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Code of Ethics 

for

Hockey for Young People 

at
North Down Hockey Club

The guidelines in this document are based on those outlined in the following documents:
Code of Ethics and Good Practice for Children’s Sport - Irish Sports Council and Sports Council Northern Ireland 2000, updated 2006.(now SportNI)
Code of Ethics for Hockey for Young People - Irish Hockey Association
Children (NI )Order 1995  and Co-operating to Safeguard Children 2003
This Code of Ethics updated in January 2018
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Glossary

Child 

A child or young person is any person under the age of 18 as defined by the Children’s (NI) Order 1995.
Children’s Officer
The individual who, in North Down Hockey Club with the title of Youth Development Officer, acts as a resource for children and who represents them at General Committee level. They have a supervisory role in relation to young hockey participants and the responsibility for the maintenance of this Code of Ethics at North Down Hockey Club and co-ordination when necessary with Ulster Hockey and the Irish Hockey Association (IHA).
Club

Usage of the word ‘Club’ references North Down Hockey Club.
Designated Person

The individual responsible for reporting abuse to the Statutory Authorities.
General Committee

The management committee of North Down Hockey Club.
ISC

Irish Sports Council.

Parent

Parent shall mean parent, guardian or carer.

SportNI

Previously Sports Council for Northern Ireland (SCNI).
Statutory Authorities

Refers to those who have statutory responsibility for the welfare and protection of young people in Ireland, namely PSNI and Social Services NI.
The Code

The Code of Ethics for Hockey for Young People – this document, which is based on guidelines from the ISC and SportNI and those listed at the front of this document.

Volunteers
All adults involved in children’s sport. Typical volunteer roles in North Down Hockey Club are: Club officers, youth administrators, coaches, trainers, managers, umpires, selectors, Children’s Officer, Designated Person and other Club members with substantial access to children.
Core Principles and Values in Sport for Young People

Youth hockey is based on the following principles that will guide the development of young people within hockey.  These are outlined on page 9 of Code of Ethics and Good Practice for Children's Sport. 
Needs of the child
All children’s sport experiences should be guided by what is best for children. This means that adults should have a basic understanding of the emotional, physical and personal needs of young people. The stages of development and ability should guide the types of activity provided within North Down Hockey Club. The first priority is the safety of children and enjoyment of hockey.

Integrity in relationships
Adults interacting with young people in sport should do so with integrity and respect for the child.  There is a danger that sporting contexts can be used to exploit or undermine children.  All adult actions in sport should be guided by what is best for the child and in the context of quality, open working relationships.  Verbal, physical, emotional or sexual abuse of any kind is unacceptable within sport.

Quality atmosphere and ethos
Sport for young people should be conducted in a safe, positive and encouraging atmosphere.  A child-centred ethos will help to ensure that competition and specialisation are kept in their appropriate place.  

Equality
All children should be treated in an equitable and fair manner regardless of age, ability, sex, religion, social and ethnic background or political persuasion.  Children with disability should be involved in sports activities in an integrated way, thus allowing them to participate to their potential alongside other children.

Fair Play:
Fair play is the guiding principle of the ISC and SCNI’s Code of Ethics and Good Practice for Children's Sport.

All children’s sport should be conducted in an atmosphere of fair play.  Ireland has contributed and is committed to the European Code of Sports Ethics, which defines fair play as: “much more than playing within the rules”.  It incorporates the concepts of friendship, respect for others and always playing with the right spirit.  Fair play is defined as a way of thinking, not just behaving.  It incorporates issues concerned with the elimination of opportunities, excessive commercialisation and corruption.

(European Sports Charter and Code of Ethics, Council of Europe, 1993).

Competition

Too often competitive demands are placed on children too early and results in excessive levels of pressure on them and as a consequence, high levels of drop out from sport. A balanced approach to competition can make a significant contribution to the development of young people, while at the same time providing fun, enjoyment and satisfaction. Volunteers should aim to put the welfare of the child first and competitive standards second. A child-centred approach will help to ensure that competition and specialisation are kept in their appropriate place.
 North Down Hockey Club Policy Statement
North Down Hockey Club is fully committed to safeguarding the well being of its participants.  Every individual in North Down Hockey Club should at all times, show respect and understanding for participants’ rights, safety and welfare and conduct themselves in a way that reflects the principles of the organisation and the guidelines contained in the Code of Ethics and Good Practice for Children’s Sport.
In working with young people at North Down Hockey Club, our first priority is the welfare of young people and we are committed to providing an environment that will allow participants to perform to the best of their ability, free from abuse, neglect, bullying and intimidation.

North Down Hockey Club has appointed a Youth Development Officer to fulfil the generic role of a Children’s Officer. The Children’s Officer manages all activities and issues in relation to young people at Club level. The IHA has also appointed an all-Ireland Children’s Officer to manage all issues at all-Ireland and regional level. From time to time it may be necessary for the all-Ireland Children’s Officer to liaise with club Children’s Officers and vice-versa.

North Down Hockey Club has also appointed a Designated Person who is responsible for reporting any concerns about the protection of children to the statutory authorities.

This Code of Ethics is divided into three main sections:

· Statements accepted by North Down Hockey Club which reflect best practice regarding the safeguarding of children in sport.

· Codes of Conduct for young people, parents, volunteers and members in North Down Hockey Club.

· Policies put in place in North Down Hockey Club to ensure that the safeguarding of children is maintained to the highest possible standard.
STATEMENTS ON THE SAFEGUARDING OF YOUNG PEOPLE IN SPORT

Equality Statement

North Down Hockey Club is committed to ensuring that equity is incorporated across all aspects of its development. In doing so it acknowledges and adopts the following Sport Northern Ireland definition of sports equity:

“Sports equity is about fairness in sport, equality of access, recognition of inequalities and taking steps to address them. It is about changing the culture and structure of sport to ensure that it becomes equally accessible to everyone in society.”

· The Club respects the rights, dignity and worth of every person and will treat everyone equally within the context of their sport, regardless of age, ability, gender, race, ethnicity, religious belief, sexuality or social and economic status.

· The Club is committed to everyone having the right to enjoy their sport in an environment free from threat of intimidation, harassment and abuse.

· All Club members have a responsibility to oppose discriminatory behaviour and promote equality of opportunity.

· The Club will deal with any incidence of discriminatory behaviour seriously, according to Club disciplinary procedures.

To address the vulnerability of children with a disability, coaches will seek guidance on working with children with a disability from external agencies, parents and the children themselves.

Codes of Conduct
North Down Hockey Club has a separate Code of Conduct for young people, parents and volunteers to make them aware of what behaviour is expected and what is unacceptable.  It also makes all involved aware of what sanctions will be applied for non compliance with the relevant Code.  A relevant written Code of Conduct is made available to everyone associated with North Down Hockey Club and it will be applied consistently. 
This club also has a Code of Conduct for all members.
Young People
North Down Hockey Club wants to provide the best possible environment for all young people involved in the sport.  Young people deserve to be given enjoyable, safe sporting opportunities, free of abuse of any kind. These participants have rights, which must be respected, and responsibilities that they must accept. Young people should be encouraged to realise that they have responsibilities to treat other participants and volunteers with fairness and respect.

Guidelines for Parents

North Down Hockey Club believes that parents should:

· Be role models for your child and maintain the highest standards of conduct when interacting with young people, other parents, officials and organisers.
· Always behave responsibly and do not seek to unfairly affect the outcome of a game.
· Never intentionally expose any young participant to embarrassment or disparagement by the use of flippant or sarcastic remarks.
· Always recognise the value and importance of the officials and volunteers who provide sporting and recreational opportunities for your child. Do not publicly question their judgment or honesty.  Respect Children’s Officers, Designated Persons, coaches, umpires, youth organisers, managers and other players. 

· Encourage your child to play by the rules. Teach your child that honest endeavour is as important as winning and do all you can to encourage good sportsmanship.

· Set a good example by applauding good play on both sides. Encourage mutual respect for teammates and opponents.

· Take an interest in your child’s sport and support the child’s participation in their chosen activity. 

Volunteers

North Down Hockey Club recognises the key role volunteers play in the lives of young people in sport.   Volunteers in North Down Hockey Club should strive to create a positive environment for the children in their care.  They have an overall responsibility to take the necessary steps to ensure that positive and healthy experiences are provided. All volunteers should have as their first priority the children’s safety and enjoyment of hockey and should adhere to the guidelines and regulations set out in this Code of Ethics.

Guidelines for Volunteers

Volunteers should:
· respect the rights, dignity and worth of every child and treat everyone equally, regardless of gender, disability, ethnic origin, religion, etc.

·  Be suitable and have the necessary qualifications.   Volunteers will be expected to go through appropriate recruitment and selection procedures whether paid or unpaid. References will be required and will be followed up.
· Comply with a ‘sign-up’ procedure, whereby the appointed or reappointed volunteers agree to abide by the Code of Ethics and Good Practice for Children in Sport and by the policies and codes of conduct of North Down Hockey Club. 
· Know and understand the child protection policies and procedures in North Down Hockey Club.
· Act as role models and promote the positive aspects of hockey and maintain the highest standards of personal conduct. 
· Develop an appropriate relationship with young people based on mutual trust and respect. Remember that behaviour to players, other officials, and opponents will have an effect on the players in their care. 
· Report any concerns they have to the Designated Person in North Down Hockey Club.

As a role model they:

· Will be required to display high standards of language, manner, punctuality, preparation and presentation. 
· Ensure that players in their care respect the rules of the game.  Insist on fair play and ensure that players are aware that cheating or bullying behaviour will not be tolerated.
· Encourage the development of respect for opponents, officials, selectors and other volunteers and avoid criticism of fellow trainers and coaches. Do not criticise other volunteers. 
· Must actively discourage the use of drugs, alcohol and tobacco as being incompatible with a healthy approach to sporting activity. 
· Must avoid the use of alcohol and banned substances, before coaching and training, during events, while supervising trips with young players.  

