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Child and Vulnerable Adult Protection Policy
Kinross Hockey Club is fully committed to safeguarding the welfare of all children and vulnerable adults in its care.  It recognises the club’s responsibility to promote safe practice and to protect children and vulnerable adults.
Responsibilities

Kinross Hockey Club will:

•
Promote the health and welfare of children and vulnerable adults by providing opportunities for them to take part in hockey safely.

•
Embrace difference and diversity and respect and promote the rights, wishes and feelings of children and vulnerable adults.

•
Promote and implement appropriate procedures to safeguard the well-being of children and vulnerable adults and protect them from abuse.

•
Recruit, train, support and supervise its members to adopt best practice to safeguard and protect children and vulnerable adults from abuse and to minimise risk to themselves.

•
Require members to adopt and abide by this Child and Vulnerable Adult Protection Policy and these Procedures.

•
Respond to any allegations of misconduct or abuse of children or vulnerable adults in line with this Policy and these Procedures as well as implementing, where appropriate, the relevant disciplinary and appeals procedures.

•
Review and evaluate this Policy and these Procedures on a regular basis.

Principles

The welfare of children and vulnerable adults is everyone’s responsibility, particularly when it comes to protecting them from abuse.  Children and vulnerable adults have a lot to gain from sport.  Their natural sense of fun and spontaneity can blossom in a positive environment created by sports organisations.  It provides an excellent opportunity for them to learn new skills, become more confident and maximise their own unique potential.  This Policy and these Procedures are based on the following principles:

•
The welfare of children and vulnerable adults is the primary concern.

•
All children and vulnerable adults, whatever their age, culture, disability, gender, language, racial origin, socio-economic status, religious belief and/or sexual identity have the right to protection from abuse.

•
It is everyone's responsibility to report any concerns about abuse and the responsibility of the Social Work Department and the Police to conduct, where appropriate, a joint investigation.

•
All incidents of alleged poor practice, misconduct and abuse will be taken seriously and responded to swiftly and appropriately.

•
All personal data will be processed in accordance with the requirements of the Data Protection Act 1998.

Review

This Policy and these Procedures will be regularly monitored and reviewed:

•
In accordance with changes in legislation and guidance on the protection of children and vulnerable adults or any changes within Kinross Hockey Club
•
Following any issues or concerns raised about the protection of children or vulnerable adults within Kinross Hockey Club.

•
In all other circumstances, at least annually. 

Child and Vulnerable Adult Protection
Procedures
1.  Recruitment and Employment  

Kinross Hockey Club will take all reasonable steps must be taken to ensure unsuitable people are prevented from working with children and vulnerable adults.

For all positions that require regular contact with children or vulnerable adults the following recruitment procedures must be completed.

1.1 Advertising
All forms of advertising used to recruit members for positions involving regular contact with children or vulnerable adults will include the following:
•
The aims of Kinross Hockey Club and, where appropriate, details of the particular programme involved.

•
The responsibilities of the role.

•
The level of experience or qualifications required (e.g. experience of working with children is an 
advantage).

•
Details of Kinross Hockey Club’s open and positive stance on child and vulnerable adult protection.
1.2 Pre-application Information
Pre-application information for positions involving regular contact with children or vulnerable adults will be sent to applicants and will include:

•
A job description including roles and responsibilities.

•
A candidate specification (e.g. stating qualifications or experience of working with children or vulnerable adults required).

•
An application form and self-declaration form.

•
Information on Kinross Hockey Club and related topics.
1.3 Application and Self-Declaration Form
All applicants will be requested to complete an application and self-declaration form.  The purpose of the application form is to obtain relevant details from the applicant for the position.  The purpose of the self-declaration form is to collect information on criminal behaviour that is relevant to the position e.g. criminal records or investigations.  The self-declaration form is requested in a separate sealed envelope and is not opened until the applicant is selected for an interview.  If the applicant is not selected the form is returned unopened to the applicant.

*See Appendix 1 for Self-Declaration Form.

1.4 References
References will be sought and thoroughly checked.  Where possible at least one of these references will be from an employer or a voluntary organisation where the position required working with children or vulnerable adults in any of the following capacities: employee; volunteer; or work experience.  If the person has no experience of working with children or vulnerable adults, specific training requirements will be agreed before appointment.
1.5 Checks
Scottish Hockey is registered with the Central Registered Body for Scotland (CRBS).  
Individuals carrying out regulated work with children (and/or vulnerable adults) within Kinross Hockey Club must be a member of the Protecting Vulnerable Groups scheme.

Kinross Hockey Club will require all successful applicants to submit a PVG Scheme Records check or update which will be returned to and processed by Scottish Hockey.

Kinross Hockey Club is recognised as a Secondary Organisation of Scottish Hockey with Kinross Hockey Club’s Child and Vulnerable Adult Protection Officer (CPO) being the clubs PVG check coordinator and approved PVG identification checker.

*See Appendix 1 – Self Declaration Form.

*See Appendix 2 for the details of the PVG Scheme Member Application Process. 
1.6 Interview
For positions that require regular contact with children or vulnerable adults, interviews will be carried out.  An interview will include requests for additional information to support the application.
1.7 Offer of Position
Once a decision has been made to appoint an individual, an offer letter will be presented to the applicant including the details of the position, any special requirements and the obligations e.g. agreement to the policies and procedures of the organisation, the probation period and responsibilities of the role.  Confirmation of the position being accepted will require the offer letter to be formally accepted and agreed to in writing e.g. by the individual signing and dating their agreement on the offer letter and returning it to the organisation.
1.8 Induction
The induction process for the newly appointed member will include the following:
•
An assessment of training, individual aids and any other needs and aspirations.

•
Clarification, agreement and signing up to the Child and Vulnerable Adult Protection Policy and 
Procedures.

•
Clarification of the expectations, roles and responsibilities of the position.

1.9 Training
Newly appointed members will complete the following training over an agreed period:
•
Protecting children and vulnerable adults. 

•
Working effectively with children and vulnerable adults.
•
Any other identified training needs.

1.10 Probation
Newly appointed members will complete an agreed period of probation on commencement of their role.
1.11 Monitoring and Performance Appraisal
All members who have contact with children or vulnerable adults will be monitored and their performance appraised.  This will provide an opportunity to evaluate progress, set new goals, identify training needs and address any concerns of poor practice.
2. Members with Specific Responsibility for the Protection of Children and Vulnerable 
Adults
2.1
Child and Vulnerable Adult Officer
The Child and Vulnerable Adult Officer has the main responsibility for managing child and vulnerable adult protection issues within Kinross Hockey Club.  The role and responsibilities of the Child and Vulnerable Adult Officer are detailed below.  Specific responsibilities in relation to allegations against members are detailed in the Procedure for Managing Suspicions and Allegations of Abuse of a Child or Vulnerable Adult against Members (Section 7.5).
2.2
Role and Responsibilities of the Child and Vulnerable Adult Officer
Within Kinross Hockey Club the Child and Vulnerable Adult Officer will:

•
Implement and promote Kinross Hockey Club’s Child and Vulnerable Adult Protection Policy and Procedures.

