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INTRODUCTION

For the purpose of this document Newham and Essex Beagles AC will be referred
to in its abbreviated form as ‘NEB AC’, while ‘parent / parents’ refers to the
parent/s, carer/s or registered guardian/s of the child or children concerned.

It is the policy of the NEB AC to primarily safeguard the welfare of all children
who are members of NEB AC or children who are invited to participate under the
auspices of NEB AC. The welfare of children is seen to be to protect them from
neglect and physical, sexual and emotional abuse by members, helpers and others
who are working under the auspices of NEB AC. This policy aims to make all
members, helpers and others who are working under the auspices of NEB AC
aware of possible child abuse occurring to children who are members of NEB AC
or children who are invited to participate under the auspices of NEB AC outside
the setting of the NEB AC environment.

Secondly, it is the policy of NEB AC to safeguard the interests of those adults who
volunteer their services to NEB AC to coach or assist children in progressing their
athletics career.

1.1 KEY PRINCIPLES
= Anyone under the age of 18 years should be considered as a child
» The child’s welfare is paramount

= All children, irrespective of their age, culture, ability, gender, language, racial
origin, religious belief and/or sexual identity, have the right to protection from
abuse

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

» Working in partnership with children and their parents is essential for the
protection of the child
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1.2

NEB AC recognises the role of other institutions and its responsibility to work
with other institutions in dealing with cases of possible child abuse, namely Her
Majesty’s Constabulary, Social Services Departments, UK Athletics, England
Athletics, the SEAA, the and Essex County AA

NEB AC recognises the rights of adult members and helpers of NEB AC when
dealing with possible cases of child abuse

DEFINITIONS

The term child abuse is used to describe ways in which children are harmed, usually
by adults, and often by those they know and trust.

There are four main types of child abuse, though a child may experience more than
one kind at any one time in his/her life.

Physical abuse — Occasions when parents, adults or other children deliberately
inflict injuries on a child or knowingly do not prevent such injuries. It includes
injury caused by hitting, shaking, squeezing, burning, biting, or using excessive
force and giving children inappropriate drugs or alcohol, or poison, and
attempts to suffocate or drown them. In athletics, physical abuse might also
occur when the nature and intensity of training exceeds the capacity of the
child’s immature and growing body.

Emotional abuse — Occasions when adults fail to show children due care and
attention, or threaten, use sarcasm, taunt or shout at a child, causing him/her
to lose self confidence or self esteem and become nervous or withdrawn. These
may also occur when an adult repeatedly ignores or fails to respond to a child’s
efforts or progress, or places the child under unrealistic pressure to perform to
high expectations constantly. Abusive situations may also occur if adults misuse
their power over young people.

Neglect — Occasions where adults fail to meet a child’s essential needs, such as
adequate clothing, food, warmth and medical care. It also includes occasions
where an adult leaves a child alone without proper supervision, or does not
ensure that the child is safe, or exposes them to undue extremes of
temperature, or risk of injury.

Sexual Abuse — Occurs when males and females use children to fulfil their
own sexual needs. Examples include forcing a child to take part in sexual
activity such as sexual intercourse, masturbation, oral sex, anal intercourse,
fondling or exposure to pornographic material. This also includes suggestion
that sexual favours can help, or refusal can hinder, a career.
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2.1

IDENTIFYING ABUSE

Dealing with child abuse is rarely straightforward. In some cases a child’s
behaviour, or an injury, may suggest that the child has been abused. In many
situations, however, the signs will not be clear cut and decisions about what
action to take can be difficult.

It must be recognised that the above list is not exhaustive, and the presence of
one or more indicators is not proof that abuse is taking place. Similarly, there
may not be any signs but you may just feel something is wrong.

It is not the responsibility of those working in athletics to decide that child abuse
is occurring, but it is a responsibility to follow through on any concerns.

