures.

· Respect and promote the rights, wishes and feelings of young people and disabled adults.

· Recruit, train and supervise employees and volunteers to adopt best practice to safeguard and protect young people from abuse, and themselves against false allegations.

· Require staff and volunteers to adopt and abide by the England Hockey Conduct, Equity, Health & Safety, Coach Education Programme and Child Protection & Discipline Policies.
3.0
Good practice guidelines

All personnel should be encouraged to demonstrate exemplary behaviour in order to protect themselves from false allegations. The following are common sense examples of how to create a positive culture and climate.

3.1
Promoting good practice

Child abuse, particularly sexual abuse, can arouse strong emotions in those facing such a situation. It is important to understand these feelings and not allow them to interfere with your judgement about the appropriate action to take.

Abuse can occur within many situations including the home, school and the sporting environment. Some individuals will actively seek employment or voluntary work with young people in order to harm them. A coach, instructor, teacher, official or volunteer will have regular contact with young people and be an important link in identifying cases where they need protection. All suspicious cases of poor practice should be reported following the guidelines in this document.

When a child enters the club having been subjected to child abuse outside the sporting environment, sport can play a crucial role in improving the child’s self-esteem. In such instances the club must work with the appropriate agencies to ensure the child receives the required support.

3.2
Good practice means:

· Always working in an open environment (e.g. avoiding private or unobserved situations and encouraging open communication with no secrets). 

· Ensuring that an adult is never left alone with children in an enclosed environment such as a changing room. (see 3.3 for the transport section)

· Treating all young people/disabled adults equally, and with respect and dignity. 

· Always putting the welfare of each young person first, before winning or achieving goals. 

· Maintaining a safe and appropriate distance with players (e.g. it is not appropriate for staff or volunteers to have an intimate relationship with a child or to share a room with them). 

· Building balanced relationships based on mutual trust which empowers children to share in the decision-making process; 

· Making sport fun, enjoyable and promoting fair play. 

· Manual support is rarley requried within the sport of hockey. An adult must ensure that if any form of manual/physical support is required it should be provided openly and according to guidelines provided by the Coach Education Programme. Care is needed, as it is difficult to maintain hand positions when the child is constantly moving. Young people should always be consulted and their agreement gained. Some parents are becoming increasingly sensitive about manual support and their views should always be carefully considered. 

· Keeping up to date with technical skills, qualifications and insurance in sport. 

· Involving parents/carers wherever possible. For example, encouraging them to take responsibility for their children in the changing rooms. If groups have to be supervised in the changing rooms, always ensure parents, teachers, coaches or officials work in pairs. 

· Ensuring that if mixed gender teams are taken away, they should always be accompanied by a male and female member of the hockey Club, that has undergone a CRB check and has been sanctioned by the Club committee to undertake charge of the team, however, remember that same gender abuse can also occur. 

· Ensuring that at tournaments or residential events, adults should not enter children’s rooms or invite children into their rooms. 

· Being an excellent role model – this includes not smoking or drinking alcohol in the company of young people whilst taking part in sporting activities however whilst in leicenced premises the law of the land shall be followed.

· Giving enthusiastic and constructive feedback rather than negative criticism. 

· Recognising the developmental needs and capacity of young people and disabled adults – avoiding excessive training or competition and not pushing them against their will. 

· Securing parental consent in writing to act in loco parentis, if the need arises to administer emergency first aid and/or other medical treatment. 

· Keeping a written record of any injury that occurs, along with the details of any treatment given. 

· Requesting written parental consent if club officials are required to transport young people in their cars. 

3.3 Transportation of Children

LWHC will try to ensure that there are two adults in a car or other suitable vehicle during the transportation of Children for Club related purposes however from time to time this may not be possible. There are many reasons why it may not be possible to have two adults present in one vehicle the most common of which being “lack of senior members”. If the Club where to field a team of 11 Children (Under 18’s) in our junior team to an away fixture there would have to be 8 senior members that also make the trip. Parents or Guardians should be aware that there might be occasions where children travel in a car with one senior club member. Where this happens there will be tight controls including: -

· Squads will leave the home ground together in convoy, they wil be expected to arrive at their destination within 10 minutes of each other. If this is not possible because of traffic or getting lost then the relevant team captain must be informed.  Until the vehicle arrives there must be constant communication. Mobile Phones should only be used by the driver when the vehicle is legally and safely parked 

