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‘The Tees Valley Sport Partnership are committed to making sport a safer place for children and young people to participate in’

1. Introduction

The welfare and safety of children, young people and vulnerable adults is the responsibility of everyone that is involved within sport, whether their role is as a coach, official, volunteer, team manager, sports development officer, chief leisure officer, parent, participant, or friend of a child.

1.1 Purpose of the Event Welfare Plan

The purpose of the event welfare plan is to minimise the risks to the children and young people taking part in events, to promote and ensure their well-being, and to maximise their enjoyment.
1.2 Values & Principles

Some of the key values and principles are as follows:

· The welfare and well-being of all of the participants is of paramount importance.
· All of the participants, whatever their age, gender, culture, language, racial origin, religious beliefs, ability or sexual orientation, have equal rights to safety and protection.
· All suspicions, concerns or allegations of harm will be taken seriously and responded to swiftly and appropriately.

1.3 Tees Valley Sport Partnership Pledge

The Tees Valley Sport Partnership will:

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

· Recruit, train and supervise its employees and volunteers to adopt best practice to safeguard and protect young people, staff and volunteers. 
· Require employees and volunteers to adopt and abide by the Event Welfare Plan, including the Code of Conduct, and relevant Equity and Child Protection Policies and Procedures.

· Respond to any allegation appropriately and efficiently, implementing the appropriate procedures as per the Tees Valley Sport safeguarding plan and protocols laid out in this document. e.g. disciplinary and appeals procedures.
· Share information on areas of concern with relevant partners and national agencies as quickly and as effectively as possible (please see the Tees Valley Sport Partnership Information Sharing Guidance for further advice and information (Appendix G) 
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3. Incident/Accident Procedure
All welfare issues, such as incidents and accidents/injuries, including minor ones, should be reported to the appropriate Sports Co-ordinator or Team Manager.  They should then record it on the relevant form immediately (see Appendix D and E for a copy of the Incident and Accident Forms), and report it to the Event Welfare Officer, who has the responsibility to respond to concerns.

Please note that if an accident or incident form does need to be completed, the Sports Co-ordinator / School Teacher completing the form should keep the original.  However, copies of the form should be sent onto the appropriate Sports Co-ordinator / School Teacher and to the Welfare Officer after the event for their records.

The Sports Co-ordinators and Team Managers should take copies of the relevant forms along on the day, although spares will be provided by the Welfare Officer, if required.
The diagram below gives a very brief flow diagram to follow for reporting accidents and incidents.

If the unfortunate circumstance arises that an allegation of child abuse has occurred please refer to Appendix B and Appendix C for the procedures to follow and for a copy of the Child Protection Report Form.  The Welfare Officer should be contacted immediately, and given a copy of the completed form.
3.1 First Aid
All first aid provisions are provided by outside agencies of Tees Valley Sport. These parties are in sole control of all 1st aid and emergency situations involving accidents and injuries with participants and staff. 

All service providers are expected to abide by the codes of conduct laid out in this document for staff and volunteers. These staff must also have their ID badges clearly visible at all times.

Please note that all accident or incident forms need to be completed in the event of 1st aid being administered and copies of these forms must be submitted to the Welfare Officer after the event for their records. (see Appendix E for a copy of the Accident Forms).
4. Supervision and Missing Participants

From the moment children and young people are handed over by their parents to be transported to the event, the School Teachers are acting in loco parentis and have a duty of care towards them.
Prevention is the most important aspect.  Please note that all participants should be told that if they do get lost on the site they should report to the main reception at their venue.
4.1 Procedure for Missing Persons – Flow Diagram
Tees Valley Sport recommends the following guidance with regard to reporting missing participants and the action that needs to be taken:











5. Code of Conduct for All Staff and Volunteers

This Code of Conduct outlines good practice for all staff and volunteers when working with children and young people.
Coaches, volunteers and officials must sign up to the code of conduct outlined within this Welfare Plan.
All staff and volunteers must be made aware of the following Code of Conduct, and remain vigilant throughout the event in ensuring that it is implemented by everyone.  By agreeing to take part in the event, individuals are agreeing to abide by the principles outlined in the Code of Conduct.
Bullying, shouting, abusive language, racism or sexism is not acceptable.