Protection for volunteers and young people

· Volunteers are responsible for setting and monitoring the boundaries between a working relationship and friendship with players.  It is advisable for volunteers not to involve young players in their personal life eg visits to volunteer’s home or overnight stays.  It is important to realise that certain situations or friendly actions could be misinterpreted by the participant or by outsiders.
· Avoid working alone and ensure that there is adequate supervision for all activities.
· Where possible work in an open environment and ensure that physical contact is appropriate and has the permission or understanding of the young person.
· Care must be taken not to expose a child intentionally or unintentionally to embarrassment or disparagement by use of sarcastic or flippant remarks about the child or his/her family.
· Physical punishment or physical force must never be used.  Never punish a mistake - by verbal means, physical means, or exclusion.

A positive environment
· Be generous with praise and never ridicule or shout at players for making mistakes or for losing a game.  All young players are entitled to respect.
· Be careful to avoid the “star system”.  Each child deserves equal time and attention.
· Remember that young players play for fun and enjoyment and that skill development and personal satisfaction have priority over highly structured competition.  Never make winning the only objective.
· Set realistic goals and appropriate challenges for the participants and do not push young players. Create a safe and enjoyable environment.
· When taking on a new player, ensure that the relationship with the previous club or coach has been ended in a professional manner.
· When young players are invited into adult groups or squads, it is advisable to get agreement from a parent.   Boundaries of behaviour in adult groups are normally different from the boundaries that apply to junior groups or squads.

· Volunteers who become aware of a conflict between their obligation to their players and their obligation to North Down Hockey Club must make explicit the nature of the conflict and the loyalties and responsibilities involved to all parties concerned.
· Volunteers should communicate and co-operate with medical and ancillary practitioners in the diagnosis, treatment and management of their players’ medical or related problems. Avoid giving advice of a personal or medical nature if not qualified to do so.  Any information of a personal or medical nature must be kept strictly confidential unless the welfare of the child requires the passing on of this information. Any referral to medical and ancillary practitioners requires parental consent.
· The nature of the relationship between volunteer and a participant can often mean that a volunteer will hear confidential information about a player or player’s family.  This information must be regarded as confidential and must not be divulged to a third party without the express permission of the young person or family except where abuse or neglect is suspected.

Child Welfare and Protection Procedures

North Down Hockey Club accepts that organisations, which include young people among its members, are vulnerable to the occurrence of child abuse and neglect. Below are the procedures for dealing with any welfare or protection issue that may arise.  Child welfare and the protection of young people is the concern of all adults at all times irrespective of their role within North Down Hockey Club.

Definitions of the four categories of abuse
Neglect   An omission where a child suffers significant harm or impairment of development by being deprived of any of food, clothing, warmth, hygiene, intellectual stimulation, supervision and safety, attachment to and affection from adults or medical care.
Emotional abuse  This occurs when a child’s need for affection, approval, consistency and security are not met and is normally found in the relationship between a care-giver and a child rather than a specific event or pattern of events.
Physical abuse  Any form of non-accidental injury or injury which results from wilful or neglectful failure to protect a child.
Sexual abuse  This occurs when a child is used by another person for his or her gratification or sexual arousal or for that of others. 
Grounds for concern about the safety or welfare of a young person should be reacted to.  Persons unsure about whether or not certain behaviours are abusive, and therefore reportable, should contact the Club Designated Person unless the concern is about that individual. In that case they must contact the Ulster Hockey or IHA Designated Person. If they are not happy with the response, they should contact a duty social worker directly. 
Grounds for concern include:

· a specific indication of physical, emotional, sexual abuse or neglect from a child.
· a statement from a person who witnessed abuse, neglect, an illness or injury.
· behaviour consistent with abuse.

A report may be made by any member of North Down Hockey Club but should be passed on to the Designated Person who may in turn have to pass the concern to the local statutory authorities. It is not the responsibility of any member of North Down Hockey Club to decide whether or not child abuse is taking place, that is the responsibility of local statutory authorities. However, there is a Club responsibility to protect children by assisting the appropriate agencies so that they may make enquiries and take any necessary action to protect the young person.
Supervision

· Make sure there is an adequate adult: child ratio. This will depend on the nature of the activity, the age of the participants and any special needs of the group. As a guide a ratio of 1:10 for under 12 years of age and 1:12 for participants over 12 years of age. This is only a guide and will change depending on the circumstances, e.g. players with special needs or away trips. 
· There should be a minimum of 2 adults per group at any time.
· Where there are mixed groups, there should be volunteers of both genders.

· Avoid being alone with one participant.  If you need to talk separately, do so in an open environment in view of others.
· Volunteers should not have to enter the changing rooms unless children are very young or need special assistance in which case supervision should be by pairs of appropriate gender.

· Clearly state the start and end times of training sessions or competitions.  Volunteers should remain in pairs until all participants have been collected.

· Keep a record of attendance and any incidents or injuries which may arise.

· Facilitate parents who wish to stay and assist with sessions. If they are agreeable to assist in this way they should sign up to the Code of Conduct and agree to the checking services available in the respective jurisdictions.
Bullying

Bullying can occur between an adult and a young person and by a young person to a young person. In either case it is not acceptable within North Down Hockey Club. The competitive nature of hockey can create an environment that provides opportunities for bullying. The bully may be a parent who pushes too hard, a coach who adopts a win-at-all costs philosophy, a young player who intimidates another or an official who places unfair pressure on a person.

Bullying can only survive in an environment where the victim does not feel empowered to tell someone who can help or in which it is not safe to do so. The damage inflicted by bullying can frequently be underestimated. It can cause considerable distress to young people to the extent that it affects their health and development or, at the extreme, causes them significant harm. 
There are a number of signs which may indicate that a person is being bullied:
· Reluctance to come to a venue or take part in activities.
· Physical signs - unexplained bruises, scratches or damage to belongings.
· Stress-caused illness – headaches, and stomach aches which seem unexplained.
· Fearful behaviour - fear of walking to a Club activity, going different routes, asking to be driven.
· Frequent loss of, or shortage of, money with vague explanations.
· Having few friends or drop out of newer members.
· Changes in behaviour - withdrawn, stammering, moody, irritable, upset, distressed, not eating, reduced concentration, drop in performance.
· Anxiety shown by nail-biting, fearfulness, tics.
This list is not exhaustive and there are other possible reasons for many of the above. The presence of one or more of these indicators is not proof that bullying is actually taking place.
Implementation and availability of information

North Down Hockey Club has fully implemented the safeguarding policies and procedures which are set out in this Code of Ethics for Hockey for Young People at North Down Hockey Club.  Regular reviews of Club policies and procedures take place through meetings with coaches and volunteers and feedback from children and parents and are ratified by the General Committee.
It is important that there is a free flow of information between the Club and children and parents in terms of promotion of the Club and what it aims to achieve in relation to the child. North Down Hockey Club insists that a Youth Membership Form (Appendix 10) is completed annually for each under 18 year old member.
Parents should know what we do and how we do it and coaches will always be on hand during, or after, coaching sessions for consultation or advice.

Parents will receive appropriate communications relating to further information or specifics in respect of an event.  This will normally be by flyers, letters, telephone or by the Club website or dedicated North Down Youth Facebook page.
Health and Safety Guidelines
North Down Hockey Club is committed to ensure the safety of all members by completing a risk assessment (Appendix 13) for activities and endeavouring to provide first aid treatment for injury, accidents and cases of ill health during coaching sessions, games or at competitions. 
First Aid Arrangements
North Down Hockey Club will endeavour to provide first aid treatment for injury, accidents and cases of ill health during coaching sessions or during games. This will comprise suitably trained First Aid personnel, appropriate equipment and facilities.

· North Down Hockey Club will seek volunteers willing to train as qualified first aiders or appointed persons for each Club venue. Where this is not possible, other local arrangements will be identified and organised by Club. The recommended quota of first aid persons to the number of members on the premises is: 

Under 25 
= 1 x appointed person

25 – 49 

= 2 x appointed persons

50 – 99

= 1 x first aider and 1 x appointed person

Over 100
= A first aider at a ratio of 1-50

· Where only one first aider or appointed person is required, another must be made available to provide cover during holiday periods and unforeseen absences. 

· The names and contact details of the first aiders must be notified to all members at a Club venue. Details will be displayed at prominent locations.
· The role of the appointed person is to take charge of an emergency situation until trained assistance can be called. Where possible appointed persons should be given emergency first aid training which lasts approx. one day and briefly covers: 

(1) What to do in an emergency; 

(2) Cardio-pulmonary resuscitation;

(3) First aid for the unconscious casualty; and

(4) First Aid for the wounded or bleeding.

· First aiders must all be trained by an approved body such as St. John’s Ambulance Brigade or the British Red Cross. Copies of the certificates must be retained by the Club. 

· The certificates are valid for three years and arrangements must be made for first aiders to receive refresher training before the current certificate expires. 

· First aiders are not authorised to administer any forms of medication. Any members reporting to the first aider that they require such treatment must be referred to their own doctor. 

· The name of our First Aid person is: ...............................................................
· All first aid boxes must have a white cross on a green background. Similarly, the first aid facility/room should be easily identifiable by white lettering or a white cross on a green background. 

· The First Aid signs should be placed where they can be easily seen and easily identified.