· On the return journey vehicles may travel to different drop off points in order to facilitate the squads needs. Where this happens in the case of under 18’s parents or Guardians will be notified of the drop off point and the estimated time of return. As with the above point if the car is detained in it’s return journey then the team captain will be informed of the reason and the new expected time of arrival. The captain will then inform the relevant parent or guardian.
3.4
Practices to be avoided

The following should be avoided except in emergencies. If cases arise where these situations are unavoidable it should be with the full knowledge and consent of someone in charge in the club or the child’s parents. For example, a child sustains an injury and needs to go to hospital, or a parent fails to arrive to pick a child up at the end of a session:

· Avoid spending excessive amounts of time alone with children away from others 

· Avoid taking or dropping off a child to an event (Unless prior  written consent has being obtained from childs parent or guardian) 

3.5
Practices never to be sanctioned

The following should never be sanctioned. You should never:

· Engage in rough, physical or sexually provocative games, including horseplay 

· Share a room with a child 

· Allow or engage in any form of inappropriate touching 

· Allow children to use inappropriate language unchallenged 

· Make sexually suggestive comments to a child, even in fun 

· Reduce a child to tears as a form of control 

· Allow allegations made by a child to go unchallenged, unrecorded or not acted upon 

· Do things of a personal nature for children or disabled adults, that they can do for themselves 

· Invite or allow children to stay with you at your home unsupervised 

N.B. It may sometimes be necessary for staff or volunteers to do things of a personal nature for children, particularly if they are young or are disabled. These tasks should only be carried out with the full understanding and consent of parents and the players involved. There is a need to be responsive to a person’s reactions. If a person is fully dependent on you, talk with him/her about what you are doing and give choices where possible. This is particularly so if you are involved in any dressing or undressing of outer clothing, or where there is physical contact, lifting or assisting a child to carry out particular activities. Avoid taking on the responsibility for tasks for which you are not appropriately trained.

3.6
Reporting an incident or accident.

If you accendently hurt a child the IRF 1 must be completed  (See appendix). If the child seems distressed in any manner, appears to be sexually aroused by your actions, or misunderstands or misinteruperets something you have done, report any such incedent as soon as possible to another colleague and make a brief note of it (EBI 1 must be completed – See appendix). Parents or Guardians should be imidiatley informed of the incedent. In both of the above cases the CWO must be informed.

4.0
Criminal Record Bureau

All individuals with responsibility for Children must undergo a CRB check. A CRB check looks at the individuals past to assertain wheather or not they may be a threat to Children. The CRB check will be carried out via Hockey England.

Individuals can voulentariely apply for a CRB check however the Child Welfare Officer will identify in accordance with this policy all those that require a CRB check. They include CWO, Club Captains, Club Coachs and any other individual the Club Committee deam appropriate. 

1. 
Contact the nominated Welfare Officer for your club, to request a disclosure application form.

2. 
Once you have received the form, you will need to complete sections A-D, and sections G & H. You do not need to complete sections E & F. You will then be required to have your identification verified by your registered Club Welfare Officer (they must complete section X of the form).

3. 
Your form will then be sent along with appropriate payment to the England Hockey

Child Welfare Officer, at the National Hockey Stadium, Silbury Boulevard, Milton Keynes,

MK9 1HA. Once this has been done, both you and the registered body (England Hockey) will receive your disclosure in the post. If you have any queries regarding the information on the disclosure when you receive it, please contact the CRB. REMEMBER do not send any personal documentation to England Hockey.

4. 
Each disclosure will cost the club £5 for Volunteer members and £35 for paid staff

5.0
Child Welfare Definitions

5.1
The difference between Poor Practice & Abuse

5.1.1
Poor Practice

Poor practice includes any behaviour that contravenes England Hockey Policy on Ethics, Conduct and Discipline as constituted around the following:

· Rights – for example of the player, the parent, the coach, the official etc.

· Responsibilities – for example responsibility for the welfare of the players, the sport, the profession of coaching/umpiring, their own development.

· Respect – for example of other players, officials and their decisions, coaches, the rules.

5.1.2
Abuse

Somebody may abuse or neglect a child by inflicting harm, or by failing to act to prevent harm. Children may be abused in a family or in an institutional or community setting by those known to them or, more rarely, by a stranger. Children can be abused by adults or other children. It is generally accepted that there are four main forms of abuse. The following definitions are taken from Sportscheck (NSPCC, July 2002)

5.2
Physical Abuse

Physical abuse may involve hitting, shaking, throwing, poisoning, burning or scalding, drowning, suffocating or otherwise causing physical harm to a child. Physical harm may also by caused when a parent or a carer feigns the symptoms of, or deliberately causes ill health to a child they are looking after. This situation is commonly described as factitious

illness, fabricated or induced illness in children or ‘Munchausen Syndrome by proxy’ after the person who first identified the situation. A person might do this because they enjoy or need the attention they get through having a sick child.