	
	Code of Conduct for Staff and Volunteers

	Rights
	Staff and volunteers working at the events must respect the rights of children and young people, promoting their welfare and their needs related to participation in their sports.

	Relationships
	Staff and volunteers should promote relationships with participants and others that are based on openness, honesty, trust and respect.  They must not engage in behaviour with participants that is abusive or inappropriate.  They must respond to any concerns about a child’s welfare, and work in partnership with other organisations in the best interests of children.

	Responsibilities
	Staff and volunteers must demonstrate proper personal/professional behaviour at all times promoting positive role models for the children and young people they are working with.  Staff must ensure that the children and young people are provided with a safe environment, which maximises benefits and minimises risks to them.

	Equality
	All staff and volunteers must demonstrate commitment to respecting differences between staff and participants in terms of gender, race, disability, age, sexual orientation, culture and religious belief etc.


The Code of Conduct is continued overleaf.

All staff and volunteers, through the nature of being involved in the events, are agreeing to:

1. Respect the rights, dignity and worth of every person, and treat everyone equally within the context of their sport.

2. Place the well-being and safety of the performer above the development of performance.
3. Teach the participants that honest effort is more important than victory.

4. Consistently display high standards of behaviour and appearance, setting a good example which others can follow.
5. Always promote the positive aspects of the sport (e.g. fair play) and never condone rule violations or the use of prohibited substances.

6. Never ridicule or shout at a child for making a mistake or losing.
7. Ensure that the staff and participants always have respect for opponents, officials, opposing coaches and supporters and for each other.

8. Develop an appropriate working relationship with the participants, based on mutual trust and respect.  To not exert undue pressure on the participants and to be reasonable in the demands placed on them.

9. Encourage and guide participants to accept responsibility for their own behaviour and performance.

10. Ensure the activities that are directed or advocated are appropriate for the age, maturity, experience and ability of the individual.

11. Co-operate fully with other specialists (e.g. other coaches, officials, sports scientists, doctors, and physiotherapists) in the best interests of the performer.

12. Never transport participants or young people in their own vehicle.
6. Code of Conduct for Participants

The events will be run with the following principles of participation in mind.  The Team Managers should ensure that all of their participants are aware of these principles and have agreed to abide by the Code of Conduct below.

Bullying, shouting, abusive language, racism or sexism is not acceptable.

	Principles of Participation
	Code of Conduct for Participants

	Fair Play
	Treat others with the same respect and fairness that you would like them to show you.  Demonstrate ‘Fair Play’ when participating in and watching the activities.

	Equity
	Respect differences in gender, disability, culture, race, age, sexual orientation and religious belief etc between yourself and others.  Challenge discrimination and prejudice.  Value and learn from the diversity of the people you meet and show patience with others and act with dignity at all times.

	Responsibilities
	Look out for yourself and the welfare of others.  Do not engage in any irresponsible or illegal behaviour.  Challenge behaviour that falls below the expected standards of the event.  Speak out if you are concerned about anything or if you feel uncomfortable about your own needs and those of others.  Be organised and on time.

	Friendship
	Take time to thank those who help you to take part, whether that is your family, an organisation or your team mates.


The Code of Conduct is continued overleaf.
All participants, through the nature of being involved in the events, are agreeing to:

1. Be a good sport on and off the field of play. 

2. Treat others equally and as you would expect to be treated.
3. Not leave the playing venue at any time.

4. Ensure your school teacher/team manager/coach knows where you are at all times.
5. Look after yourself and others.
6. Not get involved in anything illegal or that you think is wrong.
7. Talk to your school teacher/team manager/coach if you feel unhappy about anything.
8. Talk to your school teacher/team manager/coach if anyone is behaving in a way that upsets you.
9. Take responsibility for always being on time and prepared for all activities.
10. Not bully or take advantage of another player.
11. Take time to thank all those who helped you take part in the event.
Above all have fun!!!!

7. Code of Conduct for Spectators
FAIRNESS: Support your team, but do not unfairly criticise players, coaches or officials.

INDEPENDENCE: Keep an independent, impartial attitude towards the competition.

FRIENDSHIP: Show friendliness and charity towards all competitors and officials.