•
Regularly report to the Management Committee.
•
Act as the main contact within Kinross Hockey Club for the protection of children and vulnerable adults.

•
Provide information and advice on the protection of children and vulnerable adults.

•
Support and raise awareness of the protection of children and vulnerable adults.

•
Communicate with members on issues of child and vulnerable adult protection.

•
Respond appropriately to disclosures or concerns which relate to the well-being of a child.

•
Keep abreast of developments and understand the latest information on data protection, confidentiality and other legal issues that impact on the protection of children and vulnerable adults.

•
Encourage good practice, promote the Code of Conduct and support procedures to protect children and vulnerable adults. Likewise challenge behaviour which breaches the Code of Conduct.

•
Act as an I.D. checker on behalf of Scottish Hockey.

•
Maintain accurate records of members who have underwent PVG checks.

•
Establish and maintain contact with local statutory agencies including the Police and Social Work Department.

•
Maintain confidential records of reported cases and action taken and liaise with the statutory agencies and ensure they have access to all necessary information.

•
Organise training for members.  

•
Regularly monitor and review the Kinross Hockey Club’s Child and Vulnerable Adult Protection Policy and Procedures. 

Kinross Hockey Club’s Child and Vulnerable Adult Protection Officer for season 2021/2022 is Lyndsay Stobie.
3. Code of Conduct for the Protection of Children and Vulnerable Adults 

This code of conduct details the types of practice required by all members of Kinross Hockey Club when in contact with children or vulnerable adults.  The types of practice are categorised into good practice; practice to be avoided and practice never to be sanctioned.  Suspicions or allegations of non-compliance of the Code by a member will be dealt with through the Kinross Hockey Club’s Disciplinary Procedure for misconduct or through Responding to a Suspicion or Allegation of Abuse against a Member of Kinross Hockey Club (Section 7.5).

3.1 Good Practice
Kinross Hockey Club supports and requires the following good practice by members when in contact with children and vulnerable adults.
When working with children or vulnerable adults:

•
Make sport fun, enjoyable and promote fair play.

•
Always work in an open environment e.g. avoid private or unobserved situations and encourage an open environment for activities.

•
Treat all children and vulnerable adults equally, with respect and dignity.

•
Put the welfare of each child or vulnerable adult first before winning or achieving 
performance goals.

•
Be an excellent role model including not smoking or drinking alcohol in the company of children or vulnerable adults.

•
Give enthusiastic and constructive feedback rather than negative criticism.

•
Ensure that if any form of manual or physical support is required for a child or vulnerable adult, it is provided openly, the child or vulnerable adult is informed of what is being done and their consent is obtained.

•
Deliver educational instruction first verbally; secondly role-modelled; and thirdly, and only if necessary, with hands on - which must be accompanied by telling the child or vulnerable adult where you are putting your hands and why it is necessary and obtaining their consent.

•
Involve parents, guardians and carers wherever possible.

•
Build balanced relationships based on mutual trust that empower children and vulnerable adults to share in the decision-making process.

•
Recognise the developmental needs and capacity of children and vulnerable adults and avoid excessive training or competition and either pushing them against their will or putting undue pressure on them.

First Aid and Treatment of Injuries:

If, in your capacity as a member of Kinross Hockey Club, a child or vulnerable adult requires first aid or any form of medical attention whilst in your care, then the following good practice must be followed:

•
Where practicable all parents/guardians of children under 18 must complete a Kinross Hockey Club Medical Consent Form before participating in Hockey. 

•
Be aware of any pre-existing medical conditions, medicines being taken by participants or existing injuries and treatment required.

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

•
Where possible, ensure access to medical advice and/or assistance is available.

•
Only those with a current, recognised First Aid qualification should respond to any injuries.

•
Where possible any course of action should be discussed with the child/vulnerable adult, in language that they understand and their permission sought before any action is taken.

•
In more serious cases, assistance must be obtained from a medically qualified professional as soon as possible.

•
The child’s or vulnerable adult’s parents/guardians or carers must be informed of any injury and any action taken as soon as possible, unless it is in the child’s or vulnerable adult’s interests and on professional advice not to do so.

•
A Notification of Accident Form must be completed and signed and passed to the organisation as soon as possible.

For taking and transporting children or vulnerable adults away from home:

If it is necessary to provide transport or take children or vulnerable adults away from home the following good practice must be followed:

•
Where practicable request written parental/guardian consent if members are required to transport children or vulnerable adults.

•
Always tell another member that you are transporting a child, give details of the route and the anticipated length of the journey.

•
Ensure all vehicles are correctly insured.

•
All reasonable safety measures are taken, e.g. children in the back seat, seatbelts are 
worn.

•
Ensure, where possible, a male and female accompany mixed groups of children or vulnerable adults.  These adults should be familiar with and agree to abide by Kinross Hockey Club's Child and Vulnerable Adult Protection Policy and Procedures.

•
Always plan and prepare a detailed programme of activities and ensure copies are available for other members and parents/guardians.

3.2
Practice To Be Avoided
In the context of your role within Kinross Hockey Club, the following practice should be avoided:

•
Avoid having ‘favourites’ - this could lead to resentment and jealousy by other children or vulnerable adults and could lead to false allegations.

•
Avoid spending excessive amounts of time alone with children or vulnerable adults away 
from others.

•
Ensure that when children or vulnerable adults are taken away from home adults avoid entering their rooms unless in an emergency situation or in the interest of health and safety.  If it is necessary to enter rooms, the door should remain open, if appropriate.

•
Avoid taking children or vulnerable adults to your home.

•
Avoid, where possible, doing things of a personal nature for children and vulnerable adults that they can do for themselves.

Important Note:

It may sometimes be necessary for members to do things of a personal nature for children or vulnerable adults, particularly if they are very young or vulnerable.  These tasks should only be carried out with the full understanding and consent of the child or vulnerable adult and where possible their parents/guardians.  It is important to respect their views.  If a person is fully dependent on you, talk with him/her about what you are doing and give choices where possible, particularly so if you are involved in any dressing or undressing of outer clothing, or where there is physical contact, lifting or assisting a child or vulnerable adult to carry out particular activities.  Do not take on the responsibility for tasks for which you are not appropriately trained.

3.3
Practice never to be sanctioned

In the context of your role within Kinross Hockey Club, the following practices should never be sanctioned:

•
Never engage in sexually provocative games, including horseplay.

•
Never engage in rough or physical contact except as permitted within the rules of the game or 
competition.

•
Never form intimate emotional or physical relationships with children or vulnerable adults.

•
Never allow or engage in touching a child or vulnerable adult in a sexually suggestive 
manner.

•
Never allow children or vulnerable adults to swear or use sexualised language 
unchallenged.

•
Never make sexually suggestive comments to a child or vulnerable adult, even in fun.

•
Never reduce a child or vulnerable adult to tears as a form of control.