· First aiders will have access to fully stocked first aid boxes. As a general guideline these may contain: 

· Guidance notes explaining first aid at work, such as First Aid at Work by the HSE.
· Pad and pencil to record the condition of the person requiring first aid.
· 20 individually wrapped sterile adhesive dressings of assorted sizes.
· Two sterile eye pads with attachments.
· Six individually wrapped triangular bandages.
· Six safety pins.
· Six medium sized, individually wrapped sterile un-medicated wound dressings.
· Two large individually wrapped sterile un-medicated wound dressings.
· Three extra large individually wrapped un-medicated wound dressings.
· Two pairs of disposable gloves.
· Surgical tape.
· Medical scissors.
· A basic face shield such as ‘Resuci Aid’.

· First aid boxes must not contain any medications such as pain killers, creams or eye ointments. Other items such as protective clothing or equipment can be used e.g. disposable gloves, vent-aids. 

· A list of the required contents, as above, and the name of the appointed person or first aider should be kept within the first aid kit. First aiders and appointed persons will be responsible for ensuring that the boxes are regularly checked and restocked if necessary. 

· Most facilities do not have a designated first aid room.  However, there should be a room available which could be converted for first aid purposes if required.

· Notices must be displayed within each building informing people of the means of summoning first aid assistance and of the location of the first aid box.

· For visitors to Club venues, the host will be responsible for calling for first aid assistance if required. If the visitor is to be unaccompanied, the host should ensure that they are familiar with the means of calling for assistance. 

· Members may be required to coach away from their club. Where this is the case those members should ideally be given emergency first aid training and carry a first aid kit in the car in the event of an emergency arising.
· Training and first aid kits should be made available by North Down Hockey Club.

· Some members carry their own medications such as inhalers for asthma or 'Epipens' which contain injectable adrenaline for the treatment of severe allergic anaphylactic reactions, for example to peanuts. These medications are prescribed by a doctor. If an individual needs to take their own prescribed medication, the first aider's role is limited to helping them do so and contacting the emergency services as appropriate.

· Medicines legislation restricts the administration of injectable medicines. Unless self administered, they may only be administered by or in accordance with the instructions of a doctor or nurse. However, in the case of an emergency need for adrenaline there is an exemption to this restriction which means that in an emergency a suitably trained non medical person is permitted to administer it by injection for the purpose of saving life. The use of an Epipen to treat anaphylactic shock falls into this category. Therefore, first aiders may administer an Epipen if they are dealing with a life threatening emergency in a casualty who has been prescribed and is in possession of an Epipen and where the first aider is trained to use it. 

Legislation

· Health and Safety (First Aid) Regulations (Northern Ireland) 1982. 
· Health and Safety at Work (Northern Ireland) Order 1978 (Amendment 1998)

Travelling with children
There are extra responsibilities taken on by volunteers when they travel with children to events.  
When travelling with young people they should:
· Ensure that there is adequate insurance cover. 
· Not carry more than the permitted number of passengers. 
· Ensure the use of safety belts.

· Avoid being alone with one participant.  Put single passengers in a back seat.  Drop off at central locations or seek parental permission to transport an individual participant on a regular basis.  Clearly state times of pick up and drop off.

CODES OF CONDUCT
Code of Conduct for Young People

Young players are entitled to:

· Be safe and to feel safe.
· Be listened to.
· Be believed.
· Have fun and enjoy hockey.
· Have a voice in relation to their activities within North Down Hockey Club.
· Be treated with dignity, sensitivity and respect.
· Participate on an equitable and fair manner, irrespective of ability, disability, gender, religion, social class, etc.
· Experience competition at a level at which they feel comfortable.
· Make complaints and have them dealt with.
· Get help against bullies.
· Say No.
· Protect their own bodies.
· Confidentiality.
Young players should always:

· Treat volunteers with respect.
· Look out for themselves and the welfare of others.
· Play fairly at all times and do their best.
· Be organised and on time.  Tell someone responsible if you are leaving a venue or competition.
· Respect team members even when things go wrong.
· Respect opponents and be gracious in victory and defeat.
· Abide by the rules set down by the team manager when travelling to away events representing either North Down, school, Province or country, etc.

· Behave in a manner that avoids bringing North Down Hockey Club in any way into disrepute.
· Talk to the Children’s Officer within the club if they have any problems.
Young players should never:

· Cheat. 
· Use violence or physical contact that is not allowed within the rules.
· Shout or argue with officials, team mates or opponents.
· Harm team members, opponents or their property.
· Bully or use bullying tactics to isolate another player or gain advantage.
· Take banned substances, alcohol, smoke or engage in sexual behaviour.
· Keep secrets, especially if they have caused or could cause harm.
· Tell lies.
· Spread rumours.
· Discriminate against other players on the basis of gender, disability, social class, religion. 
Any misdemeanours and general misbehaviour will be addressed by the immediate volunteer and reported to the Designated Person.  Persistent misbehaviour may result in dismissal from North Down Hockey Club. Parents will be informed at all stages.

Dismissals may be appealed by the parent with any final decision taken by the North Down Hockey Club General Committee or referred to the Ulster Hockey Union.
......................................................................................
Signature of Young Person

..............................................................................
Printed name of Young person

..............................................................................
Signature of Parent
...............................................................................
Printed name of Parent
.......................................
Date

Parental consent is defined by the children (NI) Order 1995 Article 6 (i)

· Natural mother always has parental responsibility.

· Natural father gains parental responsibility:

· If married to the mother at the time of birth or subsequently marries her.
· Through an agreement witnessed by solicitor or a Parental Responsibility Order or post 15 April 2002 if they jointly register the baby’s birth

Code of Conduct for Parents

Parents will:

· respect the rules and procedures of North Down Hockey Club.
· respect my child’s teammates and volunteers as well as players, parents and coaches from opposing teams. 

· encourage my child to treat other participants with respect.

· give encouragement and applaud only positive accomplishments whether from my child, his/her teammates, their opponents or the officials.

· respect my child’s volunteers and support their efforts.
· respect the officials and their authority during sessions and events within North Down and under the auspices of either Ulster Hockey or the IHA.

· never demonstrate threatening or abusive behaviour or use foul language.

I agree to abide by the rules and procedures of North Down Hockey Club and in particular the Guidelines and Code of Conduct for Parents.

...............................................................................
Signature of Parent
...............................................................................
Printed name of Parent
.........................................
Date

Code of Conduct for Volunteers
Volunteers should familiarise themselves with the Code of Ethics and Good Practice for Children’s Sport and in particular with the North Down Hockey Club Code of Ethics and follow the procedures if they suspect or receive complaints of abuse of any sort. Volunteers should read below and agree to abide by these terms:
Volunteers should: 
· Be positive during sessions and competitions, praise and encourage effort as well as results.
· Put the welfare of the young child first, strike a balance between this and winning.
· Encourage fair play and treat participants equally.
· Recognise developmental needs and ensure that activities are appropriate for the individual.
· Plan and prepare appropriately.
· Should attend a Child Protection Awareness course, hold up-to-date qualifications and be committed to the values and guidelines of ruling bodies.
· Involve parents where possible and inform parents if problems arise.
· Keep a record of attendance at training and competitions.
· Keep a brief record of any injury and action taken.
· If behavioural problems arise, keep a brief record of the problem, any action taken and outcomes.
· Report any concerns in accordance with this Code’s reporting procedures.
· Encourage children to respect one another and to expect respect for their worth as individuals regardless of their level of play.
· Be acutely aware of the power that a coach develops with players in the coaching relationships and avoid any sexual intimacy with children that could develop as a result.
· Actively discourage the use of performance enhancing drugs, alcohol, tobacco and any illegal substance.
· Encourage children and other coaches to develop and maintain integrity in their relationships with others.
Where possible volunteers should avoid:

· Spending excessive amounts of time with children away from others.
· Taking sessions alone.
· Taking children to their home.
· Taking children on journeys alone in their car.
Volunteers should not:

· Use any form of punishment or physical force on a child.
· Exert undue influence over a participant in order to obtain personal benefit or reward.
· Engage in rough physical games, sexually provocative games, allow or engage in inappropriate touching of any kind or make sexually suggestive comments about or to a child. This includes innuendo, flirting or inappropriate gestures and language. 
· Take measurements or engage in certain types of fitness testing without the presence of another adult and permission of parents.
· Undertake any form of therapy such as hypnosis in the training of children.
· Exploit any coaching relationship to further personal, political or business interests at the expense of the best interests of children.
· Communicate or form a “friendship” with children online with the intent of arranging to meet in the “real world”.
· Ask anyone to keep secrets of any kind.
I agree to abide by the rules and procedures of North Down Hockey Club and in particular the Guidelines and Code of Conduct for Volunteers.

...............................................................................
Signature of Volunteer
...............................................................................
Printed name of Volunteer
........................................
Date

Code of Conduct for Club members

Club members must not act in any way which may prejudice the interests of hockey or bring the game, the Ulster Hockey Union or the Irish Hockey Association into disrepute.  The Club is responsible and accountable for, and will actively regulate, the behaviour and conduct of “participants”, as defined below, before, during and after matches etc under the auspices of the Ulster Hockey Union or the Irish Hockey Association.  

Participants are required to abide by the relevant UHU, IHA rules and instructions, directives or guidelines and, where applicable, those of FIH, EHF.

The term “participants” includes:

(a)

players

(b)

team officials eg coaches, managers, etc

(c)

spectators

(d)

Club members

The following is regarded as conduct by participants which is improper, unfair and unacceptable:

(a)
verbal, physical abuse or hostility towards any other participant or person,

(b)
disputing, protesting, reacting in a provocative or disapproving manner towards any decision made by an umpire or official or otherwise acting in an inappropriate way,

(c)
using rude, abusive, racist, sectarian or sexist language or hand signals.

In addition, spectators must not:

(a)
encroach onto the playing area or, where there is a fence around a pitch, go inside it,

(b)
watch matches from team dugouts or team officials’ benches,

(c)
retaliate if they are subject to provocative behaviour by an opposition spectator or player,

(d)
enter umpires’ or opposition dressing rooms unless by invitation or to provide assistance.