TOLERANCE: Show patience with others and act with dignity at all times

INCLUSIVENESS: Include all competitors, supporters and officials in your appreciation of their skills and standards of play.

SUSTAINABILITY: Always be positive and fair minded in your support and encouragement for players, coaches and officials.

RESPONSIBILITY: Do not engage in any illegal or irresponsible behaviour and respect the decisions of officials at all times.

ABOVE ALL, ENJOY THE DAY.

8. Guidelines for use of Video, Zoom or Close Range Photography
There is evidence that some people have used sporting events as an opportunity to take inappropriate photographs or film footage of young and disabled sports people.
To ensure the safety and welfare of all of the participants the following photography guidelines will be adhered to.
8.1 Consent

It is essential that consent is sought from the participants’ parents and carers to make sure that their children can be filmed / photographed at the event, and the images published afterwards.  Based on the information provided by the School Teachers, the event organisers will be collating a list of children that do not want to be photographed and which sports they will be taking part in and we will be asking all of those children to wear a yellow band on their wrist to highlight this.  We will ensure that the official photographer/videographer is aware of this procedure.  Please note that prior to taking photographs, all staff should ensure that they are not taking photographs of children that are wearing yellow colour wrist bands. Official photographers will wear high visibility jackets for the duration of the event. It is also the responsibility of the teacher to inform the photographer if they believe participants without photographic consent are being photographed.
The Tees Valley Sport Partnership will not allow photographers unsupervised access to child athletes or one-to-one photo sessions during the event, and will not approve photo sessions outside of the event or at a participant's home.

8.2 Camera Registration
Staff, parents and other spectators intending to photograph or video at the event will be expected to register their camera at the Event Registration Desk if they wish to use photographic equipment (please note that this also applies to camera and video phones).  They will then be issued with a numbered sticker to wear, which they must display at all times to show that their camera has been registered. The details concerning photographic/video and filming equipment registration may be announced over the public address system.  The recommended wording is:

‘In line with recommendations of the Tees Valley Sport Partnership Child Protection Policy, the promoters of this event request that any person wishing to engage in any video, or photography should register their details with staff at the Event Registration Desk before carrying out such photography.  The promoter reserves the right of entry and reserves the right to decline entry to any person unable to meet or abide by the event organiser’s conditions.’
When registering to take photographs / film.  It will be pointed out that photographing / filming children wearing a yellow coloured wristband is not allowed under any circumstances.
If anyone has concerns regarding inappropriate or intrusive photography, they should be reported to the Welfare Officer and recorded in a child protection manner.  
Activities such as swimming, gymnastics and athletics present a higher risk for potential misuse of than others, so images of these activities should:

· Focus on the activity rather than the child

· Avoid showing the full face and body of a child – instead show children in the water, or from the waist or shoulders up

· Avoid images and camera angles that may be more prone to misinterpretation or misuse than others

8.3 Using Photographs on Publications

The Tees Valley Sport Partnership will be actively encouraging the media to come and report on the event to help raise the profile of sport and physical activity within the sub region.

The Tees Valley Sport Partnership will ensure the following guidelines are adhered to, to minimise the potential for misuse:

· Images on the website and within publications/videos will never use the full name of any child.
· Personal information about the person will not be included in the picture (e.g. e-mail address, postal address, telephone etc.)

· If a young person is named in the text, a photograph of that child will not be included with the article.

· Group or class images may be used with general labels.

· Only images of children and young people who are suitably dressed for the activity will be used to reduce the risk of such images being used inappropriately.

· The images will reflect sport as a fun activity.
9. Staff Qualifications and Checks

9.1 Disclosure and Barring Scheme (DBS) Checks
Coaching positions at the event involve substantial access to children.  As an organisation we are committed to the welfare and protection of children, and we have requested that staff within these positions are in receipt of a DBS where eligible.
It is the responsibility of the Sports Co-ordinators to ensure that the staff they use have been DBS checked where eligible, if they are to be left unsupervised with children.  It is also their responsibility to ensure that their staff and volunteers are made aware of this Welfare Plan and that they will comply with the procedures contained within it.
Please note that the Tees Valley Sport Partnership will ensure that the event organisers and any coaches they provide all have been DBS checked where eligible.  This will also be the case for volunteers/leaders supporting the event, if they are to be left unsupervised with children.  Most of the volunteers will, however be supporting other staff and hence they will not be left unsupervised with children.
9.2 Training

