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1. TRUT CONSTITUTION - TEES RIVER USERS TRUST Ltd is a not for profit company, limited by guarantee. Its members are the Clubs which are a part of TRUT from time to time. Each Club and associated sport National Governing Body is entitled to appoint a director who will be registered as a director at Companies House. TRUT is governed by its current Memorandum and Articles of Association.

2. ROLE OF THE BOARD
· The Board and Directors are jointly and severally liable for ensuring that TRUT acts in compliance with all relevant legislation and with the Articles of the company.

· The Board is responsible for determining the policies to be followed, and for business plans and objectives to be achieved by TRUT in the short, medium and long term, in compliance with the Articles of Association in place at the time.

· The Board will arrange for its policies, plans and requirements to be put into effect by the Manager or others, as it feels appropriate. 

· The Board will only delegate activities to the Manager where the Board can reasonably expect the Manager to have the necessary skills and knowledge, especially for activities relating to compliance with legislation particularly new legislation.

· The Board is responsible for communicating its policies, plans and requirements clearly to the Manager and others.
2.1 Board Meeting protocol

· The Board will appoint a Chairman and Secretary in accordance with the provisions of the Articles.

· For any agenda items where a decision by the Board is required, a short paper by the proposer should be issued to the Board at least one week in advance, with a clear recommendation, so that Board members can assess the proposal in advance and so that a decision can be taken efficiently at the Board meeting.

· The Manager’s report should also be issued one week in advance and should highlight any decisions needed in the same manner as that above.

· Reports to the Board should be sufficiently clear that they are self-explanatory i.e. they should not be simply headings or short statements that will require extended verbal clarification.

· Meetings will usually be held monthly and will usually include:
1. A statement of any potential conflicts of interest from each director at each meeting in order to allow directors to update their record and to highlight any conflict with the business of the current meeting.

2. A review of the minutes of the previous meeting for accuracy.

3. A review of the risk register. To review the status of identified risks and to consider whether any new risks should be added.

4. A review of the management Accounts. To review the financial performance and prospects for the company and to consider the financial context for any decisions being made at the meeting.

5. A review of the statutory timetable to ensure that work is in hand to meet all deadlines.

6. A review of the operational report from the Centre Manager.

· The quorum for Board meetings is 4 directors and for Annual and General Meetings is 6 directors, or alternates / proxies.
· In general, the Board will avoid setting up sub-committees.

· Approved minutes will be circulated to member clubs and posted on noticeboards.

2.2 Role of each Director

· Directors nominated by their member clubs are responsible for reporting back to their clubs and also for informing the Board of the views and aspirations of their clubs. However, as directors of TRUT, all Board members, whether nominated by their club or by a National Governing Body are required by law to act in the best interests of TRUT overall, even if this conflicts with views held by their nominating club or organisation.

· The Companies Act requires directors to:

1. To act within the powers of the company

2. To promote the success of the company

3. To exercise independent judgement

4. To avoid conflicts of interest

5. Not to accept benefits from third parties

6. To declare any interest in proposed transactions or arrangements with the company

7. To exercise reasonable care, skill and diligence

· Anyone accepting the position of Director agrees to abide by these protocols.

· Directors nominated by clubs will ensure that the Centre Manager receives lists of members of their club and appropriate payments of membership and storage fees promptly.

2.3 New Directors

· Will be informed about the Articles; Board procedures and Directors’ Indemnity Insurance and offered appropriate training. TRUT is a company limited by guarantee. Director’s liabilities are for £1, except in the case of illegal activities. No director’s fees or expenses are paid to directors.
3. COMMUNICATION WITH CLUBS AND MEMBERS
· As far as possible the TRUT board shall seek to make their business transparent and will encourage and seek input from individual members. Board Minutes will be circulated to Clubs and displayed on noticeboards.
4. ROLE OF THE CENTRE MANAGER
· The Manager is responsible for appropriate and timely execution of the activities delegated by the Board and for taking initiatives to achieve the objectives set by the Board and compliance with policies.
· The Manager will advise the Board on any practical difficulties with any policy the Board has set.
· The Manager will alert the Board to any legal or other compliance issues that the Manager becomes aware of. 
· In commenting to the Board, the Manager will make clear what are issues of fact and what are opinions and judgements of the Manager.
· The Manager will report to the Board in writing in advance of each Board meeting on progress, actions taken and outstanding, and will seek the approval of the Board for initiatives the Manager wishes to take to achieve the Board’s policies, plans and requirements, where these require expenditure or resource outside the Manager’s Authority Levels.
· The Manager’s role is defined in the Job Description.
3.1 TRUT Centre Manager Job Description 2015-03-04