Public statements, including those made in the press, on websites, in emails, social media, radio or television etc, must be fair and reasonable and must not involve a personal attack on another player, umpire, official or club, or any other person or body which could bring the game into disrepute.

A Conduct Committee, appointed by the General Committee shall be empowered to deal with participants whose conduct infringes this members’ Code of Conduct.

SAFEGUARDING POLICIES
Safe Recruitment Procedures

Guidance for this recruitment procedure has been taken from:

· The Code of Ethics and Good Practice for Children’s Sport

· Our Duty to Care DHSSPS 2007

· Getting it Right DHSSPS 2005 

· Protection of Children and Vulnerable Adults (NI) Order 

· Hockey Guidelines

· Access NI guidance

North Down Hockey Club relies heavily on the time and commitment freely given by volunteers and without this the opportunities for children and young people to participate in hockey would not exist. North Down Hockey Club will take all reasonable steps to ensure that adults working with young people are suitable and appropriately qualified. Recruitment and selection procedures will apply to all persons with substantial access to young people. A decision to appoint a volunteer is the responsibility of the Club and not of any one individual within it. 

The procedures outlined below have been adopted by North Down Hockey Club. 
North Down Hockey Club will ensure good recruitment procedures by:
· Defining the role for which the individual is applying.
· Insisting that a person applying for any post of responsibility within the club completes the relevant application form. (Appendix 1) 

· Obtaining two references in writing for preferred applicants. (Appendix 4) 
· Ensuring that the individual completes and signs the Access NI Disclosure Certificate Application Form (Appendix 2) which gives permission for Ulster Hockey to request an Access NI check, proof of identity MUST be provided.   Information from Access NI will be scrutinised in the first instance by the Case Management Panel appointed by Ulster Hockey. The Panel will decide whether a disclosure is relevant or contrary to Ulster Hockey standards and the Club will be advised of the decision.
· Setting a probationary period of six months for long-term volunteers.
· Interviewing the individual either formally or informally by a panel of two designated members, normally the Club Chairman and one other member of the General Committee.  The panel will:
· Assess the individual’s experience of working with children or young people and knowledge of safeguarding issues.

· Assess their commitment to promotion of good practice.

· Assess their ability to communicate with children and young people.   

· Ensuring that the General Committee ratifies appointments.
· Ensuring that all new volunteers undergo an induction which may be done in an informal manner. 

· Ensuring that all volunteers sign the appropriate Code of Conduct, including the Self-Declaration Form. (Appendix 9)
Every effort will be made to manage and support appointed volunteers. Coaching courses and workshops will be provided, Codes of Conduct will be made available and vetting will be implemented.
Training for volunteers and coaches
North Down Hockey Club will ensure that:

· Governing body approved coaching sessions for volunteers and coaches have been scheduled at the Club and all participants are expected to qualify to at least IHA Level One standard. 

· When appointing volunteers and coaches, their current or previous experience of either playing or coaching hockey is taken into consideration.

· Education and training in the basics of Safeguarding will apply to all coaches, volunteers and Club members working with children.  North Down Hockey Club is committed to continuous updating and review of its current Safeguarding Policies.

· Safeguarding training will include basic awareness of Safeguarding issues, North Down Hockey Club’s Safeguarding policies and procedures including its Codes of Conduct.
· Safeguarding training will be carefully selected to ensure it is sufficient with a target of a minimum of three hours for basic awareness of issues.  We will source such training from a specific training provider with experience and knowledge of good practice in sport.

· All new coaches have attended a Safeguarding Awareness Workshop within six months of taking up their post.  This opportunity should also be made available to parents and other volunteers to enable a culture of a child-focused club to prevail.

· All volunteers receive appropriate induction and ongoing training.  Training will be updated and reviewed regularly for new volunteers and in line with changing legislation.
Roles and Responsibilities of the Designated Person and Children’s Officer

Designated Person: 
Alan McMaster 
tel: 0798 9527307

Children’s Officer: 
Julie Fisher

 tel: 0796 7177227

The Designated Person is responsible for dealing with any concerns about the protection of children and for reporting allegations or suspicions of child abuse to Social Services and/or PSNI. Every club should appoint a Designated Person even if the club does not have a youth section. 
The Children’s Officer should review current policies in relation to young people, check that all activities are safe and fun and inform adults of how to deal with any concerns that may arise in relation to the protection of young people. 
The Designated Person should:

· Have knowledge of the Code of Ethics and Statutory guidelines.
· Have knowledge of categories and indicators of abuse.
· Be prepared to undertake training in relation to child protection.
· Be familiar with and able to carry out reporting procedures as set out in the Code of Ethics and Good Practice in Children’s Sport and in this Code of Ethics.

· Communicate with parents and/or agencies as appropriate.
· Be aware of the ongoing development and implementation of North Down Hockey Club’s child protection training needs.
· Be aware of local contacts and services in relation to child protection.
· Inform a local duty social worker in local Social Services and/or PSNI of any relevant concerns about individual children.

· Advise the General Committee on strategies to deal with poor practice and bullying concerns.

· Advise the General Committee on issues of confidentiality, record keeping and data protection.
The Designated Person should report suspected abuse in relation to volunteers or persistent poor practice to the Ulster Hockey Designated Person who will then have the responsibility of advising the Club of ways to ensure that other clubs are protected from re-occurrence of situations of abuse
Children’s Officer

The appointment of a Children’s Officer is an essential element in the creation of a quality atmosphere for young people in any club. The Children’s Officer acts as a resource to members with regard to children’s issues and also ensures that children have a voice in the running of the club and can talk freely about their experiences.

Government guidelines advise that a Children’s Officer should be appointed by all clubs and this should be done in accordance with recommended selection and recruitment procedures. In North Down Hockey Club, the Children’s Officer sits on the General Committee as the Youth Development Officer.
The Children’s Officer should:

· Promote the Code of Ethics & Good Practice.

· Be familiar with Children First and Our Duty to Care to ensure they can act as an information source to other Club members.
· Influence policy and practice and prioritise children’s needs.

· Ensure that children know how and to whom they can report their concerns within the Club. Information disclosed by a child should be dealt with in accordance with the guidelines in this Code of Ethics.
· Encourage the participation of parents in Club activities.

· Co-operate with parents to ensure that each child enjoys their participation in hockey.

· Act as a resource with regard to best practice in children’s hockey.

· Make monthly reports to the General Committee
· Monitor changes in membership and follow up on any unusual drop-out, absenteeism or club transfers by children, coaches or volunteers.
Neither the Designated Person nor Children’s Officer has the responsibility of investigating or validating child protection concerns within the Club and have no counselling or therapeutic role. This responsibility lies with the Health Services and the PSNI.

Discipline in Children’s Hockey

Discipline in sport should always be positive in focus, providing the structure and rules that allow participants to learn to set their own goals and strive for them. It should encourage young people to become more responsible for themselves and therefore more independent.


Children should be helped to become responsible about the decisions and choices they make within sport, particularly when they are likely to make a difference between playing fairly and unfairly. There should be no place for fighting, over aggressive or dangerous behaviour in sport.


Use of sanctions

The use of sanctions is an important element in the maintenance of discipline. The age and developmental stage of the child should be taken into consideration when using sanctions. Sanctions should be fair and consistent and, in the case of persistent offence, should be progressively applied. They should never be used to retaliate or to make a volunteer feel better. The following steps are suggested and should always be used in conjunction with the Code of Conduct for young people:


•
Rules should be stated clearly and agreed.

•
A warning should be given if a rule is broken.

• 
A sanction such as use of time out should be applied if a rule is broken for a second time. The use of green, yellow and red cards is encouraged irrespective of the sport.

•
If a rule is broken for the third time the child should be spoken to and, if necessary, the parents may be involved.

•
Sanctions should not be applied if a volunteer is not comfortable with them. If an appropriate action cannot be devised immediately, the child should be told that the matter will be dealt with later at a specified time and as soon as possible.

•
A child should not be sanctioned for making errors during game play. 
•
Physical activity such as running laps or doing push-ups should not be used as a sanction. To do so may cause a child to resent physical activity, something that he/she should learn to enjoy throughout life.

•
Sanctions should be used sparingly. Constant sanctioning and criticism can cause a child to turn away from sport. 
•
Once sanctions have been imposed, it is important to make the young person feel s/he is a valued member of the group again.

•
Where relevant, some sanctions may need to be recorded and the parents informed.
Anti Bullying policy

To prevent bullying at North Down Hockey Club, the Club will:

· Ensure that all Club members follow the Code of Conduct which promotes the rights and dignity of each member. 
· Deal with any incidents as they arise.

· Use a whole group policy or ‘no-blame approach’, i.e. not ‘bullying the bully’ but working with bullies and the group of young people helping them to understand the hurt they are causing and so making the problem a shared concern of the group.
· Reinforce that there is a culture of ‘permission to tell’ rather than on of ‘might is right’.

· Encourage young people to negotiate, co-operate and help others, particularly new or different children.

· Offer the victim immediate support and put the ‘no blame approach’ into operation.

· Never tell a young person to ignore bullying.  They can’t ignore it, it hurts too much.

· Never encourage a young person to take the law into their own hands and beat the bully at their own game.

· Tell the victim there is nothing wrong with them and it is not their fault.
Who should deal with bullying?
More extreme forms of bullying such as physical or emotional abuse should be reported to the statutory authorities.  Minor forms of bullying behaviour are normally the responsibility of all volunteers within the Club who should also liaise with an appropriate senior officer in the Club such as the Children’s Officer. 
Safety

Recognising the specific and potential risks attached to hockey, North Down Hockey Club will ensure that they have procedures in place for safeguarding against such risks. 
In addition, the Club will:

· Ensure that activities are suitable for the age and stage of development of participants.