•
Never allow allegations made by a child or vulnerable adult to go unchallenged, unrecorded or not acted upon.

•
Never share a room with a child or vulnerable adult for sleeping accommodation.

•
Never invite or allow children or vulnerable adults to stay with you at your home.

Important Note:

In special cases sharing may be required for health and safety reasons or if the child is very young or particularly vulnerable.  If so, explain why this is necessary to the child/vulnerable adult and their parent or guardian and seek their consent.  Where possible ensure that at least two adults, preferably male and female are in the room.

3.4
Reporting

If members have concerns about an incident involving a child or vulnerable adult that seems untoward or unusual they must report their concerns as soon as possible to the Child and Vulnerable Adult Officer.  Parents should also be informed of the incident as soon as possible unless it is not in the child's or vulnerable adult’s interests to tell them (refer to Section 8, Sharing Concerns with Parents, Guardians or Carers).

Report, record and inform if the following occur:

•
If you accidentally hurt a child or vulnerable adult.

•
If a child or vulnerable adult seems distressed in any manner.

•
If a child or vulnerable adult misunderstands or misinterprets something you have said or 
done.

•
If a child or vulnerable adult appears to be sexually aroused by your actions.

•
If a child or vulnerable adult needs to be restrained.

4. Identifying and Managing Bullying

The lives of many people are made miserable by bullying.  Victims of bullying can feel lonely, isolated and deeply unhappy.  It can have a devastating effect on a child or vulnerable adult's self-esteem and destroy their self-confidence and concentration.  They may become withdrawn and insecure, more cautious and less willing to take any sort of risk.  They may feel it is somehow their fault or that there is something wrong with them and at worst cause depression and/or feelings of worthlessness that lead to suicide.

To ensure Kinross Hockey Club creates an atmosphere where bullying of children and vulnerable adults is unacceptable and to help members manage bullying issues, guidelines for identifying and managing bullying have been developed.

Any suspicions or allegations of bullying of a child or vulnerable adult against a member will be dealt with through the Kinross Hockey Club Disciplinary Procedures and/or Responding to a Suspicion or Allegation of Abuse against a Member of Kinross Hockey Club (Section 7.5).

5. Photographing, Videoing and Filming of Children and Vulnerable Adults

There is evidence that some people have used sporting venues and activities as an opportunity to take inappropriate photographs or film footage of children and vulnerable adults.  The following procedures have been developed to protect children and vulnerable adults.

The following is required for Kinross Hockey Club activities or events where children or vulnerable adults are participating:

•
Where possible consent from the parent/guardian for photographing, videoing and/or filming of a child or vulnerable adult must be obtained prior to the event or activity.

•
Where possible anyone wishing to use photographic/film/video equipment at a venue must obtain the approval of Kinross Hockey Club.
•
No unsupervised access or one-to-one sessions are to be permitted unless this has been approved in advance by the child or vulnerable adult, parent/guardian and the organisation, and appropriate vetting has occurred e.g. Disclosure Scotland check of individual wanting to photograph, film or video.

•
Kinross Hockey Club reserves the right at all times to prohibit the use of photography, film or video at any event or activity with which it is associated.

•
The requirements above are publicly promoted to ensure all people present at the event or activity understand the procedure and are aware of whom to contact if concerned.

5.1
Concerns about Photographers, Video or Film Operators

Any concerns with photographers or video or film operators are to be reported to Kinross Hockey Club’s Child and Vulnerable Adult Officer and where relevant, the Police.

6. Children or Vulnerable Adults in Publications and on the Internet

Sport websites and publications provide excellent opportunities to broadcast achievements of individuals to the world and to provide a showcase for the activities of young people or vulnerable adults.  In some cases, however, displaying certain information about children and vulnerable adults could place them at risk.  The following procedure must be followed to ensure Kinross Hockey Club publications and Kinross Hockey Club information on the Internet do not place children and vulnerable adults at risk.

Kinross Hockey Club publications and Kinross Hockey Club information on the Internet must adhere to the following:

•
Publications or information on an Internet site must never include personal information that could identify a child or vulnerable adult e.g. home address, e-mail address, telephone number of a child or vulnerable adult.  Any contact information must be directed to either Kinross Hockey Club or another relevant organisation's address, for example another governing body or club.

•
Before publishing any information about a child or vulnerable adult, written consent must be obtained from the child or vulnerable adult’s parent/guardian.  If the material is changed from the time of consent, the parents/guardians must be informed and consent provided for the changes.

•
The content of photographs or videos must not depict a child or vulnerable adult in a provocative pose or in a state of partial undress other than when depicting a sporting activity.  Where relevant, a tracksuit may be more appropriate attire.  Children and vulnerable adults must never be portrayed in a demeaning or tasteless manner.

•
For photographs or videos of groups or teams of children or vulnerable adults ensure that only the group or team is referred to, not individual members.  Credit for achievements by a child or vulnerable adult are to be restricted to first names e.g. Tracey was Player of the Year 2002.

•
All published events involving children or vulnerable adults must be reviewed to ensure the information will not put children or vulnerable adults at risk.  Any publications of specific meetings or child/vulnerable adult events e.g. team coaching sessions, must not be distributed to any individuals other than to those directly concerned.

•
Particular care must be taken in publishing photographs, film or videos of children or vulnerable adults who are considered particularly vulnerable e.g. the subject of a child or vulnerable adult protection issue or a custody dispute.

•
Particular care is to be taken in publishing photographs, films or videos of children or vulnerable adults with physical, learning and/or communication or language disabilities, as they could be particularly vulnerable to abuse (Morgan, 1979; Watson, 1984#).

Important Note: Any concerns or enquiries about publications or Internet information should be reported to Kinross Hockey Club’s Child and Vulnerable Adult Officer.  

7. Responding to Disclosures

Information you receive about or from a child or vulnerable adult may fall into one of the following categories:

1
Suspicion or allegation of misconduct against a member of Kinross Hockey Club
2
Suspicion or allegation of abuse against a member of Kinross Hockey Club
3
Suspicion or allegation of inappropriate behaviour against someone who is not a member

4
Suspicion or allegation of abuse against someone who is not a member

If unclear about the nature of the information (and therefore which category the disclosure falls into) advice must be sought from the Child and Vulnerable Adult Officer or the Police or Social Work Department.

It is not the responsibility of anyone from Kinross Hockey Club to decide whether or not a child or vulnerable adult has been abused.  It is however everyone's responsibility to report concerns.

It is very important that Kinross Hockey Club members understand what is meant by the term 'abuse'. The different types of abuse are:

•
Emotional Abuse

•
Neglect

•
Physical Abuse

•
Sexual Abuse

•
Negative Discrimination (including racism)

•
Bullying (includes bullying by gangs; bullying by family members; physical bullying; verbal bullying; teasing; and harassment)

7.1
How to Listen to a Disclosure

It is important to listen carefully to the information a child or vulnerable adult discloses.  When listening to a disclosure the following good practice is required: 

•
React calmly so as not to frighten the child/vulnerable adult.