POSSIBLE SIGNS

Uncharacteristic changes in the child’s behaviour, attitude and commitment
e.g. becoming quiet and withdrawn, or displaying sudden outbursts of temper

Trackside gossip

Bruises and injuries untypical of the sport or injury for which the explanation
seems inconsistent

Signs of discomfort and pain

Reluctance to remove a tracksuit or to shower

The child becomes increasingly dirty or unkempt

The child loses weight for no apparent reason

Nervousness is demonstrated when the child is approached or touched

Fear of particular adults — especially those with whom a close relationship
would normally be expected

The child wishes to switch to another coach without a reasonable explanation

Inappropriate sexual awareness according to age including language and
behaviour

Children who are always alone and unaccompanied and/or are prevented from
socialising with other children
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» Children who are reluctant to go home

Inappropriate need by the child for closeness or attachment to a coach or
another adult

3 ROLES

In order to implement the policy statement everyone involved in the delivery of
athletics must have a role to play. In terms of this statement, there are two key
areas that have a definable role. These are as follows:

For effective implementation of this policy all deliverers of athletics must work in
partnership, each with a role to ensure the protection of the children in their care.

3.1

3.2

THE ROLE OF THE CLUB

Adopt a Child Protection Policy

Adopt a Code of Conduct for all children and those working with children and
young people

To appoint two Child Officers, one female and one male

To accept that all Officers and Committee members have responsibilities in the
area of child abuse and be prepared to respond to any indication of abuse

To be ready to amend bad practice
To implement legislative requirements in relation to Child Protection

To consider implementing any recommendations from any regional or national
athletics bodies, relating to child abuse

To use discretion in respect of the confidentiality of both the person/s making

the accusation and the person/s against whom allegations have been made

THE ROLE OF THE CHILD PROTECTION OFFICER

Introduce the Child Protection Policy within the club

To ensure that all club helpers/officials/coaches complete a volunteer
application form

To ensure that all applicants and occasional 'parent helpers' complete a self-
disclosure form
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4.1

To obtain two references for each helper/official/coach
To reserve the right to make a confidential Police check on each applicant
To maintain a confidential file containing the completed forms

To inform members that confidential records are kept on a database as
required by the Data Protection Act

To receive and advise on reports from other club members

To inform all NEB AC Committee members of appropriate information and
developments, through a general committee meeting or otherwise, as soon as is
practicable

To initiate appropriate action following consultation with at least two other
NEB AC Committee members, including informing the relevant national
athletics bodies

RESPONDING TO COMPLAINTS AND ALLEGED INCIDENTS
HOW TO BE AWARE OF POSSIBLE CHILD ABUSE

You may become aware of abuse in a number of ways:

4.2

A child may tell you
A third party may have reported an incident, or may have a strong suspicion

You may have a suspicion

HOW TO DEAL WITH POSSIBLE CHILD ABUSE

If an allegation is brought to your attention, then pass on all the information to
the designated Child Protection Officer immediately, or a member of the NEB
AC Committee if a Child Protection Officer is unavailable, who should then
adopt the following guidelines.

4.2.1 WHAT TO DO

Stay calm — do not rush into inappropriate action

Reassure the child — that he / she is not to blame and to confirm that you
know how difficult it must be to confide. Communication is at the child’s pace
without pressure being exerted
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Listen — to what the child says and show that you take him / her seriously but
the child should be clearly told that others will be informed

Allow only one adult to talk to the child — as any discrepancies in statements
may lead to legal problems, although the presence of a witness would allow for
notes to be taken and protection of the adult investigator

Keep questions to a minimum — use open ended questions i.e. those where
more than a yes/no response is required. The law is very strict and abuse cases
have been dismissed if it appears that the child has been led or words and ideas
have been suggested

Be sure to understand what the child has said — record information so that
you can pass it on to the appropriate agencies

Maintain confidentiality — making sure that information is only passed on to
Committee members in the proper forum or to the appropriate external
agencies

4.2.2 WHAT TO RECORD

The child’s name, address and date of birth
Date and time of the incident/s and/or nature of allegations

Your observations e.g. describe the behaviour and emotional state of the child
and/or bruising or other injuries

The child’s account, if it can be given, of what has happened and how the
bruising or injury occurred