· Keep a record of any specific medical conditions of the participants.

· Keep a record of emergency contact numbers for parents.

· Ensure that any necessary protective equipment is used. It is strongly recommended that gum shields and shin guards are worn by young people. Parents will be advised about the necessity of protective equipment.
· Ensure that a fully stocked First Aid kit is close at hand with access to a qualified first aid person.

· Know the contact numbers of emergency services.

· Ensure easy access to medical personnel if needed and have an emergency plan.

· Make a brief record of injury and action taken if an incident occurs.  Make a brief record of the problem, action taken and outcome.  Contact the participant’s parents and keep them informed of all details.

· Ensure that any Club activity, whether training or games, is conducted in a safe manner by those in charge. 
· Participants should know and keep to the sportsmanship guidelines of hockey keeping in mind that many rules are there for safety.

· Ensure that volunteers hold appropriate qualifications.

· Ensure that there is adequate insurance cover for all activities. 
· Ensure that, when required, parents are present at the finishing times of sessions or events.

Health And Safety Procedures
Accident Guidelines
· Stay calm but act swiftly and observe the situation. Is there a danger of further injury?

· Listen to what the injured person is saying.

· Alert the first aider who should take appropriate action for minor injuries.

· In the event of an injury requiring specialist treatment, call the emergency services.

· Deal with the rest of the group and ensure that they are adequately supervised.

· Do not move someone with major injuries. Wait for the emergency specialists.

· Contact the injured person's parent.

· Complete the accident reporting procedure as soon as it is possible to do so.
Accident Reporting Procedure

In the event of an accident, the following procedure must be carried out:
· Fill in two copies of the Accident Report Form for ALL accidents.(Appendix 7)
· Contact the injured child’s parents.

· File one copy of the form in the Incident Folder.
· Forward one copy of the form to the Designated Person for any appropriate action required.

· Contact the emergency services or GP if required.

· Record in detail all facts surrounding the accident, witnesses, etc.

Sign off on any action required from the Children’s Officer.
Away trips and Overnight stays

· A permission form must be signed by a parent and must include an emergency contact number. (Appendix 5)
· Young participants should sign a behaviour agreement.  (Appendix 5)
· Appoint a group volunteer who will make a report on returning home.

· A meeting with parents and participants is useful to communicate travel times, competition details, other activities, kit requirements, medical requirements, special dietary needs and any other necessary details.

· Rooming arrangements.  Adults must not share rooms with children.  Children should share rooms with those of same age and gender and adults should knock before entering rooms.

· All group socialisation should take place in communal areas i.e. no boys in girls’ rooms and vice versa.

· Alcoholic drink, smoking or other illegal substances are forbidden to players.
· There must be at least one adult of each gender with a mixed party and there should be an adult  to child ratio 1:6 with proper access to medical personnel
· Lights out times should be enforced
· Young players should be under reasonable supervision at all times and should never leave the venue or go unsupervised without prior permission

Hosting

North Down Hockey Club recognises that hosting is an integral part of sport and, if handled appropriately, can add to a child’s enjoyment and experience of sport. However, safety of our young players is the primary concern.

Young people:
· Should sign a behaviour agreement. (Appendix 5)
· Should not be asked to share a bed or room with an adult.

· Should be asked to confirm that they are happy with the arrangements.

· Should show respect to host families.

· Should not stay individually with a host family.  There will always be at least two young people staying with the same family.
North Down Hockey Club will:
· Provide a travel pack to hosting families.

· Check out that the hosting families are known to the host association or organisation.

· Advise parents and players of all travel and accommodation arrangements.

· Research information on the destination and venue.
· Inform parents as far as possible with whom their child is staying.
Host Families should:
· Agree to abide by North Down Hockey Club’s Code of Conduct.

· Consent to appropriate checks and references.

· Attend host family meetings before competitions or events.

· Provide a safe and supportive environment for young people.

· Always be given the contact number of the adult responsible for the travelling group and should know that they are free to contact this person if they encounter any difficulty. 
· Be given contact numbers for parents plus an additional contact which may be used in an emergency, details of medical conditions, medication requirements or allergies.
· It should be made absolutely clear to players, to parents of players being hosted and to the host families that the use of substances such as alcohol is not allowed for underage players.
Hosting organisation

· The hosting organisation must comply with the regulations set down by its National Governing Body.
At the start of the season:
· Parents should be advised of the regulations and guidelines for Hosting.
· Parents who have any concerns should be encouraged to voice their concerns and to make suggestions for improvements.
· No pressure should be put on young players or parents to travel or undertake return hosting if they have concerns in this area.

Before travelling, young players and their parents, travelling as a group where possible, should:

· Be advised of the hosting arrangements.
· Be advised of the name of a travelling adult to whom concerns can be reported.
· Be made aware of the importance of reporting concerns.
· Parents should be asked to make their children aware of particular behaviours that may be a cause for concern.
· Be given the name and phone number of the host family of each travelling player.
· Parents should supply to the host family all relevant information regarding contact and emergency contact numbers, medical condition, medication requirements or allergies.

· Parents should be advised that if players behave inappropriately, arrangements will be made for the player’s early return home. The player’s parents must meet any extra expense that this might entail.

Physical Contact

Hockey on occasion requires a ‘hands on approach’ especially in a teaching or coaching situation, e.g. it may be necessary to assist a young person with, for instance, the grip but the following should be taken into consideration:

· Avoid unnecessary physical contact. When necessary explain why and ask for permission from the young person.

· Any necessary contact should be in response to the needs of the child and not the adult.

· It should be in an open environment with the permission and understanding of the participant.

· It should be determined by the age and developmental stage of the participant.  Do not do anything that a child can do for themselves.

· Never engage in inappropriate touching.
Response To A Child Disclosing Abuse Or Neglect
(a) Respond in a sensitive way to abuse through listening to and facilitating the child to tell about the problem rather than interviewing the child about details of what happened.
(b) Stay calm and do not show any extreme reaction to what the child is saying. Listen compassionately and take what the child is saying seriously.
(c) Understand that the child has decided to tell something very important and has taken a risk to do so. The experience of telling should be a positive one so that the child will not mind talking to those involved in the investigation or assessment.

(d) Be honest with the child and tell them that it is not possible to keep the information a secret.
(e) Make no judgmental statements against the person against whom the allegation is made.

(f) Do not question the child unless the nature of what is said is unclear. Leading questions should be avoided. Open, non-specific questions should be used such as “Can you explain to me what you mean by that”.
(g) Give the child some age appropriate indication of what would happen next, such as informing parents or social services. If you don’t know what would happen next, don’t say anything. It should be kept in mind that the child may have been threatened and may feel vulnerable at this stage.
(h) Comply with the Club Incident Guidelines by

· Recording all incidents reported or observed on an Incident Report Form.  (Appendix 8)
· Inform the Designated Person as soon as is possible.

· Forward a copy of the Incident Report Form to the Designated Person within 24 hours.

· Ensure that confidentiality is maintained strictly on a "need to know basis".
· Inform the parents, unless to do so may put the child at further risk.

(i) Reassure the child that they have done the right thing in telling you.

Reporting Suspected or Disclosed Child Abuse or Neglect
The following steps should be taken in reporting child abuse or neglect to the statutory authorities:
(a) Observe and note dates, times, locations, contexts and any action taken in which the incident occurred or suspicion was aroused together with any other relevant information.
(b) Report the matter as soon as possible to the Club Designated Person who has the responsibility for reporting abuse. 
(c) Comply with Club Incident Guidelines by:

· Recording all incidents reported or observed on an Incident Report Form. (Appendix 8)
· Inform the Designated Person as soon as is possible.

· Forward a copy of the Incident Report Form to the Designated Person within 24 hours.

· Ensure that confidentiality is maintained strictly on a "need to know basis".
(d) The most appropriate person within the Club should check out the concerns with the parents before making a report unless doing so would endanger the child.
(e) If the Designated Person has reasonable grounds for believing that the child has been abused or is at risk of abuse, a report must be made to the local HSE/Social Services who have statutory responsibility to investigate and assess suspected or actual child abuse. 
(f) Initially the report may be made verbally and then followed up in writing using the Incident Report Form and any related notes.

(g) In cases of emergency, where a child appears to be at immediate and serious risk and the Designated Person is unable to contact a duty social worker, the police authorities should be contacted. Under no circumstances should a child be left in a dangerous situation pending intervention by the statutory authorities.
(h) If the Designated Person is unsure whether reasonable grounds for concern exist Social services should be informally consulted and advice will be given whether or not the matter requires a formal report. If a decision is made not to report the concern this should be recorded with reasons for not reporting.
(i) The Designated Person reporting suspected or actual child abuse to the Statutory Authorities will first inform the family of the intention to make such a report unless doing so would endanger the child or undermine an investigation.
An individual who reports concerns in ‘good faith’ is not deliberately attempting to slander another person’s name. 

The Criminal Law Act (NI) 1967, places the responsibility on everyone to report offences or to forward information to the police by emphasising the, ‘duty of every other person, who knows or believes, (a) that the offence or some other arrestable offences has been committed: and (b) that he has information which is likely to secure, or to be material assistance in securing, the apprehension, prosecution or conviction of any person for that offence’
Procedure For Complaints About Possible Abuse Outside The Organisation

[image: image2]
Allegations Against Volunteers
North Down Hockey Club has procedures to be followed in cases of alleged child abuse against volunteers. If such an allegation is made against a volunteer in North Down Hockey Club, two procedures should be followed:

· The reporting procedure in respect of the young person.  See Reporting Suspected Or Disclosed Child Abuse Or Neglect - Page 41.
· The procedure for dealing with the volunteer.  This will be carried out by the Club Chairman or Children’s Officer.
The paramount consideration is the safety of the child making the allegation and that of any other children who may be at risk. North Down Hockey Club will take any necessary steps that may be necessary to protect children in its care. The protection should be in proportion to the level of risk.