Physical abuse, as well as being a result of a deliberate act, can also be caused through omission or the failure to act to protect.

5.3
Emotional Abuse

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 making a child feel or believe that they are worthless or uninvolved, inadequate or valued only insofar as they meet the needs of another person.

It may feature age or developmentally inappropriate expectations being imposed on children. It may also involve causing children to frequently feel frightened or in danger, or the exploitation or corruption of a child.

Some levels of emotional abuse is involved in all types of ill treatment of a child, though it may occur alone. 

5.4
Sexual Abuse

Sexual abuse involves forcing or enticing a child or young person to take part in sexual activities, whether or not the child is aware of, or consents to, what is happening. The activities may involve physical contact, including penetrative acts such as rape, buggery or oral sex or non-penetrative acts such as fondling.

Sexual abuse may also include non-contact activities, such as involving children in looking at, or in the production of, pornographic material or watching sexual activities, or encouraging children to behave in sexual inappropriate ways.

Boys and Girls can be sexually abused by males and/or females, by adults and by other young people. This includes people from all different walks of life.

5.4
Neglect

Neglect is the persistent failure to meet a child’s basic and/or physiological needs, likely to result in the serious impairment of the child’s health or development. It may involve a parent or a carer failing to provide adequate food, shelter and clothing, leaving a young child home alone or the failure to ensure that a child gets the appropriate medical care or treatment. It may also include neglect of, or unresponsiveness to, a child’s basic emotional needs.

It is accepted that in all forms of abuse there are elements of emotional abuse, and that some children are subjected to more than one form of abuse at any one time. These four definitions do not minimise other forms of maltreatment.

Recent inter-agency guidance draws attention to other sources of stress for children and families, such as social exclusion, domestic violence, the mental illness of a parent or a carer, or drug or alcohol misuse. All of these areas may have a negative impact on a child’s health and development and may be noticed by an organisation caring for a child. If it is felt that any one of these areas adversely affects a child’s well being, the same procedure should be followed.
6.0
Child Welfare Procedures 

6.1
Recognising Child Abuse

Recognising child abuse is not easy, and it is not your responsibility to decide whether or not child abuse has taken place or a child is at significant risk. You do, however, have a responsibility to act if you have a concern.

The following information is not designed to turn you into an expert, but it will help you to be more alert to the signs of possible abuse.

6.2
Physical abuse

Most children will collect cuts and bruises in their daily life. These are likely to be in places where there are bony parts of the body, like elbows, knees and shins.

Some children, however, will have bruising which can almost only have been caused non-accidentally. An important indicator of physical abuse is where bruises or injuries are unexplained or the explanation does not fit the injury, or when it appears on parts of the body where accidental injuries are unlikely, e.g. on the cheeks or on the thighs. A delay in seeking medical treatment, when it is obviously necessary is also a cause for concern.

Bruising may be more or less noticeable on children with different skin tones or from different racial groups and specialist advice may need to be taken.

6.3
The Physical signs of abuse may include:

· Unexplained Bruising, marks or injuries on any part of the body

· Bruises which reflect hand marks or fingertips (from slapping or pinching)

· Cigarette Burns

· Bite Marks

· Broken Bones

· Scalds

6.4
Changes in behavior, which could also indicate physical abuse:

· Fear of parents being approached for an explanation

· Aggressive behavior or severe temper outbursts

· Flinching when approached or touched

· Reluctance to get changed, for example wearing long sleeves in hot weather

· Depression

· Withdrawn Behavior

· Running away from home

Examples of physical abuse in sport could include when the nature and intensity of training and competition exceeds the capacity of the child’s immature and growing body; where drugs are used to enhance performance or delay puberty.

6.5
Emotional Abuse

Emotional abuse can be difficult to measure, and often children who appear to be well cared for may be emotionally abused by being taunted, put down or belittled. The may receive little or no love, affection or attention for their parents or carers. Emotional abuse can also take the form of children not being allowed to play/mix with other children.