It is advised that all coaches will have attended an accredited Safeguarding and Protecting Children course within the past 3 years. It is the responsibility of the Sports Co-ordinators to ensure that the staff they use have undertaken relevant training and have suitable level qualifications.
10. Appendices
· Appendix A:    School Games Event information 

· Appendix B:    Procedures for responding to disclosure, allegations and 


    
    suspicions

· Appendix C:   Child Protection Report Form

· Appendix D:   Incident Report Form
· Appendix E:   Accident Report Form
· Appendix F:   Head Injury Form

· Appendix G:   Tees Valley Sport Partnership Information Sharing Guidance

Appendix A

1. The Tees Valley School Games Events are being organised by a Local Organising Committee, which is chaired by the Head Teacher of Northfield School, with representation on the group from a wide range of organisations, including the Youth Sport Trust, School Sport Partnerships, Local Authorities, Tees Valley Sport (County Sport Partnership), Projectibility and Middlesbrough College. 

The events are taking place as follows: 

Wednesday 3rd April 9.00 am to 3.00 pm     
· Dolphin Centre, Darlington

· Opening Ceremony (Sports Hall & Swimming Pool)
· Swimming (Swimming Pool 1)

· Panathlon Swimming Festival (Swimming Pool 2)
· Netball (Sports Hall)

· Dance (Theatre Hall)

· Boccia (Squash Courts)

Wednesday 19th June 9.00 am to 3.00 pm

· Middlesbrough Sports Village, Middlesbrough
· Opening Ceremony (Athletics Track)
· Athletics (Athletics Track)
· Cycling (Cycle Track)
· Rounder’s (Grass pitches)
· Panathlon (sports hall)
· Volleyball (Grass pitches)

· Active Schools Zone (outside 3G area)

· QuadKids (Grass pitches)

· Try-it Sports (6 aside and 5 aside 3G pitches)

· Tennis World, Middlesbrough

· Tennis (Indoor Courts)

· Badminton (Indoor Courts)


2. Aims of the Events
The aims of the events are:

· To provide a sub-regional school sport competition for young people, inspired by the London 2012 Olympics and Paralympics.

· To provide an opportunity for young talented sports people from across Tees Valley to compete against one another in a variety of sports.  

· To signpost the young people to additional opportunities in their preferred sport(s), including providing them with advice and guidance on how to join local clubs, so that they can continue to participate on a regular basis after the event (should they not already be in a club or performance pathway).
· To promote physical activity and the benefits of exercise as part of a healthy lifestyle.
· To promote the fun and enjoyment of sport and physical activity in a safe environment.
· To provide young people with the opportunity to socialise with children from other schools in Tees Valley.
· To provide leaders, volunteers and officials with the opportunity to gain experience of working at a major sporting event.
· To provide the opportunity for more different people to take part.
3. Roles and responsibilities
	Role & Name
	Contact Numbers
	Responsibilities

	Lead Event Co-ordinator:

Nigel Hornsby
(Tees Valley Sport)

n.hornsby@tees.ac.uk
Paul Kreczak

(Tees Valley Sport)

p.kreczak@tees.ac.uk
	Pre-event:

01642 342287

07977 120397
07432 150265
	· Persons who have the overall responsibility for the organisation and running of the events.

· Promote the Welfare Plan, and help to manage its implementation.

· Ensure that the standards identified within the Welfare Plan are met and that the appropriate policies and procedures are in place and are implemented.

· Help to ensure that all the staff and volunteers that are helping out at the event, other than the sport specific staff, understand and adhere to the Welfare Plan (including being aware of their responsibilities in relation to the Code of Conduct).

	Event Welfare Officers:

Catherine Woods
(Tees Valley Sport)

c.woods@tees.ac.uk
Paul Kreczak

 (Tees Valley Sport)


	Pre Event: 

01642 342287
During Event: Please call Jean Lordon on 

07808 262373 or approach any member of Tees Valley Sport staff who will get the attention of one of the event welfare officers via radio.