•
Listen to the child/vulnerable adult.

•
Do not show disbelief.

•
Tell the child/vulnerable adult that he/she is not to blame and that he/she was right to tell.

•
Take what the child/vulnerable adult says seriously, recognising the difficulties inherent in interpreting what a child/vulnerable adult says, especially if they have a speech disability and/or differences in language.

•
Do not pre-suppose that the experience was bad or painful - it may have been natural or even pleasurable.  Always avoid projecting your own reactions onto the child or vulnerable adult.

•
If you need to clarify, keep questions to the absolute minimum to ensure a clear and accurate understanding of what has been said.

•
If you need to clarify or the statement is ambiguous, use open-ended, non-leading 
questions.

•
Do not introduce personal information from either your own experiences or those of other children or vulnerable adults.

•
Reassure the child or vulnerable adult.

Actions to Avoid

When receiving a disclosure:

•
Avoid panic.

•
Avoid showing shock or distaste.

•
Avoid probing for more information than is offered.

•
Avoid speculating or making assumptions.

•
Avoid making negative comments about the person against whom the allegation has been 
made.

•
Avoid approaching the individual against whom the allegation has been made.

•
Avoid making promises or agreeing to keep secrets.

•
Avoid giving a guarantee of confidentiality.

7.2
Responding to a Suspicion or Allegation of Inappropriate Behaviour or Misconduct against Someone who is Not a Member of Kinross Hockey Club
In the course of your role within Kinross Hockey Club a child or vulnerable adult may disclose information to you about a person who is not a member that leads to a suspicion or allegation of inappropriate behaviour or misconduct.

If the disclosure is about an incident that occurred during a Kinross Hockey Club event or activity:

•
Listen to the child as detailed above. 

•
Acknowledge the information received.

•
Pass the information to both the manager of the event or activity and the Child and Vulnerable Adult Officer and if appropriate the parents/guardians/carers of the child or vulnerable adult (refer to Section 8 Sharing Concerns with Parents, Guardians or Carers).

•
Make a full written record of the disclosure on the day you receive the disclosure, using the KHC Significant incident and Welfare Form. Appendix 3.
•
Sign and date the record then pass it to the Child and Vulnerable Adult Officer.

7.3
Responding to a Suspicion or Allegation of Inappropriate Behaviour or Misconduct against a Member of Kinross Hockey Club
If you receive a disclosure that leads to a suspicion or allegation of inappropriate behaviour or misconduct against a member:

•
Listen to the child as detailed above.

•
Acknowledge the information received.

•
Pass to the Child and Vulnerable Adult Officer.

•
Make a full written record of the disclosure on the day you receive the disclosure using the KHC Significant incident and Welfare Form. Appendix 3.
•
Sign and date the record then pass to the Child and Vulnerable Adult Officer.

Establishing the Basic Facts

The Child and Vulnerable Adult Officer must clarify the basic facts to establish whether there is reasonable cause to suspect or believe that misconduct has occurred.  If the basic facts support a suspicion or allegation of misconduct by a member, the matter will be dealt with in accordance with the Kinross Hockey Club’s Disciplinary Procedure.

7.4
Responding to a Suspicion or Allegation of Abuse against Someone who is Not a Member of Kinross Hockey Club
All allegations of abuse must be taken seriously.  Although false allegations of abuse do occur, they are less than usual.  If a child or vulnerable adult says or indicates that he/she is being abused or information is obtained which gives concern that a child or vulnerable adult is being abused, you must react as soon as possible that day in line with the following procedures.

Where there is uncertainty about whether the concern relates to abuse or misconduct, the Child and Vulnerable Adult Officer must firstly be consulted for advice on the appropriate course of action.  If the Child and Vulnerable Adult Officer is unavailable, external agencies such as the Police and Social Work Department must be consulted for advice.  This is important because they have an overview of child protection issues and they may well have other information that together causes concern.

On receiving information about a non-member that leads to a suspicion or allegation of abuse:

•
Listen to the child or vulnerable adult as detailed in section 7.1 How to Listen to 
Disclosures.

•
Pass your concerns to the Social Work Department or the Police in the area where the abuse is alleged to have occurred immediately (these are available 24 hours a day).  Act on any advice given.  At the earliest opportunity tell the Child and Vulnerable Adult Officer about the action taken.

•
Make a full written record of what has been seen, heard and/or told as soon as possible in the child/vulnerable adult’s own words.  The information must, where known, include the following:

·  Name of child/vulnerable adult.
· Age, date of birth of child/vulnerable adult.
· Home address and telephone number of the child/vulnerable adult.
· The nature of the allegation in the child/vulnerable adult's own words.
· Any times, dates or other relevant information.

· Whether the person making the report is expressing their own concern or the concerns of another person.
· The child/vulnerable adult’s account, if it can be given, of what has happened and how any injuries occurred. 
· The nature of the allegation (include all of the information obtained during the initial account e.g. time, date, location of alleged incident).
· A description of any visible (when normally dressed) injuries or bruising, behavioural signs, indirect signs (do not examine the child/vulnerable adult).
· Details of any witnesses to the incident.
· Whether the child/vulnerable adult's parents/guardians/carers have been contacted.
· Details of anyone else who has been consulted and the information obtained from them.
· If it is not the child/vulnerable adult making the report, whether the child/vulnerable adult has been spoken to, if so what was said.
· Record, sign and date on the day what you have seen, heard or been told.

· See Appendix 3- KHC Significant Incident and Welfare Form

•
If making an electronic copy do not save to the hard drive or floppy disk.  Print off the record, sign and date, then delete the electronic copy, that day.

•
Pass the record to the Social Work Department or the Police.

Remember:  Listen; Respond; Report and Record

7.5
Responding to a Suspicion or Allegation of Abuse against a Member of Kinross 
Hockey Club 

The feelings caused by the discovery of potential abuse by a member will raise different issues, e.g. disbelief that a member would act in this way.  It is not the responsibility of a member to take responsibility or to decide whether or not a child or vulnerable adult has been abused.  However, as with allegations against non-members, it is the responsibility of the individual to act on any concerns.

Any information that raises concern about the behaviour of a member towards a child or vulnerable adult must be passed on as soon as possible that day, in accordance with these procedures.  No member in receipt of such information shall keep that information to himself/ herself or attempt to deal with the matter on their own.

These Procedures aim to ensure that all suspicions and/or allegations of abuse against a member are taken seriously and are dealt with in a timely and appropriate manner.  They must be read in conjunction with the Kinross Hockey Club’s Disciplinary Procedures.

7.5.1
On receiving information about a member that leads to a suspicion or allegation of abuse:

•
Listen to the child or vulnerable adult as detailed in section 7.1 How to Listen to 
Disclosures.

•
Pass your concerns to the Child and Vulnerable Adult Officer on the day or if not available, the Social Work Department or the Police in the area where the abuse is alleged to have occurred (these are available 24 hours a day).  Act on any advice given.