6.6
The physical signs of emotional abuse may include:

· A failure to thrive or grow, particularly if the child puts on weight in other circumstances, e.g. in hospital or away from the parents’ care

· Sudden speech disorders

· Developmental delay, either in terms of physical or emotional progress

6.7
Changes in behavior, which can also indicate emotional abuse, include:

· Neurotic behavior, e.g. hair twisting, rocking

· Being unable to play

· Fear of making mistakes

· Self harm

· Fear of parent being approached regarding their behavior

Examples of emotional abuse in sport could include constant criticism, name-calling, and sarcasm, bullying or unrealistic pressure to perform to high expectations consistently.

6.8
Sexual Abuse

Adults who use children to meet their own sexual needs abuse both boys and girls of all ages, including infants and toddlers.

Usually, in cases of sexual abuse it is the child’s behavior, which may cause you to become concerned, although physical signs can also be present. In all cases, children who talk about sexual abuse do so because they want it to stop. It is important therefore, that they are listened to and taken seriously.

6.9
The physical signs of sexual abuse may include:

· Pain or itching in the genital/anal areas

· Bruising or bleeding near genital/anal areas

· Sexually transmitted disease

· Vaginal discharge or infection

· Stomach pains

· Discomfort when walking or sitting down

· Pregnancy

6.10
Changes in behavior, which can also indicate sexual abuse, include:

· Sudden or unexpected changes in behavior, e.g. becoming aggressive or withdrawn

· Fear with being left with a specific person or group of people

· Having Nightmares

· Running away from home

· Sexual knowledge that is beyond their age or developmental level

· Sexual drawings or language

· Bedwetting

· Eating problems such as overeating or anorexia

· Self harm or mutilation, sometimes leading to suicide attempts

· Saying they have secrets they cannot tell anyone about

· Substance or drug abuse

· Suddenly having unexplained sources of money

· Not allowed to have friends (particularly in adolescence)

· Acting in a sexually explicit way towards adults

In sport, coaching techniques that involve physical contact with children could potentially create situations where sexual abuse may go unnoticed. The power of the coach over young performers, if misused, may also lead to abusive situations developing.

6.11
Neglect

Neglect can be a difficult form of abuse to recognise; yet have some of the most lasting and damaging effects on children.

6.12
The physical signs of neglect may include:

· Constant hunger, sometimes stealing food from other children

· Constantly dirty or ‘smelly’

· Loss of weight, or being constantly underweight

· Inappropriate dress for the conditions

6.13
Changes in behavior, which may also indicate neglect, may include:

· Complaining of being tired all the time

· Not requesting medical assistance and/or failing to attend appointments

· Having few friends

· Mentioning their being left alone or unsupervised
The above list is not meant to be definitive but as a guide to assist you. It is important to remember that many children and young people will exhibit some of these indicators at some time, and the presence of one or more should not be taken as proof that abuse is occurring.

There may well be other reasons for changes in behavior, such as death or the birth of a new baby in their family, relationship problems with their parents/carers, etc.

Neglect in sport could include a teacher or coach not ensuring that children are safe, exposing them to undue cold or heat or to unnecessary risk of injury.

7.0
Reporting and Responding to Poor Practice and Abuse

7.1
Responding to a child

If a child says or indicates that he or she is being abused, or information is obtained that gives concern that a child is being abused, the person receiving this information should:

· Take what the child says seriously

· React calmly so as not to frighten the child.

· Tell the child that he / she is not to blame and were right to tell

· Reassure the child but do not make promises of confidentiality, which might not be feasible in the light of subsequent developments.

· Keep questions to the absolute minimum to ensure a clear and accurate understanding of what has been said.

· Make a full record of what has been said, heard and/or seen as soon as possible.

· When reporting an incident/concern the External Body Incident form (EBI 1) must be completed and the Clubs Child Welfare Officer must be informed immediately. A Copy of the EBI 1 is contained within the appendix. 

· Ask the child if immediate protection is needed.

7.2
Responding to suspicions or allegations

· If anyone has concerns that abuse may have taken place, these should be directed to the Club Welfare Officer, who shall report it to the EH Child Welfare Officer who will report to Social Services, the Police or the NSPCC and provide further guidance.

· A full record of what has been said, heard and / or seen including dates and times should be completed and forwarded to the Club Welfare Officer.

· In urgent cases when the Club Welfare Officer is not available the EH Child Welfare Officer and/or local Social Services or the Police should be contacted.

· Social Services will always be happy to discuss, even hypothetically, any concerns a person may have about child protection matters and advise on whether it is necessary to make an official referral.

7.3
Allegation against a person working within Hockey: 

· It is important that anyone dealing with children should be aware that not all child abuse occurs within the extended family setting.

· It is essential that all responsible adults must be vigilant and aware that any inappropriate actions may lead to putting themselves at risk.