An account of any action that you and/or the NEB AC Committee took as a
result of your concerns e.g. comments made to the child; whether parents have
been con NEB AC ted

A statement as to whether the person writing the report is expressing his / her
own concerns, or passing on those of someone else

You must sign and date your completed report

You should keep a copy of the report, ensuring that maximum confidentiality is
maintained

4.2.3 WHAT NOT TO DO

Ignore what has been disclosed
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5

5.1

5.2

Last

* Panic

= Make promises you cannot keep

= Make the child repeat the story unnecessarily
» Delay

= Take sole responsibility for further action

GUIDANCE FOR THE DESIGNATED CHILD PROTECTION OFFICER

When reports of misconduct or allegations are brought to your attention, a
decision must be made as to whether the allegation made is abuse, or relates to
poor practice. This decision should be made collectively by at least two other
members of the NEB AC Committee but the Child Protection Officer would
normally be responsible for carrying out the decision of those members.

If the allegation is abuse, the following process should be followed:
REPORTING PROCEDURES

= Parents should be informed to clarify initial concerns. It may be that something
has happened, like a bereavement, which has caused the child to be unhappy.
However, in circumstances where a child may be placed at a greater risk if
such concerns were shared e.g. where the parent may be the abuser or not able
to respond to the situation appropriately, parents should not be informed

= Social Services and/or the Police should be contacted immediately, the number
is in the phone book. A record should be kept of the name and designation of
the official informed, together with the time and date of the call, in case future
contact is required. If you want to talk things through to gain some advice, you
can phone the NSPCC free helpline: 0800 800500. This operates 24 hours a
day, every day. You do not have to give your name.

» Confidentially must be maintained.

» At the conclusion of the case, the Child Protection Officer takes any
appropriate action, including informing the appropriate national athletics
agencies.

POOR PRACTICE

» The Child Officer refers the matter immediately to an extraordinary general
committee meeting for action to be taken immediately
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» Should the matter not be resolved satisfactorily within the NEB AC Committee,
the matter must be referred to the BAF, SEAA and AAA regional/national
agencies for advice

6 OFFENDERS
6.1 LIST OF OFFENDERS

NEB AC will keep a confidential list of offenders who have been barred,
restricted or warned, and will inform all the relevant regional/national athletics
bodies of any decision taken. NEB AC should check the name of any member
suspected of inappropriate behaviour with these relevant athletics agencies.

6.2 SUSPENSION / EXCLUSION / REINSTATEMENT

The period of suspension, exclusion and any reinstatement as a coach or helper
to NEB AC must be solely at the discretion of the full NEB AC Committee and
will be dependent on the severity of the inappropriate behaviour and any
possible advice proffered by external agencies. Any reinstatement must be
followed by close monitoring from members of the NEB AC Committee.

7 ADVICE FOR COACHES / MEMBERS / HELPERS / OTHER ADULTS
7.1  GOOD PRACTICE

» Do not spend amounts of time alone with children away from others

* Do not take children on car journeys except in relation to matches or to and
from training sessions, except with prior approval of the parents concerned

* Do not take children to your home except where a parent is not available to
receive their child on return

» Do discourage over enthusiastic kisses and embraces
= Do have another adult present when administering First Aid

» Do report an incident, as soon as possible, where you accidentally hurt a child,
cause distress in any manner, or the child appears to respond in a sexual
manner to your actions or misunderstands something you have done

If it should arise that such situations are unavoidable, then steps should be taken
to be in the presence of a witness to inform another member of NEB AC of the
facts, to write a short report of an incident, or to inform another person with
parental responsibility for the child.
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7.2

BAD PRACTICE

Do not engage in rough physical or sexually provocative games, including
horseplay

Do not share a room with a child

Do not permit or engage in any form of inappropriate touching

Do not permit children to use inappropriate language unchallenged

Do not make sexually suggestive comments or jokes to a child, even in fun

Do not allow allegations made by a child to go unchallenged, unrecorded or
not acted upon