3.1.1 Personal Requirements
· What is needed is a “people person” with high level skills of tact and advocacy when dealing with clubs, club members and employment issues; someone who is self-starting and motivated by the Vision with a strong, positive, can-do attitude; and someone who is highly organised and efficient at getting through substantial amounts of administrative work. A mixture of high level activity for a small part of the time and lower level tasks that needs to be done quickly and well. 

· The Manager should be numerate and able to handle simple accounting tasks; computer literate; and have practical aptitude sufficient to undertake simple maintenance tasks. 

· The Manager should be capable of operating independently with only limited input and guidance from the TRUT Board to whom he or she reports and will develop the services of the River Tees Watersports Centre in line with business, operational and financial plans.
3.1.2 Roles
Clubs and Club Member Relationships

· Ensure the Centre provides a supportive, welcoming and friendly atmosphere for constituent clubs and external clients. Develop and encourage relationships between members of individual Clubs and across Clubs and be proactive in organising activities to promote relationships, working with Clubs and with the Sports Recruitment Activator (who responds in parallel with the Manager to the TRUT Board).

· Help to break down barriers to achieve a Club atmosphere. Individual TRUT Member Clubs operate independently. Even within clubs, squads operate independently. Members often come, exercise and leave with little social interaction. Members don’t feel as though they “belong”.
· Become integrated with Clubs, sharing their ambitions and working to assist their achievement. Attend Club committee meetings from time to time.
· Arrange induction of new members (of clubs) to the RTWC and in correct use of gym equipment. New members should complete a membership form and depending on membership level be assigned a fob for access once membership fees have been paid.
Marketing and Promotion

· Promote the Centre as a sporting and function hire venue through advertising, publicity material, and attendance at appropriate events. 

· Work with the Sports Recruitment Activator and Clubs to attract new members.

· Attract and run external functions to meet the budgetary targets set by the Board.

Staff management, recruitment and training
· Manage the bar, functions and cleaning staff of the RTWC and arrange appropriate internal and external training for them. 
· Recruit staff as agreed with the TRUT Board and arrange their Contracts of Employment.
· Ensure that all staff are inducted into their role and understand their roles and responsibilities. Prepare a Job Description for each setting out their main duties. Ensure they understand the Disciplinary and Grievance Policies.

· Act as the “Welfare Officer” under the Child and Vulnerable Adult Policy and ensure that the policy is followed by TRUT employees and volunteers and that member clubs have in place suitable policies in line with TRUT’s policy
Premises Management

· Be responsible for the day to day management of the Centre and coordination of staff and resources.

· Be responsible for the Premises – security, maintenance, use of areas, cleanliness etc – setting and maintaining compliance with suitable rules and procedures in line with TRUT policies.

Repairs and Maintenance

· Undertake minor maintenance activities personally and bring in contractors to undertake larger requirements in line with budget expenditure plans. Get competitive quotes for larger items of work and select preferred contractors. In the event of the need for larger expenditure seek approval from the TRUT Board.

· Ensure the building and land is cleaned and secured and appropriate access is provided for contractors.  

· Inspect the gym equipment regularly to ascertain the need for any maintenance and take such items out of service.

Accounting and Banking

· Collect membership fees and storage charges from Club Treasurers and keep membership records which include member’s club category and associated subscriptions. Ensure the access ‘key fob’ register is maintained and the programming of key fobs reflects the access rights for each member. Maintain an up to date register of key holders and key fob holders. 

· Handle cash and cheques and maintain accurate financial records.