· All responsible adults should be aware that any allegations made against them will be taken seriously and will be investigated according to the steps outlined in the EH Child Welfare Pack. This pack can be obtained at the Hockey England web site http://www.englandhockey.co.uk

· An individual against whom allegations / suspicions have been raised will be treated fairly and with respect, and is presumed to be innocent until judged to be otherwise.

· All allegations, suspicion, comment or complaint will be treated in the utmost confidence – this applies equally to the child, the person making the allegation or the person against whom the allegation is made.

· Should any club / county or regional association be informed that an allegation of abuse has been made against an adult within their organisation the EH Child Welfare Officer must be notified immediately.

· Should any person find themselves accused of any form of abuse they should contact the EH Child Welfare Officer for advice.

Should any person involved with hockey suspect that a colleague is abusing a child this should be reported immediately to the Child Welfare Officer of the Club and Social Services, the Police or the NSPCC.

8.0
USE OF PHOTOGRAPHIC & FILMING EQUIPMENT
There is evidence that some people have used sporting events as an opportunity to take inappropriate photographs or film footage of young and disabled sports people in vulnerable positions. It is advisable that all staff be vigilant with any concerns to be reported to an official or responsible person at an event. 

8.1
Professional photographers/filming/video operators

· If you are commissioning professional photographers or inviting the press to an activity or event, it is important to ensure they are clear about your expectations of them in relation to child protection.

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

· Register an issue them with (Official Photographer) identification, which must be worn at all times.

· Inform participants and parents that a photographer will be in attendance at an event and ensure they consent to both taking and publication of films or photographs (sample consent form contained within the appendix)

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

· Do not approve photo sessions outside the Event or at a participant’s home.

8.2
Amateur photographers/filming/video operators

· There are many legitimate reasons for taking photos or film footage including photographs for publicity purposes, team pictures ect

· There is no intention to prevent coaches and team captains using photos or video as a legitimate coaching aid. However, participants and their parents should be aware that this is part of the coaching programme and care should be taken in the storing of such films. Coaches and Team Captains wishing to do so at events must be registered & issued with (Amateur Photographer) identification, which must be worn at all times.

· Parents etc. wishing to take photo’s/video for private use must also be issued with (Amateur Photographer) identification, which must be worn at all times.

8.3
Accreditation procedure: 

A system should be adopted whereby a record should be made of the individual’s name and address and reason for taking photos/video. Professionals should register prior to the event and their identification details should be checked with the issuing authority prior to the event. On registering, promoters of events should issue an identification label on the day, which can serve to highlight those who have accreditation but must ensure that where regular events occur, the identifying label is changed to prevent unofficial replication.

8.4
Public information

The specific details concerning photographic/video and filming equipment should, where possible, be published prominently in event programmes and must be announced over the public address system prior to the start of the event.

8.5
The sample recommended wording is:

In line with the recommendation in the LWHC’s Child Protection Policy, the promoters of this event request that any person wishing to engage in any video, zoom or close range photography should register their details with the club committee at the spectator entry desk before carrying out any such photography. The promoter reserves the right of entry to this event and reserves the right to decline entry to any person unable to meet or abide by the promoter’s conditions.

8.6
If you have concerns

If you are concerned about any photography taking place at an event, contact the promoter, event organiser or the CWO and discuss it with them. If appropriate the person about whom there are concerns should be asked to leave and the facility managers should be informed.

9.0
RECRUITMENT, EMPLOYMENT AND DEPLOYMENT OF

STAFF AND VOLUNTEERS

9.1
Introduction

All reasonable steps must be taken to ensure unsuitable people are prevented from working with children and disabled adults. The same procedures should be adopted whether staff are paid or unpaid, full or part-time.

9.2
Pre-recruitment Checks

The following pre-recruitment checks should always be carried out:

· 9.2.1
Advertising

If any form of advertising is used to recruit staff, it should reflect the:

· Aims of the Organisation and where appropriate, the particular programme involved

· Responsibilities of the role

· Level of experience or qualifications required (eg experience of working with children is an advantage)
· The Organisation’s open and positive stance on child protection.
· 9.2.2
Pre-Application Information

Pre-application information sent to interested or potential applicants should contain:

· A job description including roles and responsibilities

· A person specification (eg stating qualifications or experience required)

· An application form.
· 9.2.3
Applications

All applicants whether for paid or voluntary, full or part-time positions should complete an application and self-declaration form, which should elicit the following information:

· Name, address and National Insurance Number (to confirm identity and right to work).