•
Make a full written record using KHC Significant Incident and Welfare Form – Appendix 3
•
If making an electronic copy do not save to the hard drive or floppy disk.  Print the record, sign and date, then delete the electronic copy, that day.

•
Pass the record to the Child and Vulnerable Adult Officer or the Social Work Department or 
Police. 

Important Note: Where the concern is about the Child and Vulnerable Adult Officer it must be reported to the President of Kinross Hockey Club.

7.5.2 
Actions for the Child and Vulnerable Adult Officer when Concerns are Reported

Before taking any action the Child and Vulnerable Adult Officer must always seek advice from the Police or Social Work Department. Thereafter:

•
Establish Basic Facts - the Child and Vulnerable Adult Officer must initially clarify the basic facts to establish whether there is reasonable cause to suspect or believe that a member may have abused a child and/or vulnerable adult.

Important Note:

•
This may necessitate the child(ren) or vulnerable adult(s) involved being asked some basic, open-ended, non-leading questions solely with a view to clarifying the basic facts.  It may also be necessary to ask similar basic questions of other children, or other appropriate individuals e.g. coaches.  After seeking advice from the Police and/or Social Work Department, the parents/guardians may be approached to provide consent to speak to a child/vulnerable adult.

•
Advice must be sought from the Police and/or Social Work Department as to whether the member about whom the allegation has been made may be approached as part of the initial enquiry.

•
This process will not form part of the disciplinary investigation.

If the basic facts support a suspicion or allegation of abuse:

•
The Child and Vulnerable Adult Officer will refer the suspicion and/or allegation to the Social Work Department and the Police, as soon as possible that day.

•
Appropriate steps may be required to ensure the safety of the child(ren) or vulnerable adult(s) who may be at risk.

•
A record should be made of the name and designation of the Social Work Department member of staff or the Police Officer to whom the concerns were passed, together with the time and date of the call, in case any follow up is required.

•
Following advice from the Social Work Department and/or Police, the parent/guardian of the child or vulnerable adult should be contacted as soon as possible.

Important Note:

•
Reporting of the matter to the Police or Social Work Department must not be delayed by attempts to obtain more information.  A Kinross Hockey Club Significant Incident and Welfare Form must be completed as soon as possible that day.  Where possible, a copy of this form must be sent to the Police and Social Work Department within 24 hours.

Possible Outcomes following advice from Police

Where the initial enquiry reveals that there is reasonable cause to suspect or believe that a member has abused a child and/or vulnerable adult there will be an investigation.  There are three types of investigation that can result:

•
A disciplinary investigation

•
A child protection investigation

•
A criminal investigation

Following advice from the Police, disciplinary action may be taken in cases where a criminal investigation is ongoing provided sufficient information is available to enable a decision to be made and doing so does not jeopardise the criminal investigation.

Procedures 7.5.1 and 7.5.2 are summarised in Flowchart 1 (Appendix 4).

7.5.3
 Managing the Member Against Whom the Allegation has Been Made

Following advice from the Police, if the decision is made that the member against whom the allegation has been made is to be informed, the member should be told an allegation has been made which suggests abuse.  It is essential to preserve evidence for any criminal proceedings while at the same time safeguarding the rights of the member.

7.5.4
Suspension

•
Suspension is not a form of disciplinary action.  The member may be suspended whilst an investigation is carried out.  

•
Suspension will be carried out by the Management Committee in accordance with Kinross Hockey Club's Disciplinary Procedures.

•
At the suspension interview the member will be informed of the reason suspension is taking place and given the opportunity to give a statement should he/she wish.  Notification of the suspension and the reasons will be conveyed in writing to the member in accordance with Kinross Hockey Club's Disciplinary Procedures.

7.5.5 Managing False or Malicious Allegations

•
Where after investigation, the allegation is found to be false or malicious the member will receive an account of the circumstances and/or investigation and a letter confirming the conclusion of the matter.  The member involved may wish to seek legal advice.

•
All records pertaining to the circumstances and investigation will be destroyed.

•
Where this involves a member of Kinross Hockey Club, they will be advised of the appropriate counselling services available.

7.5.6 Managing Allegations of Historical Abuse

•
Allegations of abuse may be made some time after the event e.g. an adult who was abused as a child by a member who is still currently working with children.  Where such an allegation is made the procedures for managing allegations of abuse, detailed in Sections 7.4 and 7.5, must be followed.

8. Making Referral Under the PVG Scheme

8.1 Background

The Protection of Vulnerable groups (Scotland) Act 2007 is in place to make sure unsuitable individuals cannot work or volunteer with children or protected adults (regulated work). A key part to this process working correctly is for organisations to pass on information to Disclosure Scotland when they identify an unsuitable individual within their organisation. 

Passing information to Disclosure Scotland is called making a referral.

Organisations have a legal obligation to pass information to Disclosure Scotland (make a referral) about an unsuitable individual when the individual who has been doing regulated work (paid or volunteering) meets both of the following:

· The individual doing regulated work has done something to harm a child or protected adult, and 

· The impact is so serious that the individual is removed from the regulated work 

What do we mean by harm?

Harm is when an individual who is doing regulated work, does any of the following:

· Harms a child or protected adult

· Places a child or protected adult at risk of harm

· Engages in inappropriate conduct involving pornography

· Engages in inappropriate conduct of a sexual nature involving a child or protected adult

· Gives inappropriate medical treatment to a child or protected adult

This may include behaviour which occurs outwith the person’s work / volunteering with Kinross Hockey Club.

What do we mean by removed?

· Dismissed the individual from their paid or volunteering position, or

· Moved the individual to a new paid or volunteering post that is not a regulated work position

· Reached a decision that we would have dismissed or moved someone, had they not already left the organisation

8.2 Policy on making referrals

When a volunteer or staff member is removed from their regulated work position by Kinross Hockey Club, the Child and Vulnerable Adult Protection Officer will consider whether the grounds for making a referral have been met. 

In some cases, information about inappropriate behaviour comes to light after someone leaves an organisation.  Kinross Hockey Club will also consider making a referral when such information might have led to a referral being made had it been known while the person concerned was still doing regulated work.

8.3 Process of making referrals

When Kinross Hockey Club is clear that a referral should be made to Disclosure Scotland, we will do so within 3 months.  This is a legal obligation and failure to make a referral to Disclosure Scotland will mean that an offence has been committed. 

It is the responsibility of the Child and Vulnerable Adult Protection Officer to make such a referral.  The Club President will deputise for the Child and Vulnerable Adult Protection Officer in fulfilling this responsibility.  The person making the referral will have the freedom and authority to consult with all relevant people within the organisation in order to obtain the necessary information.  A referral will be made at the end of the disciplinary process, once the decision has been reached to remove the individual from regulated work.

The relevant form for making a referral is available on the Disclosure Scotland website.  There full Guidance on the PVG Act is also on the website and should be consulted as required.  Advice on making a referral can be sought from CRBS.