Do not do things of a personal nature that a child can do for themselves

Do not agree to meet a child athlete on your own

However, it may be necessary for a volunteer to do things of a personal nature for
children, particularly if they are very young or disabled. Such tasks should only be
carried out with full understanding and consent of the parent. There is also a need
in these instances to be responsive to the child’s reactions — if a child is fully
dependent upon you, talk with him/her about what you are doing and give choices
where possible

8 ADVICE FOR YOUNG PEOPLE

8.1

8.2

WHAT IS MISCONDUCT

Very broadly, any form of unacceptable behaviour towards you such as sexual
misbehaviour, physical acts, inappropriate remarks, suggestive gestures, pictures
or other material, or some other forms of abuse such as physical violence.

WHAT TO DO TO AVOID MISCONDUCT

Listen to the advice of your parents
Avoid being left alone with anyone

If you have to leave a group, tell someone where you are going, how long you
are likely to be, and report to him / her when you return

Do not allow anyone to talk to you about something personal concerning
yourself or them self if it has nothing to do with his / her job or work in sport.
If he / she still persists, walk away and report it to someone in a senior position
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8.3

Do not agree to meet anyone in your own time without informing another
adult

Do not accept a lift from anyone if you will be the only passenger, unless you
have informed another adult. Either refuse or insist that someone else goes
along too. Do not accept a lift if you feel uncomfortable

Do not be over familiar toward those who work with you in athletics
Do not walk home alone at night
Be especially wary of parked cars with the engine running

HOW TO RESPOND TO MISCONDUCT

Tell that person to stop at once
Tell others who may be present what happened

If others actually saw what happened, remember who they are so that they can
be your witnesses

If the misconduct continues, tell that person again to stop at once and then
leave if you can or shout for help. If you can’t, report the matter as soon as
possible to another official or adult

Tell your parents as soon as possible

Keep a record of the date, time and place and what happened, and make a list
of any witnesses

If any member of your group or club claim to have suffered the same sort of
experience, ask him / her to make a similar record

Ask any witnesses to do the same

Talk to your parents and decide to whom to make a formal complaint. You
should at least report it to one of the two NEB AC Child Protection Officers

8.4 WHAT NOT TO DO CONCERNING MISCONDUCT

Do not wrongly complain if nothing happened
Do not exaggerate if something did happen
Do not ignore behaviour that makes you uncomfortable

Do not keep to yourself what happened
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* Do not delay before complaining
* Do not agree to hush up or hide what happened

* Do not be afraid or embarrassed to tell your parents or a friend or the Child
Protection Officer/s

9 APPENDICES
9.1 VOLUNTEER APPLICATION FORM

9.2 SELF-DISCLOSURE FORM

9.3 REFERENCE LETTER

9.4 INCIDENT REPORT FORM

9.5 LETTER TO PARENTS

9.6 ACCIDENT INDEMNITY FORM

9.7 ATHLETES’ CODE OF CONDUCT
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Netwham and Essex Beagles Athletic Club
VOLUNTEER APPLICATION FORM

Newham and Essex Beagles AC has a duty to care for all its members and, in
complying with the request for confidential information here, you are helping us to
ensure, in particular, the safety of those under eighteen years of age. I thank you for
your co-operation and understanding in this matter.

Child Protection Officer — NEB AC

Personal Details

SURNAME MAIDEN NAME or
(Mr/Mrs/Miss 1
Previous Surname
/Ms)
FORENAMES DATE of BIRTH
PLACE of BIRTH
ADDRESS
POSTCODE
®STD Code
HOME WORK
OTHER
ADDRESSES
within last 5 POSTCODE
years

ADDRESS

I POSTCODE I

Athletics Qualifications

QUALIFICATION

ISSUING BODY

DATE OBTAINED

I S —
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Employment History

DATE OF
EMPLOYMENT

NAME OF EMPLOYER ADDRESS

Previous Experience of Working with Children
TYPE OF EXPERIENCE CONTACT ADDRESS / &

References
NAME OF REFEREE CONTACT ADDRESS / &
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Signed Print
Name

Date

Petwham and Essex Beagles Athletic Club

SELF-DISCLOSURE FORM

Personal Disclosure form for all volunteers working or in contact with young people
and children

Confidential

Have you ever been convicted of a criminal offence or been the subject of a Caution
or Bound Over Order?