· Relevant experience, qualifications and training undertaken.

· All individuals running a training session must have the relevant governing body qualifications when coaching Club Members
· Listing of past career or involvement in sport (to confirm experience and identify any gaps).

· Any criminal record.

· Whether the applicants are known to any social services department as being an actual or potential risk to children or young people, a self-disclosure question to establish whether they have ever had action taken against them in relation to child abuse, sexual offences or violence.

· The names of at least two people (not relatives) willing to provide written references that comment on the applicant’s previous experience of, and suitability for, working with children and young people (previous employer).

· Any former involvement with the sport.

· The applicant’s consent to criminal record checks being undertaken if necessary.

· The applicant’s consent to abide by the Organisation’s Code of Ethics and Conduct appropriate to the position sought (eg coach, official etc).
The forms should also state that failure to disclose information or subsequent failure to conform to the Code of Ethics and Conduct will result in disciplinary action and possible exclusion from the Organisation. 

9.3
Checks and References

· Where necessary and appropriate a CRB check should be carried out.

· A minimum of two written references should be taken up and at least one should be associated with former work with children/young people. If an applicant has no experience of working with children, training is strongly recommended. Written references should always be followed up and confirmed by telephone. 

· A self-disclosure form should be adopted as part of the Organisation’s Coaches/Helpers

· Register (registers need to be extended to all those with substantial access to children).

9.4
Interview and Induction

· It may or may not be appropriate to conduct a formal interview. If it is, it should be carried out according to acceptable standards
· All staff, paid or voluntary, will undergo a formal or informal induction in which:

· Their qualifications as a coach/official are substantiated

· They complete a profile to identify training needs/aspirations

· They sign up to the Organisation’s Code of Ethics and Conduct

· The expectations, roles and responsibilities of the job are clarified (eg through a formal or informal work programme or goal-setting exercise)

· Child protection procedures are explained and training needs established.

9.5
Training

· Checks are only part of the process to protect children from possible abuse. Appropriate training will enable individuals to recognise their responsibilities with regard to their own good practice and the reporting of suspected poor practice/concerns of possible abuse.

· It is recommended that all staff working with children must be up to date, or receive training in the following areas:

· Child protection awareness (eg scUK workshop on Good Practice and Child Protection / NSPCC Educare Programme).

· First aid (eg scUK/BRC Emergency First Aid for Sport, St John or St Andrew’s Ambulance First Aid qualifications).

· How to work effectively with children (eg scUK workshops on Working with Children, Coaching Children and Young People, Responsible Sports Coach)

· Child-centred coaching styles (eg scUK workshop Coaching Methods and Communication).

9.6
Monitoring and Appraisal

At regular intervals (or following a programme), all staff or volunteers should be given the opportunity to receive formal (eg through an appraisal) or informal feedback, to identify training needs and set new goals. Managers should be sensitive to any concerns about poor practice or abuse and act on them at an early stage. They should also offer appropriate support to those who report concerns/complaints.

10.0
ALL PLANNED TRIPS

(Including training, matches home and away, day camps and any other day trip away)

10.1
BEFORE THE TRIP

· The organisers of trips should plan and prepare a detailed programme of activities for the children who are involved in the session.

· Organisers should obtain, in writing, parental consent to children joining a trip, this should include completed medical and dietary consent forms.

· Parents/Guardians should be given full information about a trip, including details of the programme of events, the activities in which the children will be engaged and the supervision ratios.

· All information about parents/guardians is collected prior to the trip including telephone numbers where parent/guardians can be contacted at any time during the trip.

· A responsible adult should be nominated and parents/guardians made aware of this person and their contact details.

· Check the facilities and surroundings being used are safe and well maintained and are large enough to accommodate the number of players in attendance.

· If required, the floodlighting is adequate.

· There are adequate changing and showering facilities.

· Be aware of the Standard Operating Procedure of the centre being used, including emergency facilities / telephone.

· All children are adequately protected from the effects of the weather.

· All children take appropriate kit (including goalkeepers) for the activity in which they are involved in accordance with the England Hockey Health & Safety Policy.

· Leaders in charge must be satisfied that those workers and adults who accompany group parties are fully competent to do so. Only qualified, experienced coaches should be used, and they should have adequate civil & third party liability insurance cover.

10.2
DURING THE TRIP

· All children should have adequate breaks for the length of the day and the intensity of the practices/games.

· Children should not be put in physical danger through inappropriate grouping.

· Adults take care when participating in games with children.

· Children do not play more than is desirable for their age and/or ability.