9. Sharing concerns with Parents, Guardians or Carers
9.1
Where it is Not Abuse
There is always a commitment to work in partnership with parents/guardians/carers where there are concerns about a child/vulnerable adult.  Therefore in most situations, not involving the possibility of the abuse of a child or vulnerable adult, it would be important to talk to parents/guardians/carers to help clarify any initial concerns.  For example, if a child or vulnerable adult seems withdrawn, he/she may have experienced an upset in the family, such as a parental separation, divorce or bereavement.  Common sense is advised is these situations however advice should be sought from the Child and Vulnerable Adult Officer if there is any uncertainty about the appropriate course of action. 

9.2
Allegations of Abuse

There are circumstances in which a child or vulnerable adult might be placed at even greater risk if concerns are shared e.g. where a parent/guardian/carer may be responsible for the abuse or not able to respond to the situation appropriately.  
In all cases of suspected or alleged abuse, advice and guidance must first be sought from the local Social Work Department or the Police as to who contacts the parents.
10. Legal Framework

The legislation and guidance on which this policy and supporting procedures is based is located in Appendix 4. 

11. Secure Handling, Use, Storage and Retention of Disclosure Information

For the purpose of this policy, PVG Scheme Records, PVG Scheme Record Updates, Standard and Enhanced disclosures will be referred to as Disclosure Records.

This policy is for Volunteer Scotland Disclosure Services enrolled organisations accessing Disclosure Records for the purpose of assessing individual’s suitability for paid and/or unpaid work.

In accordance with the Scottish Government Code of Practice, for registered persons and other recipients of disclosure information, Scottish Hockey will ensure the following practice.
Disclosure records will only be requested when necessary and relevant to a particular post and the information provided on a disclosure record will only be used for recruitment purposes.

Kinross Hockey Club will ensure that an individual’s consent is given before seeking a disclosure record, and will seek their consent before using disclosure information for any purpose other than recruitment.  Furthermore, Kinross Hockey Club will ensure that all sensitive personal information that is collated for the purposes of obtaining a record will be managed confidentially at all times by those involved in the Disclosure process.
Disclosure information will only be shared with those authorised to see it in the course of their duties.

Disclosure information will be stored in a locked non-portable container and we will not retain such information for longer than it is relevant to their needs. Only those authorised to see this information in the course of their duties will have access to this container.  Disclosure information will be destroyed by shredding.  No image or photocopy of the disclosure information may be retained.  Recipients of disclosure information may, however, keep a record of the following:

· Date of issue of disclosure record

· Name of subject

· Disclosure type

· Position for which the disclosure was requested

· Unique reference number of disclosure

· Recruitment decision taken

Kinross Hockey Club will ensure that all staff with access to disclosure information are aware of this policy and have received relevant training and support. Kinross Hockey Club undertakes to make a copy of this policy available to any applicant for a post with Kinross Hockey Club that requires a Disclosure.
All forms can be found on Scottish Hockey website – www.scottish-hockey.org.uk in Clubs and Schools, Child Protection Page.

Also available on Kinross Hockey Club website, Child Protection page.

[image: image1.jpg]
SELF DECLARATION FORM

For undertaking regulated work with children

Please read this form carefully and fully complete all sections in BLOCK CAPITALS or the application cannot be processed.

	Title:


	Forename(s):
	Surname:

	Any previous names by which you may have been known, including maiden name(s):



	DOB:


	Gender:           Male                   Female

	Address:

Postcode:

Telephone number(s): Home:                                                   Mobile:

Preferred email address: 


	Name of club/organisation: Kinross Hockey Club

	Position within the club:

	Coach
	□
	First aider
	□

	Captain
	□
	Physiotherapist
	□

	Parent helper
	□
	Driver
	□

	Child Protection Officer
	□
	Other:
	................................................

	President
	□
	
	

	

	Have you commenced your position within the club?

	Yes 
	□
	Date commenced:

	No
	□
	Due to commence:

	Is your role:

Voluntary    □                                                            Paid              □
(Please note that if you are undertaking a paid position it will cost £59 to become a PVG Scheme Member).  

	Are you already a member of the Protection of Vulnerable Groups (PVG) Scheme?



	No             
	□
	Yes             
	□

	If yes you must provide your 16-digit PVG membership number below. Please note that the PVG scheme came into operation in March 2011 and is not an enhanced disclosure

PVG Membership Number: _ _ _ _  _ _ _ _  _ _ _ _  _ _ _ _           


Kinross Hockey Club is committed to the welfare and protection of children and has a duty to ensure the suitability of any individual who works with children.  

To fulfil this duty, we would ask that you complete the following information. 

I hereby declare and represent that, except those disclosed below, I have not at any time, either in the UK or abroad, been found guilty or been convicted by a court of any offence concerning children, nor bound over, placed on probation or a deferred sentence, or discharged either conditionally or absolutely in relation to such offences. 

I also declare that I am not, to my knowledge, or have ever been, subject of an investigation in relation to such offences except those disclosed below. 

PLEASE NOTE: You are advised under the provisions of the Rehabilitation of Offenders Act 1974 (exceptions) order 1975 as amended by the Rehabilitation of Offenders Act 1974 (Exceptions Amendment) Order 1986, to declare all convictions including ‘spent’ convictions. 

Whilst not all convictions will debar you from working with children you must declare any offences or investigations below. 

Please supply details of any criminal convictions including cautions, deferred sentences, absolute discharges, bind over, probation orders and investigations:

PREVIOUS OFFENCES/POLICE INVESTIGATIONS

	Date
	Offence
	Penalty/disposal

	
	
	

	
	
	

	
	
	

	
	
	


	Have you ever had a disciplinary sanction from any other organisation relating to inappropriate behaviour with children/child abuse?



	No
	□
	Yes      
	□

	If yes, please provide details: 




The Data Protection Act 1998 requires that you are informed about how your personal information will be used. For the purposes of child wellbeing/child protection matters, the club may share information about you with Scottish Hockey and/or National (UK) Governing Body where it has been alerted to circumstances that might affect your status as a member of the PVG scheme for regulated work with children and/or protected adults or your suitability to carry out the regulated work role for which you have applied/been appointed or already doing. In the event such sharing is deemed necessary, it will normally only be carried out between the registered Child Protections Officers in the Club and Scottish Hockey.

I hereby give my consent to Kinross Hockey Club requesting a PVG Scheme Record/Scheme Record Update (as appropriate under the PVG Scotland Act 2007) for the purposes of verifying the replies given in this declaration, including enquiries of any relevant authority, should my position have significant contact with children.

I agree to inform Kinross Hockey Club Child Protection Officer if I am convicted of an offence after completing this form.  I understand that failure to do so may lead to the immediate suspension of my work with children and/or the termination of my services. 

I agree to abide by Kinross Hockey Club’s Code of Conduct and Child Protection Policy, Procedures and Guidelines.

I agree to abide by the conditions above and certify that the information contained in this form is true and correct to the best of my knowledge and I realise that any false information on wilful omissions may lead to the immediate suspension of my work for the organisation and/or the termination of my services.  