The issue of confidentiality is important.  Information is shared on a need to know basis and the volunteer will be treated with respect and fairness. Parents should be informed.

The reporting procedure
If the Designated Person has reasonable grounds for concern, the matter should be reported to the local Social Services following the standard reporting procedure and the parents should be informed.

The Volunteer
The Designated Person may consult with the local Social Services informally to seek confirmation that there is reason for concern. Before the Designated Person refers the report to the local Social Services, the Chairman of North Down Hockey Club should deal with the volunteer in question. However, if there is a possibility of immediate risk to the child or other young people the volunteer in question will be informed at the earliest opportunity which may be after the concern has been reported to the statutory authorities.

· When the concern is connected to the actions of a volunteer in the Club, the person should be asked to stand aside pending the outcome of any investigation by the statutory authorities.

· When the volunteer is being informed by the Club Chairman of the fact that an allegation has been made against him/her including the nature of the allegation he/she should be afforded an opportunity to respond. His/her response should be noted and passed on to the statutory authorities.

· When a person is asked to step aside it should be made clear that it is only a precautionary measure and will not prejudice any later disciplinary proceedings. 
· The volunteer is entitled to natural justice.

Disciplinary action on the volunteer should be considered but this should not interfere with the investigation of the statutory authorities. The follow up on an allegation of abuse against a volunteer should be in consultation with the statutory authorities. If it is deemed not to be a concern reportable to the statutory authorities but instead an incident of poor practice, the complaints procedure as outlined in the Complaints and Appeals Procedure – Page 49 should be followed. It is important to consider the outcome of the investigation and any implications it might have. The fact that the alleged abuser has not been prosecuted or been found guilty does not automatically mean that they are appropriate to work with young people in the future.
Anonymous Complaints

Anonymous complaints can be difficult to deal with but should not be ignored.  In all cases the safety and welfare of children is paramount.   Any such complaints relating to inappropriate behaviour should be brought to the attention of the Designated Person.  The information should be checked out and handled in a confidential manner.  

Rumours

Rumours should not be allowed to hang in the air.  Any rumours relating to inappropriate behaviour should be brought to the attention of the Children’s Officer or the Designated Person and checked without delay.

Procedure For Dealing With A Concern About Behaviour Of A Member Or Volunteer In North Down Hockey Club

Incident Guidelines

· Record all incidents reported or observed on an Incident Report Form. (Appendix 8)
· Inform the Designated Person as soon as possible.

· Forward one copy of the Incident Report Form to the Designated Person within 24 hours.

· Ensure confidentiality.  Only on a "need to know basis", see the section on confidentiality.
· Inform parents, unless to do so may put the child at further risk.

· The Designated Person will be responsible for storing any report safely and securely.

Confidentiality

Confidentiality should be maintained in respect of all issues and people involved in cases of abuse, welfare or bad practice. It is important that the rights of both the child and the person about whom the complaint has been made are protected.

The following points should be kept in mind:

· A guarantee of confidentiality or undertakings regarding secrecy cannot be given as the welfare of the child will supersede all other considerations.
· All information should be treated in a careful and sensitive manner and should be discussed only with those who need to know.
· Information should be conveyed to the parents of the child in a sensitive way. 
· Giving information to others on a ‘need to know’ basis for the protection of a child is not a breach of confidentiality. 
· All persons involved in a child protection procedure should be afforded appropriate respect, fairness, support and confidentiality at all stages of the procedure.
· Information should be stored in a secure place, with limited access only to designated people.
· The requirements of Data Protection laws should be adhered to.
· Breach of confidentiality is a serious manner.

Complaints and Appeals Procedure
All concerns, allegations or reports of poor practice or abuse relating to the welfare of children and young people will be recorded and responded to swiftly and appropriately in accordance with this Code of Ethics for Young People’s policies and procedures. The club Designated Person is the lead contact for all members in the event of any safeguarding concerns.

All complaints regarding the behaviour of members should be submitted in writing to the Honorary Secretary.

A Conduct Committee, appointed by the General Committee under Rule 12 ( i ) of the Club’s Constitution, will meet within 10 days of a complaint being submitted as above. The Conduct Committee has the power to take appropriate disciplinary action including the termination of membership.

The outcome of a disciplinary hearing will be notified in writing to the person who lodged the complaint and the member against whom the complaint was made within 5 days of the hearing.

There will be the right of appeal to the General Committee following disciplinary action being announced. The appeal must be submitted in writing to the Honorary Secretary within a 10 day period. The General Committee will consider the appeal within 30 days of receipt of the appeal.
Late Collection, Guidelines for Volunteers

· Attempt to contact the parent.

· If there is no answer, try the emergency contact number.

· If there is still no answer ask the child if there is another family member that may be contacted.

· Wait with the young person at the venue, ideally with other persons or volunteers.

· Parents should be reminded of the necessity of ensuring that they pick their children up in time. 

Use of Photographic and Mobile Equipment

North Down Hockey Club has adopted a policy in relation to the use of images of young people on its website, social media and in other publications as part of its commitment to providing a safe environment to young people. North Down Hockey Club will take all necessary steps to ensure that young people are protected from the inappropriate use of their images in resource and media publications on the internet and elsewhere.  Where possible we will try to use models or illustrations when promoting an activity and avoid the use of identifiable names of individuals in a photograph.  This reduces the risk of inappropriate, unsolicited attention from people within and outside the sport. This is not to deter parents taking photographs of their children but to ensure that best practice is put in place wherever and whenever photographs and recorded images are taken and stored.

General Guidelines for use of photography

· Parental permission is sought through the Youth Membership Form, renewed annually, for members’ images to be used in appropriate circumstances.
· If the young person is named, avoid using their photograph.
· If a photograph is used, avoid naming the young person.

· Only use images of young people in suitable dress to reduce the risk of inappropriate use.  The content of the photograph should focus on the hockey not on a particular child.

· Create recognised procedures for reporting the use of inappropriate images.  Follow the Child Protection Procedures to ensure that either the Children’s Officer or Designated Person and, if necessary, the social services and/or police are informed.

Amateur photographers or video operators wishing to record an event or practice session should seek accreditation from the senior North Down Hockey Club official present.  The Club should display the following information prior to the start of an event to inform spectators of the policy:

“In line with the recommendation of the IHA’s Code of Conduct, 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 event organisers before carrying out any photography. The Club and event organisers reserve the right to decline entry to any person unable to meet or abide by the organisers’ conditions.  Children and young people should only be photographed or filmed with their permission and the permission of their parents”.

Ensure that these guidelines are communicated to the event organisers and that they have a clear understanding of the reasoning behind it.
When commissioning professional photographers or inviting the press to an activity or event ensure that they are clear about the Club’s expectations of them in relation to child protection.
Professional photographers or video operators wishing to record an event or practice session should seek accreditation from the senior North Down Hockey Club official present by producing their professional identification for the details to be recorded. Ensure that you:
· 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.

· Keep a record of accreditations.

· Inform young people 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 young people or one to one photo sessions at events.

· Do not approve or allow photo sessions outside of events or at a player’s home.
Videoing as a coaching aid

Video equipment can be used as a legitimate coaching aid.  However, permission should first be obtained from the young person and the young person’s parent. 

Anyone concerned about any videoing taking place at events or training sessions should contact the Club’s Children’s Officer or Designated Person and ask them to deal with the matter.
Mobile phones
Mobile phones provide children with security and enable parents to keep in touch to make sure that they are safe. However, this technology also allows for direct personal contact with young people which can cross the boundaries of what is appropriate and cause harm to young people. Responsible and secure use of mobile phones by adults and young people is encouraged in North Down Hockey Club.

As a young person remember:

· If you receive an offensive photo, email or message, do not reply, save it, make a note of times and dates and tell your parent, Children’s Officer or Designated Person within North Down Hockey Club.

· Be careful about to whom you give your phone number and do not respond to unfamiliar numbers.

· Change your phone number in cases of bullying or harassment.

· Do not use your phone in certain inappropriate locations e.g. in changing rooms where use of your camera phone may cause upset or offence to another person.

· Treat your phone as you would any other valuable item to guard against theft.

As a Volunteer remember:

· Use group texts for communication to players and teams and inform parents of this at the start of the season.

· It is not appropriate to have constant communication with individual players.

· Do not use your phone in certain inappropriate locations e.g. in changing rooms where use of your camera phone may cause upset or offence to another person.

VOLUNTEER APPLICATION FORM 

Appendix 1
All information received in this form will be treated confidentially 

	Name:
	
	 

	Address:


	
	 

	Date of Birth:
	
	National Insurance No:
	
	 

	Telephone No:
	
	Mobile No:
	
	 

	Previous work experience and relevant qualifications:
	
	 

	Have you previously been involved in voluntary work?

If yes, please give details:
	  Yes           No
	 

	Do you have any spare time hobbies, interests or specific skills that may be useful to the activities?
	

	Do you agree to abide by North Down Hockey Clubs’ Code of Conduct for Volunteers?  A copy is included with this form.
	  Yes           No

	Have you completed Safeguarding Awareness Training?
	  Yes           No

	If yes    
Organised by:
	When:

	Do you agree to undergo specific training, if necessary, for the role being applied for? 
	  Yes           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)
	  Yes           No

	Any other relevant information?
	

	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 or volunteer in your last club.