· All children are made aware of the importance of proper procedures for the intake of liquid and food for the activity in which they are engaged.

· Contact/medical information should be available for any minor involved in an adult team. 
· All children should be adequately supervised and engaged in suitable activities at all times.

· In circumstances when planned activities are disrupted, e.g. due to weather conditions, then organisers should have a number of alternative activities planned.

· Children must be supervised at all times, preferably by two or more adults

· Children must not be left unsupervised at any venue whether it be indoors or out

· Do not conduct meetings with children while they are changing

· Do not be alone in a changing room with children while they are changing or showering

· Do not deal with children’s injuries without having a first aid certificate and another adult present

· Do not ask children to perform in training sessions or games whilst injured if by doing so they make the injury worse. Coaches should advise players to seek appropriate medical help or advice concerning injuries.

· Do not expose children to excessive extremes of weather during any session

· Do not be alone with individual children in any situation particularly at the end of the sessions or in the dark

· Do not offer to take children home or allow others to take them home without the specific permission of the parents/guardian.

· Do not supply or encourage under-age children to purchase/consume alcohol or banned substances of any sort or supply or encourage pornographic material. This is especially relevant to adult tours by clubs/organisations.
10.3
Residential Trips (in addition to all the above)

· All residential facilities are adequate for the age and number of children

· Children and supervising adults sleep in separate rooms.

· Children are encouraged to display high standards of behaviour, individually and as a group, recognising that their behaviour sets an example for the group.

· Do not shower with children under any circumstances.

· Do not visit children’s rooms unnecessarily and never alone.

· Do not conduct individual meetings with children in their rooms
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JOB DESCRIPTION FOR A CLUB WELFARE OFFICER

CLUB WELFARE OFFICER

It is the responsibility of all Clubs providing hockey for children and young people under 18 years of age to have a nominated Club Welfare Officer. This guide is to help Clubs nominate a suitable person as well as providing a list of roles and responsibilities.

EXPERIENCE & KNOWLEDGE

The Club Welfare Officer is expected to have knowledge of the following: -

1. Knowledge of the England Hockey Child Welfare Policy & Procedures

2. Knowledge of core legislation, government guidance and national framework for child protection.

3. Basic knowledge of roles and responsibilities of local statutory agencies (social services, police and Area Child Protection Committees). The CWO should have full contact details for their local agencies.

4. Own club’s role and responsibilities to safeguard the welfare of children and young people boundaries of the club welfare officer role.

5. Own club’s policy and procedures related to safeguarding children and young people.

6. Awareness of equalities issues and child protection.

SKILLS
1. Basic administration

2. Basic advice and support provision

3. Child focused approach

4. Communication

5. Maintain records

6. Ability to provide information about local resources

7. Ability to promote LWHC’s policy, procedures and resources

ROLES
1. Assist the club to fulfill its responsibilities to safeguard children and young people.

2. Assist the club to implement its child welfare implementation plan.

3. To be the first point of contact for staff, volunteers, parents and children/young people where concerns about children’s welfare, poor practice or child abuse are identified.

4. Be the first point of contact with the England Hockey Child Welfare Officer.

5. Implement the club’s reporting and recording procedures.

6. Maintain contact details for local social services, police and the Area Child Protection

Committee.

7. Promote the club’s best practice guidance/code of conduct within the club.

8. Sit on the club’s management committee

9. Ensure adherence to the club’s child welfare training. 

10. Ensure confidentiality is maintained.

11. Promote anti-discriminatory practice.

Parental/Guardian Consent Form*1
Leicester Westleigh Hockey Club promotes equal opportunities for all our members and, as such, insists that all individuals associated with the club follow The Club Rules and Code of Conduct.

This document form part of  our Child Welfare policy in keeping with The Children Act 1989.  The Club will ensure that all information contained within this consent form is treated in the strictest confidence.

	Name of Junior Member
	
	Date of Birth
	


Basic details of The Club

	Activity
	League/Friendly fixtures/tournements and training sessions

	Venue
	Various venues as per club fixture list (as per club handbook)*2 . The Club may enter into events after the hadbook has being printed.

	Dates
	Varied throughout the year

	Person in Charge
	Club Coaches and team Captains as per handbook*2


	Medical Details
	

	Name and address of his/her doctor

(Block Capitals)


	

	Telephone No. of Doctor
	

	Please give details of any medication, diet or treatment that is being taken or followed.
	