YES NO

If “YES’, please state the nature and date(s) of the offence(s):

Have you ever been subject to any disciplinary action or sanctions relating to child
abuse?

YES NO

If “YES’, please give details:
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You are required to self-certify that you are not known to ANY social services
department as being an actual or potential risk to children, have not been disqualified
or prohibited from fostering children or had any rights or powers in respect of any
child vested in you assumed by a local authority, or have not had a child ordered to
be removed from your care.

You are advised that under the provisions of the Rehabilitation of Offenders Act
1974 (Exceptions) Order 1975 as amended by the Rehabilitation of Offenders Act
1974 (Amendment) 1986, you should declare all convictions (including spent
convictions).

As part of the checking procedures for all applicants for posts of this nature, you are
also advised that we reserve the right to make reference to the local authority social
services department and police records to verify the information given on this form.

Signed Print
Name

Date
Petwham and Essex Beagles Athletic Club

STRICTLY PRIVATE AND CONFIDENTIAL

Date: / /

Dear Sir / Madam

Ref: Mr / Mrs / Miss Date of
Birth:

The above named has given permission to write to you for a reference. He / she has
applied for a position of responsibility as a Coach / Helper within Newham and
Essex Beagles AC, where he / she will come into contact with boys and girls from the
age of eight years upwards.

We should be most grateful if you would help us assess the suitability of the
candidate for such a position by completing this form and returning it at your earliest
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convenience, in the prepaid envelope. Your reply will be treated in strictest
confidence.

Yours faithfully

gfaufa gjeaty
Child Protection Officer

Please tick the box which in your opinion matches the candidate closest (where
appropriate)
+3 = Excellent 0 = Average -3 = Poor

Additional Comments

Honest and
trustworthy

Reliable e.g.
attendance &
punctuality
Courteous - pleasant
& cheerful

Good communicator

- leadership qualities
Sincere &
conscientious

Relates well to
children

Mixes well with adults

How long have you In what capacity have
known the s you known the
candidate? y candidate?
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Is there any further information that may be of help to us? Please mention any
concerns, whatsoever, that you may have which may point to the candidate being
unsuitable to work with children.

Signed Print
Name
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Position Date

Pewham and Essex Beagles Athletic Club

INCIDENT REPORT FORM
STRICTLY PRIVATE AND CONFIDENTIAL

CHILD’S FULL NAME:

CHILD’S DATE of BIRTH:

CHILD’S ADDRESS:

DATE of INCIDENT: TIME of INCIDENT:

NATURE of INCIDENT:

» describe the behaviour and emotional state of the child and/or bruising or other
injuries
give the child’s account of what has happened and how the bruising or injury
occurred, or state who has given the statement and whether it is a first hand
account of the incident
state what action has been taken
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Signed Print Name

Date

Petwham and Essex Beagles Athletic Club
LETTER TO PARENTS

RE: CHILD PROTECTION

Dear Parent / Guardian

Newham and Essex Beagles AC (NEB AC) has a Child Protection Policy which may
be viewed upon request. Essentially, all Coaches, Athletes and Volunteers are
expected to follow this policy and, for that reason, we enclose a copy of the ‘Athletes
Code of Conduct’ for your son / daughter to read and refer to.

The Child Protection Policy serves principally to protect the child, but also to provide
protection for the Coach or Adult Volunteer. Cases of possible child abuse can only
be investigated if they are brought to the attention of one of the Child Protection
Officers through the child, parent, coach or another person. It is important to report
any suspicion of child abuse immediately.

Child abuse can take the form of physical abuse, emotional abuse, neglect and / or
sexual abuse. Again, it is important for you to stay calm, reassure the child and not
to promise anything should you suspect child abuse. If your son / daughter talks to
you about a possible incident such as outlined above, allow him / her to talk freely,
without too much questioning, and then record as much information as possible.
NEB AC would request that you then do not discuss the incident with others until
the Child Protection Officers have had time to investigate and reply to your concerns.