	· Person with the overall responsibility for the development and implementation of the Welfare Plan at the event and the co-ordination of welfare issues should they arise at the event.
· Promote the Welfare Plan, and manage its implementation.

· Ensure that the standards identified within the Welfare Plan are met, and that the appropriate policies and procedures are in place and are implemented.

· Ensure that all of the staff and volunteers that are helping out at the event, other than the sport specific staff, understand and adhere to the Welfare Plan (including being aware of their responsibilities in relation to the Code of Conduct).

· Ensure that a risk assessment of each site is undertaken by the relevant parties prior to the event.  Record and risk manage potential child welfare concerns.

	Sports Co-ordinator 3rd April
Swimming
Dolphin Centre Pool
Aly Raw 07487 826356
Panathlon Swimming

Dolphin Centre Training Pool

Tony Waymouth 07807 984103
Netball
Dolphin Centre Sports Hall
Sharon Colmer 
Dance

Dolphin Centre Central Hall
Martin Wilson 07545 349230

Boccia
Dolphin Centre Squash Courts
Rachel Miller 07749 114807

	· Persons with the overall responsibility to co-ordinate the sport specific sessions at the events.

· Promote the Welfare Plan, and help to manage its implementation.

· Ensure that the standards identified within the Welfare Plan are met, and that the appropriate policies and procedures are in place and are implemented.

· Ensure that they, and all the staff and volunteers involved within their sessions, understand and adhere to the Welfare Plan (including being aware of their responsibilities in relation to the Code of Conduct).

· Undertake a sport specific risk assessment prior to their sessions and report any deficiencies to the Event Co-ordinator.

· Persons with the overall responsibility for the supervision and safety of their staff and volunteers, and also for the participants when they attend their sessions.



	Sports Co-ordinator 19th June:
Athletics
Middlesbrough Sports Village 

Athletics Track
Louise Tarran
Cycling
Middlesbrough Sports Village

Cycle Track

Jack Rees 07534 281259

Panathlon Challenge
Middlesbrough Sports Village

Sports Hall
Tony Waymouth  07807 984103

Rounder’s
Middlesbrough Sports Village

Grass pitches

Catherine Woods (By Radio handset)
	

	Volleyball
Middlesbrough Sports Village

Grass pitches

Scott Hailes 07896 436352
Active Schools Zone
Middlesbrough Sports Village

3G pitches

Aly Raw 07487 826356
Quad Kids
Middlesbrough Sports Village 

Grass Pitches
Chris Boundy 07825 700776
Tennis
Tennis World

Indoor courts

Diane Harker 07976 370106

Badminton

Tennis World

Indoor courts

Sheila Boyes 07
	· 

	School Staff / Teachers:
e.g. Partnership Managers, Team Managers, Teachers, School Game Organisers
	· Persons with the overall responsibility for the staff and participants from their schools prior to, and on the day of, the events.

· Promote the Welfare Plan, and help to manage its implementation.

· Ensure that the standards identified within the Welfare Plan are met, and that the appropriate policies and procedures are in place and are implemented.

· Ensure that Local Authority external visit ratios are met and that competitors have a team manager responsible for them at all times.  If an accident occurs, the school must have sufficient free staff to accompany the injured young person to medical centre / hospital as required.

· Ensure that they, and all of their accompanying staff, understand and adhere to the Welfare Plan (including being aware of their responsibilities in relation to the Code of Conduct).

· Ensure that all of their participants are aware of their responsibilities in relation to the Code of Conduct.

· Ensure that they bring along a register detailing the emergency contact details and medical information for all of the participants from their school.  The register should be distributed to accompanying staff, as necessary.

· Be the first point of contact with the individual participants from their school and act as loco parentis for the children on the day of the events.

· Ensure that all participants are safely transported to and from the events, including knowledge of transport arrangements for every individual.

	Volunteers:
	· Help out at the event.

·  Understand and adhere to the Welfare Plan (including being aware of their responsibilities in relation to the Code of Conduct).

· Arrive at the venue as requested.

· If under 18, make sure that the person responsible for them is aware of their location and know how to contact them.

	Participants:
	· Persons selected to participate in the events.

· Ensure that they follow the Code of Conduct for the events.

· Ensure that they know the name of the school teacher that is responsible for them, and how to contact them.