Signed: ​​​​​​​​​​​​​​​_____________________________________
Date: ____________________

This form should be marked ‘Private & Confidential’ and returned to:
Lyndsay Stobie

Child Protection Officer

Either scan/photo and send to lyndsay.stobie@gmail.com

or email me for my postal address.

IF YOU ARE UNDER 16 PLEASE HAVE YOUR PARENT OR GUARDIAN COUNTERSIGN 

PLEASE RETURN THIS FORM TO YOUR CLUB’S CHILD PROTECTION OFFICER WHO WILL ISSUE YOU WITH A PVG APPLICATION FORM


PVG Scheme Member Application Process
STEP 1


The Applicant fills in the Self Declaration Form (Appendix 1), which can be found on the Club website: http://www.kinrosshockey.org/childprotection. It can be returned in person, or a photo of it can be sent to the CPO by email, who can share it with Club Administrator to make sure their details are up to date in Core. If the applicant is not already a member of the hockey club they must be added to Core. The CPO keeps this Self-Declaration form for their records.  The applicant may begin working in the specified role once this form is completed and returned. They are now considered ‘in the process of being PVG checked’. The form is themselves declaring that they do not have any previous convictions. Anyone giving false information here is breaking the law. 
We would also expect clubs to still undertake any additional checks including the likes of references and seeing any relevant qualifications before they undertake their role.
STEP 2

When the applicant returns the Self Declaration Form to the CPO, they must also email photographs of three forms of ID, one of which must be photographic, or they can show the IDs to the CPO in person.  The CPO then fills in an 'Online PVG Request Form', signing and dating the sheet, which is then submitted to SHU by emailing Michael McDougall - michael.mcdougall@scottish-hockey.org.uk.
STEP 3
.

Scottish Hockey will then make final checks, filling in the relevant parts of the form and cover sheets as the intermediary body and submit the application forms to CRBS. Updating the applicant’s record in Core, showing the date that their application has been submitted.  Disclosure Scotland will then email the applicant with a link to an online form that needs to be completed within 7 days.
STEP 4
	From point of submission to CRBS, depending on their workloads and time of year applications can take 2-6 weeks to be processed, although they aim to have any non-contentious applications processed within 14 days. The applicant will be sent their certificate directly and we at Scottish Hockey will receive a copy roughly two weeks later. We will update their record in Core to show that they have ‘passed’ and CPOs will be informed that they have become a member of the PVG scheme (although the applicant may have already told you)




SIGNIFICANT INCIDENT AND WELFARE FORM

This form must be completed as soon as possible after receiving information that causes concern about the welfare or protection of a child. The form must be passed to the Child Protection Officer as soon as possible after completion; do not delay by attempting to obtain information to complete all sections.

Complete Part A of this form if the concerns relate to the general welfare of a child.

Complete Parts A and B if the concerns relate to possible child abuse. 
PART A
where there are concerns about general welfare of a child
1. Child’s Details

	Name:

	Date of Birth:

	Address:
Postcode:
	Tel No:

	Preferred Language:

	Is an interpreter required?                                         YES / NO

	Any Additional Needs?



2. Details of Person Recording Concerns

	Name:

	Position/Role:

	Address:  
Postcode:
	Tel No:


3. Details of Incident giving rise to Concerns


 (including date, time, location, nature of concern, who, what, where, when, why)
	


4. Details of any witnesses


(including names, addresses and telephone contacts) 

	


5. Details of injuries


(including all injuries sustained, location of injury and action taken)

	


PART B
where there are concerns about possible child abuse
6. Details of person about whom there is a concern

	Name:

	Relationship to Child:

	Address:  
Postcode:
	Tel No:


7. Details of concerns


(including date, time, location, nature of concern, who, what, where, when, why 


Continue on a separate sheet if necessary)

	


8. Details of any action taken

	


9. Details of agencies contacted


(including date, time, name of person contacted and advice received)

	


10. Have the child’s parents/carers been informed? YES/NO (delete as appropriate) 


If yes, record details / If no please state why not:

	


11. Child’s views on situation (if expressed). Where possible, please use the child’s own words.  

	


Signed: 







Date: 




Print Name: 







Position: 


SAFE IN CARE
PARTNERSHIP WITH PARENTS

Kinross Hockey Club values the involvement of children in our sport. We are committed to ensuring that all children have fun and stay safe whilst participating in Hockey

To help us fulfil our joint responsibilities for keeping children safe Kinross Hockey Club has Safe in Care Guidelines. These Guidelines tell you what you can expect from us when your child participates in Hockey and details the information we need from you to help us keep your child safe. 

We need you to you complete this form at the start of every season and to let us know as soon as possible if any of the information changes. All information will be treated with sensitivity, respect and will only be shared with those who need to know e.g. a team manager or first aider. 

	NAME OF CHILD:

_____________________________________
	DATE OF BIRTH:

________________________________


	NAME OF PARENT/GUARDIAN:

_____________________________________
	RELATIONSHIP TO CHILD:

________________________________


TRANSPORTATION OF CHILDREN 

I CONSENT / I DO NOT CONSENT (delete as appropriate) to my child being transported by persons representing Kinross Hockey Club, one of its individual members or affiliated clubs, schools or districts for the purposes of taking part in Hockey.

I understand Kinross Hockey Club will ask any person using a private vehicle to declare that they are properly licensed and insured and, in the case of a person who cannot so declare, will not permit that individual to transport children. 

	SIGNED: _____________________________________
	DATE: ________________________________


PHOTOGRAPHS AND PUBLICATIONS (including website)
Your child may be photographed or filmed when participating in hockey for Kinross Hockey Club. All reasonable steps will be taken to obtain parental consent. In the absence of any explicit objection, those responsible will act in the best interests of the child which may include assuming parental agreement for the above reasons. 

I GIVE /  DO NOT GIVE (delete as appropriate) my permission for my child to be involved in photographing/filming and for information about my child to be used for the purposes of promotion, Performance Analysis, Reporting, etc. 

	SIGNED: ___________________________________
	DATE: ________________________________


I am aware of the Safe in Care Guidelines for Hockey and agree to work in partnership with Kinross Hockey Club to promote my child’s safe participation.  

I understand Kinross Hockey Club will listen to the views of my child in relation to all matters affecting them and they will respect my child’s ability to give their own informed consent.

	SIGNED: _____________________________________
	DATE: ________________________________


MEDICAL INFORMATION and CONSENT 
	Emergency Contact:

Relationship to Child:
	

	Telephone:
	H_______________
	W_______________
	M_______________



	Email:
	

	GP Name:
	______________________________________________________

	GP Address:
	______________________________________________________

________________________________________________________________​​​​​​​​​​​​​​​​​​​​​​____________________________________________

	GP Telephone No:
	______________________________________________________


Please complete the following details. If none, please state “none”.

	Any pre-existing medical conditions that may affect the child’s participation in Hockey:

________________________________________________________________________  ________________________________________________________________________

________________________________________________________________________


	Any medication or treatment required:



	Any existing injuries (include when injury sustained and treatment received):

_________________________________________________________________________



	Allergies including allergies to medication

__________________________________________________________________________

__________________________________________________________________________

__________________________________________________________________________




TO BE COMPLETED BY PARENT/GUARDIAN

I consent to my child receiving medical treatment, including anaesthetic, which the medical professionals present consider necessary.