	Name:

Address:

Telephone:

Designation:
	Name:

Address:

Telephone:

Designation:


DISCLOSURE OF CRIMINAL CONVICTIONS 

Appendix 2
North Down Hockey Club’s statement of non discrimination

North Down Hockey Club is committed to equal opportunity for all applicants including those with criminal convictions.  Information about criminal convictions is requested to assist the selection process and will be taken into account only when the conviction is considered relevant to the post. Any disclosure will be seen in the context of the job criteria, the nature of the offence and North Down Hockey Club’s responsibility for duty of care to its members.

For the purposes of your application for the post of:

.......................................................................................................................... ,
it is our policy to ask for an Enhanced Check to be carried out by Access NI.  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 any other information about you held on barred lists may 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 received from Access NI will be destroyed.

Advice to Applicants

Please complete this form as accurately as possible and return it to the Honorary Secretary, North Down Hockey Club.  An arrangement will be made with you to discuss any clarification if required.

Thank you for your co-operation.

You must tell us now if you have a case pending or if you have ever been convicted of a criminal offence, cautioned by the police or bound over. You must include all offences, even minor matters such as motoring offences, and ‘spent’ convictions.  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 or appointment unless Ulster Hockey considers that the conviction renders you unsuitable. In making this decision, Ulster Hockey 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.
Applicant’s Declaration

Have you ever been convicted of a criminal offence, been the subject of a caution, a Bound Over Order or the subject of an investigation alleging that you were the perpetrator of adult or child abuse?
      Yes                                       No

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

	


Please provide any other information you feel may be of relevance such as:

· The circumstances of the offence/incident

· A comment on the sentence received 

· Any relevant developments in your situation since then

· Whether or not you feel the conviction has relevance to this post

	

	

	


Please continue on a separate page if necessary. 

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.

Declaration

I understand that I must also complete an Access NI Disclosure Certificate Application Form and that this check will be carried out before my application for registration or appointment can be confirmed. This has been explained to me and I am aware that spent convictions must be disclosed. I declare that the information I have given is accurate and I am also aware that Ulster Hockey as the registered umbrella organisation carrying out the check may share the information returned with the Honorary Secretary of North Down Hockey Club. 
I declare that any answers are complete and correct to the best of my knowledge and I will inform the Ulster Hockey Designated Person of any future convictions or charges.
...........................................................................   ..............................
Signature                                                             Date

...........................................................................
Print Name

INTERVIEW REPORT FORM 
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	NORTH DOWN HOCKEY CLUB

	Applicant Name:
	

	Date application received:
	

	Date of interview:
	

	Interviewed by:
	1.

2.

	References received and are satisfactory:
	Yes                    No

	Access NI check completed and returned

(if appropriate):
	Yes                    No

	Comments:
	

	Proof of applicant’s identification received:
	Yes                    No

Group 1 _______________ _

Group 2 _________________

             

	Identification type:
	

	Recommendation 

Approved            

Not approved  
	Reasons:


....................................................      .............................
Signature                                          Date  

....................................................     ...........................................................
Print Name                                       Position in North Down Hockey Club
APPLICANT REFERENCE – CONFIDENTIAL 
Appendix 4
The following person ...................................................................... has expressed an interest in volunteering for North Down Hockey Club.

If you are happy to complete this reference, any information will be treated confidentiality and in accordance with relevant legislation and guidance.  Information will only be shared with those 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 known the applicant?

_________________________________________________________

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
	
	
	
	
	

	Ability to 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              

NO               


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

Signed: .......................................................................    Date: ..............................
Print Name:           ....................................................................
Position:                ....................................................................
Organisation:         ....................................................................
HOSTING AND TRAVEL AGREEMENT - CHILD AND PARENT 
Appendix 5
Event: ...................................................  Venue: ....................................................
Date: ......./ ......../ .............
Child
I have read the conditions and rules set by North Down Hockey Club for underage players travelling to events and the rules of conduct when staying with a host family. I agree to abide by these rules and to behave appropriately at all times. I have been informed about the person appointed to deal with any concerns I may have.

Name (in print): .........................................................  Date: ...../ ....../ ........... 
Parent 
I have read and accept the guidelines and regulations contained in North Down Hockey Club’s Code of Ethics including the guidelines for underage players travelling to events and the guidelines regarding hosting. I agree to furnish full details of any medical condition, allergies, medication or special requirements needed by my child. I agree that this information may be passed on to the hosting family.

Details of Medical Condition/Medication/Allergies or other condition:

Parent’s Name (in print): ...................................... Date: ...../ ...../ ..........
Emergency Contact Numbers:

Parent/Guardian: 
Home

..........................................................
Mobile

..........................................................

Business
........................................................... 
Appendix 6

HOSTING AND TRAVEL AGREEMENT – COACHES/MANAGERS AND AUTHORISED VOLUNTEER
Event: .................................................................. Venue: ......................................
Date: ...../ ...../ .....
Coaches/Managers

I have read and accept the by the guidelines contained in North Down Hockey Club’s Code of Ethics including the guidelines for underage players travelling to events and regarding hosting.

Name (in print):_____________________Role_____________________Date_____

Name (in print):_____________________Role_____________________Date_____

Name (in print):_____________________Role_____________________Date_____

Authorised Volunteer

I have read and accept the guidelines contained in North Down Hockey Club’s Code of Ethics including the guidelines for underage players travelling to events and regarding hosting.

Name (in print): ____________________________

Date: ______________________________

ACCIDENT REPORT FORM 
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	North Down Hockey Club

	Coach in Attendance:
	


	INJURED PARTY

	Name:
	

	School/club:
	

	Home address:
	


	ACCIDENT DETAILS

	Form Completed By:
	

	Date:
	Exact Location:

	Time:
	Time Reported:

	Reported by who:

	Nature of Injury:
	How accident happened:

Describe what activity was taking place, for example training/game/getting changed



	Name and contact details of witnesses:
	

	First Aid Involved?
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	Were the following contacted:
	Police

 FORMCHECKBOX 
 
Ambulance
 FORMCHECKBOX 


	Parents Informed?

 FORMCHECKBOX 
 Yes  FORMCHECKBOX 
 No
	By whom:

	
	When:

	Referred to Designated Person?
	 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	Designated Person’s Signature
	                                                                     Date:

	Any further action to be taken?
	

	Has Young Person returned to North Down Hockey Club
 FORMCHECKBOX 
 Yes FORMCHECKBOX 
 No
	Signature of North Down Representative



	
	Print name                                 Position




All of the above facts are a true record of the incident.

Signed: .............................................................................  Date: ...../ ...../ ........... 





Name:  ..............................................................................



In the event of an accident occurring through insufficient training or faulty equipment or facilities, follow up action must include the completion of a Risk Assessment Form 
 


INCIDENT REPORT FORM 
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	North Down Hockey Club

	Record completed by:

	Position:
	Date:

	Child’s Name:
	

	Child’s Address:
	

	
	

	
	

	Child’s Date of Birth:
	

	Parents’ Names and Address:


	

	
	

	
	

	
	

	
	

	Date and time of any incident:
	Date:




Time:

	Your Observations:
	

	Detail exactly what the child said and what you said :

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

	Action taken so far:
	

	Designated officer informed? 
 FORMCHECKBOX 
 Yes

 FORMCHECKBOX 
 No

	External Agencies contacted 

	Police

 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

Branch 
contacted:
	Details of advice received:


	Name:
	

	Contact no:
	

	Social Services

 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

Branch
contacted:
	Details of advice received:


	Name:
	

	Contact
number:
	

	Ulster Hockey
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
	Details of advice received:


	Name:
	

	Contact
number:
	

	Local Council or Education Department (if appropriate)
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No

Org name:
	Details of advice received:


	Name:
	

	Contact
number:
	

	Other (e.g. NSPCC)
 FORMCHECKBOX 
 Yes
 FORMCHECKBOX 
 No
	Details of advice received:


	Name:
	

	Contact
number:
	


___________________________________ 

_________________________

 Signature 






 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.

N.B. A copy of this form should be sent to social services after the telephone report and to the governing body Child Protection Officer for monitoring purposes.

VOLUNTEERS DECLARATION FORM 
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Do you agree to abide by the guidelines contained in the Code of Ethics for North Down Hockey Club for Young People’s Code of Conduct for volunteers?


             






Yes   (         No    (  

Do you agree to abide by the Rules of the IHA and Ulster Hockey?

Yes   (          No    (  

Have you ever been asked to leave a sporting organisation? 
Yes     (        No    (  

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

________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

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?
Yes   (          No    (  

(If you have answered yes, we will contact you in confidence)
________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
I agree to inform the Club’s Designated Person should I be subjected to any criminal proceedings or statutory investigation that may bring the Club, Ulster Hockey or IHA into disrepute.

Sign ..........................................................................
Print Name ............................................................... Date ...............................
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           YOUTH MEMBERSHIP FORM 20--/20-- (page 1)
Personal Details
	Name of Child
	

	Address
	

	
	

	
	

	
	

	School Attended
	


	D.O.B
	
	AGE
	
	GENDER
	


	Contact Name of Parent/Carer
	

	Contact Telephone No (Home)
	

	Contact Telephone No (Mobile)
	

	E-mail Address
	


	Emergency Contact if above Unavailable  

	Name:
	

	Mobile No:
	

	Relationship to Child
	

	Doctors Name
	

	Doctors Contact No:
	


	Details of known special dietary requirements/ allergies/ disabilities / medical conditions 

	


Does the Child have a disability or medical condition    
YES    /     NO

If YES, please state nature of disability

	Physical Disability
	

	Deaf or Hard of Hearing
	

	Blind or Partially Sighted
	

	Learning Disability
	

	Other (Please specify)
	


YOUTH MEMBERSHIP FORM 2017/2018 (Page 2)
Parent / Carer Statement

I will inform the coaches of any important changes to my child’s health, medication or needs and also of any changes to the contact details given.  In the event of illness, having parental responsibility for the named child, I give permission for medical treatment to be administered where considered necessary by a nominated first aider or by a suitably qualified medical practioner.  If I cannot be contacted and my child should require emergency hospital treatment, I authorise a qualified medical practioner to provide emergency treatment or medication.