· Ensure that they always tell their teacher where they will be if they are leaving their playing area / the group.

· Do not leave the site at any time during the events.

· Arrive promptly for pick up times, activity sessions etc.

· Ensure that their parents have the information for collection times and that they arrive promptly to collect them.



	First Aid & Medical

Co-ordinator 3rd April
Dolphin Centre
Centre staff provide 1st aid and life guard cover for the venue.

Co-ordinator 19th June

Middlesbrough Sports Village
Cipher Medical Consultancy ltd

Provide emergency aid on site.

Andy Thomas

07979 527835
	· Persons in charge of overall 1st aid provisions.

· Administer 1st response aid across all sports at given venue.

· Report all incidents with the welfare office of Tees Valley Sport

· Record and report all incidents in the relevant report forms/books.

· Provide risk assessment for the venue and services provided.

· Ensure that welfare policies are adhered to as per this document.

· Ensure that site EOP’s are established and 1st aid staff are aware and able to implement when required.



[image: image2]
APPENDIX C – Child Protection Report Form

	Date reported:
	


Your Details

	
	Person reporting the incident
	Person recording the incident

	Name
	
	

	Job Role
	
	

	Knowledge of and relationship to the young person
	
	

	Contact Address
	
	

	Telephone Number (s)
	
	

	E-mail
	
	


Contact Details of the Child
	Full Name
	

	Date of Birth
	

	Contact Address
	

	Telephone Number (s)
	

	Ethnicity
	
	Disability
	


Incident Details

	Location of incident (if relevant)
	

	Date and time of incident
	


Detailed Information (in child’s own words if possible)

	


Details of any Observations made by you or to you (e.g. description of visible bruising, other injuries, young person’s emotional state).  If injuries are present please record size, location and colour, please note – make a clear distinction between what is fact and hearsay.
	


Action Taken So Far
	


Alleged / Suspected Abuser’s Details (if known)

	Name
	

	Date of Birth
	

	Relationship with child
	

	Occupation
	

	Address
	

	Telephone Number (s)
	

	Ethnicity
	
	Disability
	


External Agencies Contacted
	Agency
	Yes/No
	Contact Name
	Contact Number
	Date
	Time
	Details of Advice received

	Police
	
	
	
	
	
	

	Social Services
	
	
	
	
	
	

	OFSTED
	
	
	
	
	
	

	Leisure Services
	
	
	
	
	
	

	NSPCC
	
	
	
	
	
	

	Other
	
	
	
	
	
	

	(Please name)
	


I acknowledge that the details described are accurate and will remain strictly confidential between ‘appropriate reporting channels’ and myself.

Signed: ________________________________
Date: ________________

Please submit this form immediately to:

Catherine Woods, Event Welfare Officer, Tees Valley Sport, Teesside University, Middlesbrough, TS1 3BA.  
Tel. (01642) 342287.
Email: c.woods@tees.ac.uk
APPENDIX D – Incident Report Form
	Sport/Activity:
	
	Contact Number:
	


	Venue
	
	Location of Incident
	

	Date of Incident
	
	Time of Incident
	

	Name of Participant
	

	Name of person dealing with incident
	

	Age
	
	Male
	Female
	Delete as appropriate

	
	
	
	
	

	Nature of Incident

	
	

	Details leading up to the incident

	
	

	Details of event after the incident

	
	

	Action Taken

	Has the code of conduct been breached?
	Yes
	No
	Delete as appropriate

	Has the incident been resolved?
	Yes
	No
	Delete as appropriate

	Signed
	
	
	Name
	

	(School Teacher / Sport Co-ordinator)
	
	(Please print)
	


APPENDIX E – Accident Report Form
To be completed in all cases by the person supervising the injured person. Please note that for head injuries, the form in Appendix E should be given to the parent/guardian of the injured child.
	INJURED PERSON’S DETAILS

	Name (in full)
	
	Date of Birth
	

	Age
	
	Gender
	Male / Female (please circle)

	Home Address
	

	

	Home Telephone No.
	
	Date of Accident
	

	Venue / Location of Accident
	
	Time of Accident
	

	EMPLOYEE DETAILS

	Name of person making this report
	

	Contact Telephone No.
	