I undertake to inform Kinross Hockey Club or any other relevant parties should any of the information contained in this form change.

	SIGNED: ____________________________________
	DATE: ________________________________


CODE of CONDUCT and PROCEDURES

The coaching staff will deal with any minor rules broken appropriately. A breach of the following, however, will be deemed serious:

· Leaving of the sports/residential grounds without the organisers/coaches permission

· Causing deliberate damage or defacing any piece of furniture or equipment

· Enter changing rooms/bedrooms/areas that host the opposite sex.  (Any part of the person beyond the point of the threshold will be deemed inside)

· Verbally abusing any participant, coach or any facility-centre-staff member.

· Physically abusing any participant or any other person at or around the facility

· Taking of any form of alcohol or any illegal substances

· Breaking any curfew rulings made by staff

· Breaking the rules set out by any facility being utilised

Should there be a breach of any of the above the following steps will be taken to resolve the situation:

· Coaches/staff meeting to discuss incident

· Parents contacted regarding their child’s behaviour and given opportunity to attend the meeting or have an independent representative attend

· Coaches representatives to meet with player(s) and have independent representation or parent present in a neutral location

· Coaches meet to action procedures

· Participant informed of outcome of meeting

· Parents informed by camp organisers of outcome

· Organising of appropriate collection or drop off by camp organiser agreed by the parent or guardian.

Parent Guardian Agreement

I ___________________________ parent/guardian of ____________________________ agree to the Code of Conduct that are set out by Kinross Hockey Club for their activity.  I understand the procedures and the outcomes involved and I am in agreement that these procedures should be carried out.

	SIGNED: ____________________________________
	DATE: ________________________________


Child Agreement

I __________________________________ agree to abide by the rules set out by Kinross Hockey Club for their activity and I am aware that any breach of this code will incur action taken by the appropriate agencies.

	SIGNED: ____________________________________
	DATE: ________________________________


CHILD PROTECTION GUIDANCE

If any parent has concerns about an incident involving a child or young person that seems untoward or unusual they must report their concerns as soon as possible to the Child Protection Officer of Kinross Hockey Club.  Concerns need to be recorded.

Be aware that there are different forms of abuse: emotional; physical; sexual; harassment/bullying and neglect. 

It is not your responsibility to decide whether or not a child has been abused.  It is, however, everyone’s responsibility to report any concerns.

Remember the 4 Rs:

· Recognise if you have a concern, notice a problem or receive a direct disclosure (admission)

· Respond to reassure the individual, tell them what you will need to do

· Refer the matter to the CPO of Kinross Hockey Club, the police or social services

· Record who, what, where, when

When listening to a disclosure the following good practice should be followed:

· React calmly so as not to frighten the young person

· Show you are listening with positive body language and eye contact

· Reassure and emphasise that it was right to tell someone

· Take what the young person says seriously, recognising the difficulties in interpreting what a young person in distress says, especially if they have communication difficulties 

· If you need to clarify, keep questions to an absolute minimum to ensure a clear and accurate understanding of what has been said

· Record what the young person has said and what you have observed

· Do not make promises of confidentiality
· Be honest and say you may need to tell someone if the issue is to be resolved
PRIVATE VEHICLE REGISTRATION FORM
Kinross Hockey Club takes the protection of children seriously. This includes ensuring appropriate arrangements are in place for the transportation of children and young people to and from activity.

As such, all potential drivers are asked to complete the following form.

In addition all occasional drivers are asked to complete a Club Self Declaration Form, detailing any criminal convictions.  More regular drivers will be asked to complete a PVG Check.

To be completed by volunteer / club drivers

This form is to register the private vehicles used for the transport of individuals in connection with away fixtures or tours.

The form must be completed by the driver of any private vehicle used for the transportation of individuals to and from an activity. Completed forms must be handed to the club secretary, president or club captain.  They will be held by the club’s Child Protection Officer.

1. VEHICLE / DRIVER DETAILS

	Driver Details
	Vehicle Details

	Full name:
	Registration number:


	Address:

	Name of registered keeper:


	
	Make:

	Postcode:
	Model:

	Tel:
	Colour:

	Driving licence no. and type (eg full):

	Other members authorised to drive the vehicle:


	MOT expiry date:

	Insurance company:

	Insurance expiry date:

	Road tax expiry date:


2. DECLARATION

Please tick each box that applies to you:

I have stated if I will be claiming expenses in connection with this additional use [if applicable]

My vehicle is roadworthy and complies with all current traffic legislation.

I will inform all passengers of the legal requirements to wear seat belts when the above vehicle is being used on behalf of the club.

I am aware that it is not good practice to give individual young people a lift on their own.

I declare that the information stated here is correct and that I will inform the club of any changes

I agree to ensure my vehicle is in a roadworthy condition and my MOT, Insurance and Tax are always up to date.

I will notify the club and refuse to offer transportation to members if any of these should lapse.

	Signed
	

	Printed
	

	Date

	


*For Club Use
	DRIVER APPROVED
	Yes
	
	Signed


	
	No
	
	

	Name
	Date

	Registration number
	Chair / Secretary



NOTICE OF ACCIDENT FORM

	NAME OF CHILD
	

	DATE OF ACCIDENT
	

	DETAILS OF ACCIDENT


	

	DETAILS OF FIRST AID PROVIDED


	

	FORM COMPLETED BY
	

	DATE SHARED WITH PARENT
	

	PARENT’S SIGNATURE
	


*For Club use

	Club Reference
	2015/1

	Date Processed
	


Flowchart 1:
Procedure for Responding to Suspicions and/or Allegations of Abuse of a Child or Vulnerable Adult against a Member





Appendix 1








Appendix 2








Appendix 3





Appendix 4





Appendix 5





Appendix 5





Appendix 7





Appeal Procedure


(if required)





Record





Listen





Respond





Report





Refer to the Social Work department and/or Police in the area where the abuse is alleged to have occurred








If unavailable





Other child/vulnerable adult or person or agency





Observation





Child or vulnerable adult’s disclosure to member





A Criminal Investigation








A Child or Vulnerable Adult Protection Investigation








Disciplinary Investigation








Outcomes determined by or with advice from Police and Social Work








If suspicion or allegation of abuse is confirmed





Pass to Child and Vulnerable Adult Officer or Social Work Department/Police�If you have made an electronic copy of the report do not save to the hard drive or to a floppy disk – print the document then sign and date and delete off the computer





Make a full record of what has been said, heard and/or seen as soon as possible in the child or vulnerable adult’s own words. �Sign and date the report.








Child and Vulnerable Adult Officer establishes basic facts





Pass information to Child and Vulnerable Adult Officer





Acknowledge information of alleged/suspected child or vulnerable adult abuse





Refer to the Social Work department and/or Police
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