I confirm that all details are correct to the best of my knowledge and I am able to give parental consent for my child to participate in and travel to all activities.  

Please tick  ✔ 


I also agree that images of my child can be used in the promotion of the club provided the image is appropriate and complies with the clubs guidelines on the use of photographs or video.

	Name of Child
	

	Signature of Parent / Carer
	

	Print Name
	

	Date
	


The information supplied on this form will be held in confidence 

USEFUL CONTACTS 
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	USEFUL NUMBERS

	Ulster Community & Hospital Trust
	02891 816666

	NSPCC Helpline
	0808 800 5000

	PSNI Public Protection Unit
	028 9065 0222 

Ask for your local Public Protection Unit

	Childline
	Freephone  0800 1111

	Sport Northern Ireland              
	028 9038 1222

	Child Protection in Sport Unit
	028 9035 5756


Appendix 12
IMPLEMENTATION PLAN FOR SAFEGUARDING POLICIES AND PROCEDURES
This is the basic plan used by North Down Hockey Club to put in place all of its safeguarding statements, policies and procedures.
Goal 1:  To appoint a Children’s Officer and Designated Person 

	Steps to success
	Who will lead
	When (start and end date)
	What resources
	Progress

	1


	Develop Role Descriptions and Application Forms
	
	
	
	

	2


	Inform and advertise positions
	
	
	
	

	3
	Interview potential candidates
	
	
	
	

	4


	Carrying out screening procedures - references and vetting
	
	
	
	

	5


	Appoint and Train a Children’s Officer and Designated Person
	
	
	
	

	6
	Monitor and support the Children’s Officer and Designated Person
	
	
	
	


Goal 2: To develop, introduce and implement Guidelines for Good Practice

	Steps to success
	Who will lead
	When (start and end date)
	What resources
	Progress

	1


	Hold a meeting of all interested parties
	
	
	
	

	2


	Set up a representative group to develop Codes 
	
	
	
	


	3
	Draft Guidelines circulated to interested stakeholders
	
	
	
	

	4


	Agree and confirm final drafts
	
	
	
	

	5


	Education and signing up process by all stakeholders

i.e. Club members, volunteers, coaches etc
	
	
	
	

	6
	Communicate Guidelines and Statement to all involved
	
	
	
	


Goal 3:  To introduce improved procedures for the recruitment and selection of volunteers

	Steps to success
	Who will lead
	When (start and end date)
	What resources
	Progress

	1


	Develop and write role descriptions and application forms for new positions 
	
	
	
	

	2


	Advertise and invite applications from all members
	
	
	
	

	3
	Interview and selection procedures
	
	
	
	

	4


	Screen new appointees and check references. Ratification by General Committee.
	
	
	
	

	5
	Establish probationary periods
	
	
	
	

	6
	Monitor and support education and training
	
	
	
	


Goal 4:  To develop and implement effective recording and reporting procedures 

	Steps to success
	Who will lead
	When (start and end date)
	What resources
	Progress

	1


	Appoint and train person responsible
	
	
	
	

	2


	Develop procedures
	
	
	
	

	3
	Inform and train all members about procedures 
	
	
	
	

	4


	Encourage reporting, develop a culture of safe reporting
	
	
	
	

	5
	Secure storage for confidential documentation
	
	
	
	

	6
	Link to outside agencies (HSCT/Police) and sports governing bodies
	
	
	
	


Goal 5: To improve support, education and training of members
	Steps to success
	Who will lead
	When (start and end date)
	What resources
	Progress

	1


	Develop an Induction booklet/ information sheet including Guidelines for Good Practice
	
	
	
	

	2


	Induct staff into Club policy and procedures
	
	
	
	

	3
	Identify individual training needs


	
	
	
	

	4


	Provide training opportunities


	
	
	
	

	5
	Monitor and appraise performance


	
	
	
	

	6
	Mentoring


	
	
	
	


Goal 6: Sharing Information

	Steps to success
	Who will lead
	When (start and end date)
	What resources
	Progress

	1


	Communicate your safeguarding policy statement to

· Members
· Volunteers
· children/young people and

· parents
	
	
	
	

	2


	Seek written information from parents relating to the children involved in your organisation
	
	
	
	

	3
	Written guidelines on confidentiality and record keeping
	
	
	
	

	4


	Written complaints procedure that is communicated to all stakeholders
	
	
	
	


IMPLEMENTATION SCHEDULE FOR SAFEGUARDING POLICIES AND PROCEDURES

	Action TO ACHIEVE GOALS
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JUL
	AUG
	SEP
	OCT
	NOV
	DEC

	1.To appoint a Children’s Officer and Designated Person
	
	
	
	
	
	
	
	
	
	
	
	

	2.To develop, introduce and implement Guidelines for Good Practice
	
	
	
	
	
	
	
	
	
	
	
	

	3.To introduce improved procedures for the recruitment and selection of volunteers
	
	
	
	
	
	
	
	
	
	
	
	

	4.To develop and implement effective recording and reporting procedures 
	
	
	
	
	
	
	
	
	
	
	
	

	5.To improve support, education and training of members
	
	
	
	
	
	
	
	
	
	
	
	

	6.Sharing information
	
	
	
	
	
	
	
	
	
	
	
	

	Monitor  the implementation of Action Plan
	
	
	
	
	
	
	
	
	
	
	
	

	Ongoing monitoring of Policies and Procedures
	
	
	
	
	
	
	
	
	
	
	
	

	Sample Risk Assessment Form by North Down Hockey Club at Venue: ......................................
	Check carried out by

Name : .............................................................................

	Date: ......../ .........../ ...........................
	Position: ...........................................................................


       Appendix 13
	Subject of risk

Points to consider
	Hazards
	Who might be harmed?
	Existing controls 
What is already in place to minimise the risk?
	Action
What needs to happen to minimise the risk?
	Date achieved

	Playing and Training Area 

Are the pitch area and surroundings safe and free from obstacles?


	Glass/litter/debris in area
	Participants or leaders
	Pitches checked before each session by leaders
	If required, Leisure Centre staff requested to clean up area
	

	
	Obstacles in area
	Participants or leaders
	Pitches checked before each session by leaders
	
	

	
	
	
	Obstacles pointed out to participants or leaders.
	
	

	
	
	
	Leaders to ensure equipment stored away if not in use
	
	

	Equipment

Is the equipment fit and sound for activity and suitable for age group and ability?


	Injury caused by playing with defective equipment
	Participants or leaders
	Equipment checked by leaders prior to session
	
	

	
	Injury caused by using equipment not suitable for age group and ability
	Participants or leaders
	All leaders qualified to appropriate level
	Leaders to check with Children’s Officer if other equipment is available
	

	
	
	
	
	
	

	Participants

Are the registers up to date? Are participants appropriately attired?

Safe for Activity? 


	Unaware of medical conditions or special requirements
	Participants or leaders
	Registration taken at start of each session
	
	

	
	
	
	All junior members must complete a Youth Membership Form
	
	

	
	No contact details for participant
	Participants or leaders
	All junior members must complete a Youth Membership Form
	
	

	
	Participants not appropriately attired may cause injury or illness
	Participants
	Compulsory that shin guards are worn at each session. Awareness via the Youth Membership Form
	
	

	
	
	
	Coaches check that shin guards are worn at each session
	
	

	
	
	
	Participants encouraged to wear mouth guard via Youth Membership Form
	
	

	
	
	
	In bad weather conditions session is either cancelled or moved indoors
	
	

	
	Participants not appropriately attired may cause injury or illness
	Participants
	Participants advised to bring clothes to cope with all weather conditions via Youth Membership Form
	
	

	Emergency Points

Can emergency vehicles access facilities? Is there a working telephone?

 
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	Safety Information

Are there visible evacuation procedures?
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


SIGNED:







DATE:








NAME:









N.B. A new risk assessment form should be completed at the start of each season.






Yes





Yes





Possible outcomes:


Statutory Authorities investigation or assessment


Criminal proceedings


Referral back to Disciplinary Committee


Possible civil proceedings





In all cases ensure that personnel are contacted.





If the concern raised relates to the Designated Person, refer directly to the Club Chairman who will facilitate referral of the concerns to Statutory Authorities.





Appeals Procedure





Possible Outcomes of Hearing:


No case to answer


Warrants advice/warning as to future conduct/sanctions


Further training and support needed


Referral to POCS register


Suspension








Disciplinary Committee Investigation





If concerns remain, refer to the appropriate individual senior in accordance with the disciplinary process





Report concerns to the Designated Person (Unless -see below) who must then ensure the safety of the child and other children.  This person will then refer concerns to the Statutory Authorities.





The Designated Person or Children’s Officer will deal with it as a misconduct issue





Yes





Could it also be child abuse? 





Is it serious poor practice or an alleged breach of the Code of Ethics and Conduct (refer to Code of Conduct)





Is there a concern about the behaviour


of a Club member or volunteer?





Tell Complainant





Make a formal referral to Statutory Authorities





No





Yes





Record basis of decision not to advise parent. Seek advice from Statutory Authorities





Discuss with Statutory Authorities how parent will be informed





Consider if the parent  be advised  of abuse





Don’t


Proceed





Yes


Proceed





No


Record decision





Unclear





No case to answer





Designated Person should informally consult with Statutory  Authorities





Decide if reasonable grounds for concerns (Refer to Code of Ethics for Guidance)





Report to Designated Person














1