· Maintain accurate written or computer records, to include hours of work, timesheets, internal and external bookings, maintenance log, records of procedures.

· Arrange for accounts to be prepared and available, and make the necessary VAT, PAYE returns and payments etc. Provide time sheets for all employees to the bookkeeper; issue invoices and make payments; etc.

· Produce financial and operational reports to the TRUT board at regular meetings.

· Ensure all relevant documents are kept and correctly lodged in the Centre’s paper and computer filing systems.
Contracted Services and Suppliers

· Review and manage all contracted services e.g. insurances; fire alarms; CCTV and security systems etc in line with the Statutory Timetable.

· Seek best value in annual review of suppliers and where appropriate obtain alternative quotes.

· Seek the best value from drinks suppliers and other suppliers of consumables and non-contracted services and supplies.
Functions and Bar Management

· Promote the Centre to potential clients and generate income for the Centre from external bookings for the function room and bar to achieve budget earnings. {Note - Running Functions reduces membership and storage charges on clubs by about 30% (£15,000/year) but takes up a lot of organisation time; inhibits use of the facilities by members at times; and reinforces members’ feelings that the RTWC exists for purposes other than member use. Tact and advocacy is therefore needed in ensuring that members know when functions are to be held and appropriate arrangements are made to limit impact on members.}

· Functions for Clubs and Club Members should take precedence over external bookings except where an external booking has earlier been confirmed and a deposit paid.
· Ensure functions are run at a high standard and reflect well on the Centre.
· Manage the bar stock; reordering; supplier selection; annual price review for member and non-member functions. Ensure that accurate till rolls and cash reconciliations are made at the end of each session.
· Arrange staff for bar nights and functions at appropriate payment rates.
Policies and compliance

· Ensure that all staff, affiliated club representatives and non-member visitors are aware of and comply as appropriate with all the policies and procedures adopted by TRUT.

3.1.3 Qualifications and Capabilities – (Training to be given in all of these as required.)

· Hold an up to date first aid qualification as required by the licensing authority and give emergency first aid as needed.

· Hold a Personal Bar Licence and manage the premises as the Designated Premises Supervisor.  Ensure consumables are replaced in good time. 

· Hold a valid Criminal Records Bureau certificate (CRB) as required by the Company.

· Hold relevant Food Hygiene qualifications to facilitate use by club members and approved others. 

· Competence in Microsoft Office; e-mail; social media; and able to use Sage accounting software to the extent necessary to fulfil the role and relationship with the Bookkeeper.

· Capable of simple domestic maintenance tasks.

5. DISCIPLINARY PROCEDURE
5.1 Purpose of Procedure.

· The Company’s aim is to encourage improvement in individual conduct and performance. This procedure sets out the action which will be taken when the Company Rules are breached.

5.2 Principles.

If you are subject to disciplinary action:

· The procedure is designed to establish the facts quickly and to deal consistently with disciplinary issues. No disciplinary action will be taken until the matter has been fully investigated;

· At every stage you will be advised of the nature of the complaint, be given the opportunity to state your case, and be represented or accompanied by a fellow Club representative of your choice;

· You will not be dismissed for a first breach of discipline except in the case of gross misconduct, when the penalty will normally be dismissal without notice and without pay in lieu of notice;

· You have the right to appeal against any disciplinary action taken against you;

· The procedure may be implemented at any stage if your alleged misconduct warrants such action.  

5.3 Informal discussions.

· Before taking formal disciplinary action, your supervisor will make every effort to resolve the matter by informal discussions with you. Only where this fails to bring about the desired improvement will the formal disciplinary procedure be implemented.

5.4 First Written Warning.

· If conduct or performance remains unsatisfactory, you will be given a written warning. Such warnings will be recorded, but disregarded after 6 months of satisfactory service.

· A Final Written Warning may be considered if there is no sustained satisfactory improvement in conduct or performance.

5.5 Final Written Warning.

· If the offence is serious, or there is no improvement in standards, or if a further offence of a similar kind occurs, a Final Written Warning will be given which will include the reason for the warning and a note that if no improvement results within 3 months, action as set out below, will be taken.
· If the conduct or performance has failed to improve you may suffer demotion, disciplinary transfer, loss of seniority or dismissal.