	
	

	Nature of Accident


	LOCATION OF INJURY

	Head
	
	Finger/Thumb
	
	Shoulder
	
	Knee
	

	Face
	
	Hand
	
	Internal
	
	Leg
	

	Neck
	
	Wrist
	
	Toe
	
	Hip
	

	Chest
	
	Elbow
	
	Foot
	
	Pelvis
	

	Back
	
	Arm
	
	Ankle
	
	Multiple
	


	INJURY DETAILS

	DETAILS OF TREATMENT / ADVICE GIVEN

	RECORDING PROCEDURES

	Have the parents/guardian been informed
	Yes / No
	Date

	Has the Welfare Officer been informed
	Yes / No
	Date

	Signature
	
	Date
	
	Position
	
	(Staff Member)

	Signature
	
	Date
	
	Position
	
	(First Aider)


APPENDIX F – Head Injury Form
THIS PART TO BE RETAINED BY PARENT/GUARDIAN

INSTRUCTIONS TO RELATIVES OF A CHILD WHO HAS RECEIVED A HEAD INJURY

· This child has been examined and found to have a head injury, though not of sufficient severity to require, in our opinion, hospital treatment.
· However, in any case of head injury, the condition of the child may at times, particularly in the first 48 hours, become more serious.  You should, therefore, keep watch for any of the following signs which may be important:-

· Increasing drowsiness or actual unconsciousness, which can be detected by your inability to rouse the person
· The headache (which most of these patients have) becoming more severe
· Repeated vomiting

· Dizziness

· Any weakness in arms or legs

· Disturbed vision (double vision or loss of focus)

· Any change in the child’s condition about which you are not satisfied, e.g. restlessness, irritability, loss of concentration, increasing loss or memory, etc
· If any of these signs are noticed, alarm need not be felt but medical advice must be sought AT ONCE.  You should, therefore, telephone your own Doctor or seek help from your local hospital Casualty Department.

	THIS PART TO BE RETAINED BY THE TEACHER/COACH/TEAM MANAGER

	Signature or parent/guardian who has received this letter of notification of a head injury:

	
	Date
	

	Signature of Coach/Team Manager:

	
	Date
	


APPENDIX G – Tees Valley Sport Partnership Information Sharing Guidance
To what type of information or in what circumstances would this protocol apply?

Information may come to light as a result of:

· A positive CRB disclosure during a recruitment/selection process

· Reports of an allegation or suspicion of abuse

· Reports of alleged poor practice

· Other (e.g. anonymous report of past concerns)

Sharing information with other bodies (other than with Social Services or Police where abuse is suspected) should be considered only when it is believed the individual has access to children, young people or vulnerable adults through involvement with those bodies or organisations.

What are the principles of this protocol?

· The welfare of children is the primary concern

· There is a responsibility to share information about safeguarding concerns where these may be relevant to other children

· The rights to confidentiality for all parties involved (including the victim and the accused individual) must also be considered

The key relevant areas of legislation are the common law duty of confidence, the Data Protection Act and the Human Rights Act. Despite widespread misunderstanding, specific allowances are made in both Acts to permit information sharing where the safety/welfare of children is concerned.

Alleged or possible abuse

All child protection policies should clearly require any concerns about alleged or potential abuse to be referred to Social Services or the Police. Information that the individual under investigation is believed to be involved with or have access to children and young people through other organisations or bodies should be passed to the statutory services with the initial referral, or should be passed on later if information subsequently comes to light.  Decisions about information-sharing in these circumstances should be led by the statutory services.

It is the responsibility of the Social Services and Police to follow up this information with those organisations or bodies. It is potentially damaging to any ongoing investigation for a third party to contact these organisations without the permission of the statutory agencies, as this could impact on any investigation, for example by alerting the person concerned.

Poor practice

In the context of this protocol, poor practice is concerning behaviour that contravenes standards of behaviour identified by the employing or deploying organisation and/or those of the relevant NGB. It does not include concerns that meet the threshold for referral to the statutory services and where those agencies undertake an investigation or further action. It may include circumstances where a referral has been made to Social Services or Police, but they have indicated that the referral information does not reach their threshold for taking any further action.
What are the questions to ask?