	Details of known allergies or sensitivities
	

	He/She being immunised against tetanus within the last five years.
	Yes/No (Please delete as appropriate)


I, the undersigned, give my permission for the above named member to participate in all hockey related activities.

I understand that,

· There may be times when the above named member will be unsupervised.
· There may be ocasions when there is only one senior member of the Club in the car whilst traveling between the pick point and the away teams facility, The team will normally travel in convoy.

Furthermore, I authorise Leicester Westleigh Club Coaches and team Captains (as per handbook*2) to sign on my behalf, any written form of consent required by medical authorities, if the delay required to obtain my own signature is considered unnecessary or inadvisable by the doctor or surgeon concerned. Where necessary I authorise the Club Coaches or Team Captains to administer prescribed or non-prescribed medication. 

	Name and Address of Parent or Guardian.

(Block capitals)


	

	Telephone No.
	Daytime
	Evening
	Mobile

	Signed
	
	Date


*1.
Junior membership forms are for members aged 18 or younger on the date of completion and must be filled in and signed by the parent or guardian.

*2.
All members receive a Club handbook. Details on all aspects of Leicester Westleigh can also be found on our official website (www.westleigh.org)

Leicester Westleigh Hockey Club recognise the importance of effectively implementing a comprehensive child welfare policy.  This consent form is part of the Club’s child welfare policy which may be viewed in it’s entirety on our website (www.westleigh.org).  A hardcopy of the policy may be obtained from our Child Welfare Officer or from your son’s/daughter’s team Captain.

	SAFETY IN HOCKEY – INCIDENT REPORT FORM IRF 1


	Please ensure that this form is completely legible and is signed and dated.



	1. Name and location of facility
	

	2. Full name of coach supervising the session
	

	3. Full name of the injured person
	

	4. Full address of the injured person
	

	5. Age of the injured person
	

	6. Date of accident 
	Time of accident

	7. Nature of injury, including location on body

	8. Nature of any injuries/after-effects which developed later

	9. FULL details of the accident including; - how it happened; what activity was being performed; where it happened (if off pitch);



	10. Witness name(s) and address(es)

	11. Action taken:

	Police called: Yes / No 
	Ambulance called: Yes / No

	Facility manager informed: Yes / No 
	Facility accident book completed Yes / No

	Parent informed Yes / No
	

	12. Details of first aid given

	13. Other actions?

	Section to be completed by supervising coach/leader

	I confirm that the above details are correct and accurate to the best of my knowledge

	Print name:

	Signature: Date:


	EXTERNAL BODY INCIDENT REPORT FORM EBI 1

	Your Organisation’s name:
	

	Your name:
	

	Your position:
	

	Are you reporting your concerns or passing on those of somebody else? (Give details)



	Brief description of what has prompted these concerns: include dates, times etc. of any specific incidents.



	What are the names, age, date of birth, parents/carers names and home address of the child/children involved?



	Have you spoken to the child/children and/or parent/carer of the child/children involved?



	If so, what was said?



	Has anybody been alleged to be the abuser? If so, give details


	How does the alleged abuser know the child?
	

	Their Name:
	

	Their Position:
	


	PHOTOGRAPH/FILM FOOTAGE CONSENT FORM

Dear Parent/Guardian & Young Person,

The Committee of Leicester Westleigh Hockey Club has informed me that there will be the opportunity for participants to be photographed/videoed for coaching/Publicity purposes.

Photos/Video will be used for the following purposes only: 

_______________________________________________________________________________

All filming and still shot photography will be captured and used in accordance with the Clubs Child Welfare Guide (most notably, no personal identification will be labeled to any photo’s or film unless the photo is a Team/Squad portraite).

It is a requirement of the LWHC’s Child Protection Policy that the consent of both parents/guardians

AND the young person is obtained prior to taking photos or filming. If you are happy to give such consent please complete the form below.



	Name of Event –



	It is intended to take photographs at the above event. Please sign the appropriate sections and return to:



	Section One: To be completed by the person to be photographed or filmed:



	Name (please print): 



	Contact number / Address: 



	Please sign this statement



	I hereby grant _________________ the absolute right to use the images resulting from this photo / film shoot. This includes any reproductions or adaptations of the images for all general publicity purposes.



	Signature:                                         Date: ____/___/______



	Section Two: To be completed by a parent / guardian of person to be photographed



	Name (please print): 

	Address: 



	Please sign this statement



	I hereby grant _______________ the absolute right to use the images resulting from photography at the event mentioned above. This includes any reproductions or adaptations of the images for all general publicity purposes.

	Signature: _________________________________ Date: ____/___/______
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