5.6 Discipline and dismissal procedure.

If you face dismissal – or action short of dismissal such as loss of pay or demotion – the following procedure will be followed.

· 1. A written note setting out the allegation and the basis for it

· 2. A meeting to consider and discuss the allegation

· 3. A right of appeal including an appeal meeting

You have the right to be represented or accompanied by a fellow Club representative of your choice.

5.7 Gross Misconduct.

· If, after investigation, it is confirmed you have committed an offence of the following nature, the normal consequence will be dismissal without notice or payment in lieu of notice:

·  Theft, damage to property, fraud, incapacity for work due to being under the influence of alcohol or illegal substances, physical violence, bullying, harassment and gross insubordination.

· While the alleged gross misconduct is being investigated you will be suspended from employment. Any decision to dismiss will be taken by the employer only after full investigation.

5.8 Appeals.

· If you wish to appeal against any disciplinary decision, you must appeal, in writing within five working days of the decision being communicated to you to Chair of Tees River Users Trust Ltd. If possible a senior manager who was not involved in the original disciplinary action will hear the appeal and decide the case as impartially as possible.

6. GRIEVANCE PROCEDURE.

6.1 Introduction.

· It is the Company’s policy to ensure that employees with a grievance relating to their employment can use a procedure which can help to resolve grievances as quickly and fairly as possible.

6.2 Informal Discussions.

· If you have a grievance about your employment you should discuss it informally with your immediate supervisor. We hope that the majority of concerns will be resolved at this stage.

5.3 Stage 1.

· If you feel that the matter has not been resolved through informal discussions, you should put your grievance in writing to your immediate supervisor who will endeavour to organize a meeting within five working days. 

5.4 Stage 2.

· At the meeting to discuss you grievance, you may be represented or accompanied by a fellow Club representative of your choice.

5.5 Stage 3.

· If the matter is not resolved to your satisfaction, you should put your grievance in writing to the Chair of the Tees River Users Trust Ltd or an authorised deputy. You will be entitled to have a meeting with the Chair or his/her authorised deputy to discuss the matter. The Chair or authorised deputy will give his/her decision within seven working days of the grievance being received. The Chair’s decision is final. 

7. RECRUITMENT POLICY

Tees River Users Trust has few employees and recruits infrequently. Recruitment is often through personal recommendation from TRUT members, through organisations with whom we have regular contact or with candidates known to us. However, when recruiting in this manner, or when seeking recruits through advertising TRUT operates a non-discriminatory recruitment policy.

In addition to meeting the requirements of the position, candidates will also have to meet the requirements of TRUT’s various policies, including its Safeguarding Policy. Candidates who meet these requirements will then be assessed for employment without discrimination with respect to age, gender, race, religion, sexual orientation, politics or other similar factors and ex-offenders will be treated in the same manner.
8. EMPLOYEE PERSONNEL DOCUMENT STORAGE, HANDLING RETENTION AND DISPOSAL

· Documents relating to the employment of staff by TRUT which contain personal information will be kept in a locked file or in password protected electronic files with access limited to the Centre Manager, TRUT Directors, the book-keeper and others only to the extent that access is necessary for individuals to carry out their proper functions. For example, membership lists, names, addresses, telephone numbers, e-mail addresses and so forth in compliance with the Data 
· All documents will be retained for a minimum of 10 years.

· Disclosing and Barring Service documents (DBS - previously Criminal Record Bureau – CRB – Checks) will be similarly held and access restricted. NB – unauthorised disclosure is an offence.

9. SAFEGUARDING – CHILD AND VULNERABLE ADULTS PROTECTION POLICY
· TRUT premises are used from time to time by children under 18 and vulnerable adults either associated with member clubs’ activities or arranged by other organisations not affiliated to TRUT. TRUT therefore has a Protection Policy and requires each member club to have a written Policy, acceptable to TRUT, based on that club’s National Governing Body policy or, if not, then to abide by TRUT’s policy.