The Child Protection Officer is listed at the top of this letter.

Your son / daughter, and indeed yourself as a parent / guardian, should do as much
as possible to make sure that he / she is not placed in a vulnerable position. This
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would include making sure that children are delivered and collected on time from
training and competition events.

Please complete and return the attached Accident Indemnity Form, which includes
permission for the use of anaesthetic or for the administration of a blood transfusion
should either be required in the event of an accident.

Yours sincerely

gizufa gjeaty

Child Protection Officer

Pewham and Essex Beagles Athletic Club
ACCIDENT INDEMNITY FORM

Please complete in full and return within 14 days to the address above
CHILD’S FULL NAME:

CHILD’S DATE of BIRTH:
CHILD’S ADDRESS:

POSTCODE:
PARENT(S) / GUARDIAN(S) TELEPHONE CONTACT NUMBERS:
= HOME (1) (2)

= WORK (1) (2)

= MOBILE (1)

In case of emergency, I do / do not give my permission for my son / daughter to
receive medical treatment in my absence.

Should it be deemed necessary by medical experts, I do / do not give my permission
for anaesthetic and / or a blood transfusion to be administered.
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Does your child suffer from any medical condition of which NEB AC should be
aware? YES / NO
If YES, please provide details:

Does your child take any medication on a regular basis of which NEB AC should be
aware? YES / NO
If YES, please provide details:

I do /do not give my permission for another volunteer adult to take my son /
daughter on a car journey in relation to a training session or match.

I give my permission for my son / daughter to take part in activities organised by
NEB AC and will not hold NEB AC, its officials or agents responsible for any
accidents or injuries which may occur.

Please delete where appropriate

Print Name

Date

Pewham and Essex Beagles Athletic Club
ATHLETES’ CODE OF CONDUCT
WHAT IS MISCONDUCT?

Very broadly, any form of unacceptable behaviour towards you, such as sexual
misbehaviour, physical acts, inappropriate remarks, suggestive gestures, pictures
or other material, or some other forms of abuse such as physical violence.

WHAT TO DO TO AVOID MISCONDUCT

» Listen to the advice of your parents
» Avoid being left alone with anyone

» [If you have to leave a group, tell someone where you are going, how long you
are likely to be, and report to him / her when you return

» Do not allow anyone to talk to you about something personal concerning
yourself or themselves if it has nothing to do with his / her job or work in
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sport. If he / she still persists, walk away and report it to someone in a senior
position

Do not agree to meet anyone in your own time without informing another
adult

Do not accept a lift from anyone if you will be the only passenger, unless you
have informed another adult. Either refuse or insist that someone else goes
along too. Do not accept a lift if you feel uncomfortable

Do not be over familiar toward those who work with you in athletics
Do not walk home alone at night

Be especially wary of parked cars with the engine running

HOW TO RESPOND TO MISCONDUCT

Tell that person to stop at once
Tell others who may be present what happened

If others actually saw what happened, remember who they are so that they can
be your witnesses

If the misconduct continues, tell that person again to stop at once and then
leave if you can or shout for help. If you can’t, report the matter as soon as
possible to another official or adult

Tell your parents as soon as possible

Keep a record of the date, time and place and what happened, and make a list
of any witnesses

If any member of your group or club claim to have suffered the same sort of
experience, ask him / her to make a similar record

Ask any witnesses to do the same

Talk to your parents and decide to whom to make a formal complaint. You
should at least report it to the NEB AC Child Protection Officer,

WHAT NOT TO DO CONCERNING MISCONDUCT

Do not wrongly complain if nothing happened
Do not exaggerate if something did happen

Do not ignore behaviour that makes you uncomfortable
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Do not keep to yourself what happened
Do not delay before complaining
Do not agree to hush up or hide what happened

Do not be afraid or embarrassed to tell your parents or a friend or the Child
Protection Officer.
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