Before sharing information with another organisation, the following questions will help inform effective decision-making:

Do I need to share this information in the interests of the child(ren) concerned, or other children who may be affected?

If the answer is ‘NO’, stop here!

The baseline which will trigger a decision to share information should be the threshold at which your organisation will initiate a formal disciplinary process. If the matter is clearly at the low end of poor practice concerns, it may be appropriate to deal with the situation ‘in-house’ without invoking the disciplinary process, (although if there is any doubt, advice in principle – if necessary without passing on names or other details - should be sought from the relevant NGB or CPSU).

Who is this information relevant to?

There is a need to establish which organisations you think may need to know this information.  This judgement should be based on an understanding, belief or indication that the individual has responsibility for, or access to children, young people or perhaps vulnerable adults in the course of position they may hold in another organisation eg. in a local authority, sports club or other context.

Who do I speak to?

Once you have identified other organisations which need to be informed, you need to establish who to speak to about the actual allegations/incident. This should be the ‘Designated Person’ with regard to Child Protection matters in the first instance. In cases or poor practice (rather than of suspected abuse) care should be taken to ensure transparency about your actions with the individual concerned.

What information do I disclose?

It may be advisable to discuss the matters of concern without naming the individual in the first instance to ensure that the response you receive from the other organisation is in line with the response you are expecting – there is a degree of trust involved in how they will handle the information, and you may want to gauge their response before disclosing sensitive information.

Recording your actions

It is important to record any actions you take in relation to matters of poor practice and suspected abuse. Where a decision has been made to share information with another organisation, you should record the rationale behind this decision, together with details about what information was shared, with whom and when. Agreement should be sought about ensuring that relevant information (for example about the outcome of disciplinary processes) will be communicated between the organisations.

What is the process to follow?

The flowchart below attempts to capture the key actions / decision points. It is not intended to replace or alter the ‘reporting’ flowcharts which are included in policies – it deals specifically with the decision-making process regarding information-sharing.
Tees Valley Sport Partnership Information Sharing Guidance flowchart
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Tyne Wear Sport




Tees Valley Sport Values





            INTEGRITY


TVS is committed to creating an ethical Partnership built upon honesty, trust and respect.








           PASSIONATE


TVS is aspiring to be the best we can be.  We believe in what we do and the difference being active makes to people’s lives.








               INCLUSIVE 


TVS will always foster an inclusive and diverse culture. We are committed to promoting equality, opportunity, choice and access for all.








TEAMWORK


TVS is a cohesive, mutually supportive Partnership working towards shared goals.  We strive to be knowledgeable, creative, open and accountable.
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SPORT


CO-ORDINATORS





PARTICIPANTS





EVENT WELFARE OFFICER





SCHOOL TEACHERS





School Teacher notices an absence / is informed


by another participant of someone’s absence














Contact one of the Sports Co-ordinators / Event Organising Staff, who should find out the missing person’s name, compile a description of them and radio the Welfare Officer














Welfare Officer contacts the Venue Reception to see if the missing person has turned up there, and alerts all relevant staff, including the other Sports Co-ordinators to be vigilant











Search co-ordinated by Welfare Officer - volunteers to support, other participants are NOT to be sent to search














If the participant is not found within 20 minutes, the 


Welfare Officer should contact their parents and the police,


and continue searching














The incident should be logged on an Incident Report form


and a copy should be filed away after the event





�





Through observation or through a third party you become suspicious of possible abuse





Stay Calm


Reassure the young people that they are not to blame


Don’t make promises of confidentiality or outcome


Keep questions to a minimum





Young person informs you directly of their concerns





Is the young person in need of immediate medical attention?





YES





NO





Call for a Doctor or Ambulance (paramedics on site)





Inform the Doctor of your concerns / suspicions





Make a full record as soon as possible using the Child Protection Report Form





Is the Event Welfare Officer Available?





NO





YES





Inform a member of the event staff of your concerns





The event staff will determine the appropriate referral route





Inform the Event Welfare Officer of your concerns / suspicions and complete a Child Protection Report Form





LEAVE OTHERS TO TAKE THE MATTER FORWARD





APPENDIX B – Procedures for responding to disclosure, allegations and suspicions 





YES
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