· Paid permanent employees of TRUT, whether full or part time and as a condition of employment, shall be submitted for an enhanced D&BS check as a condition of employment.
· Casual employees and volunteers working for TRUT need not have a D&BS certificate but should complete a self-certification certificate.
· References in this Policy to “children” will mean children under the age of 18 and vulnerable adults. 
· The Centre Manager is the Designated Person (Welfare officer) with responsibility for implementing this policy, confirming compliance by member clubs and being the first point of call for any concerns.
· Any relevant concerns, allegations, complaints and their outcome should be notified to the Chairman of the TRUT.

8.1 Policy
· It is TRUT’s policy to safeguard children attending the RTWC from physical, sexual or emotional harm.  TRUT will take all reasonable steps to ensure that, through appropriate procedures and training, children participating in RTWC and affiliates’ activities do so in a safe environment.  It is recognised that the safety and welfare of each child is paramount and that all children, whatever their age, gender, disability, culture, ethnic origin, colour, religion or belief, social status or sexual identity, have a right to protection from abuse.
· The policy is designed to allow children to enjoy attendance at the RTWC and participation of activities there. To:
· protect children, both on and off the water

· assure parents that their children are as safe as at other venues
· raise awareness amongst members, volunteers or employees so that they know what to do if they are concerned about a child, whether the concern relates to the child’s welfare at your site or outside the sport 

· protect volunteer helpers by giving them some practical, common sense guidelines to avoid placing themselves in situations where they are open to allegations which could seriously damage their lives and careers

· protect the RTWC by showing that it has taken ‘all reasonable steps’ to provide a safe environment
· TRUT will
· Treat all children with respect.

· Carefully recruit and select all employees and volunteers.

· Respond swiftly and appropriately to all complaints and concerns about poor practice or suspected or actual child abuse.
· TRUT Employees and volunteers should:
· Avoid spending any significant time working with children in isolation

· If a child is having difficulty ask them to ask their carer for assistance if at all possible

· If you do have to help a child, make sure you are in full view of others, preferably their carer.
And never:
· Allow or engage in inappropriate touching of any form

· allow children to use inappropriate language unchallenged, or use such language yourself when with children

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

· Fail to respond to an allegation made by a child; always act

· Do things of a personal nature that children can do for themselves.

· It may sometimes be necessary to do things of a personal nature for children, particularly if they are very young or disabled.  These tasks should only be carried out with the full understanding and consent of the child (where possible) and their carer or parents.  In an emergency situation which requires this type of help, parents should be fully informed.  In such situations it is important to ensure that any adult present is sensitive to the child and undertakes personal care tasks with the utmost discretion.
· First aid and medical treatment - First aid is part of a normal duty of care but it will be only required of volunteers in an emergency situation and only be given by competent individuals who have obtained, if possible, the consent of the parent or carer.
· Photography - Publishing articles and photos in club newsletters, websites and local newspapers is an excellent way of promoting the RTWC. However it is important to minimise the risk of anyone using images of children in an inappropriate way. Digital technology makes it easy to take, store, send, manipulate and publish images. Key principles to bear in mind: 

· A consent form should be completed when practicable, retrospectively if necessary.

· Any photographer or member of the press or media attending an event should wear identification at all times and should be fully briefed in advance on your expectations regarding his/her behaviour and the issues covered by these guidelines.  

· Do not allow a photographer to have unsupervised access to young people at the event or to arrange photo sessions outside the event.

· Care must be taken in the storage of and access to images.
· When publishing images, make sure they are appropriate and that you do not include any information that might enable someone to contact the child.
· RTWC activity may take place in areas that are open to the public and it is therefore not possible to control all photography, but any concerns about inappropriate or intrusive photography, or about the inappropriate use of images, should be reported to the welfare officer and treated in the same way as any other child protection concern.  Parents and spectators should be prepared to identify themselves if requested and state their purpose for filming.
8.2 Concerns

Anyone who is concerned about a young member’s welfare should inform the Welfare Officer immediately in strict confidence and if necessary with a completed form as given in the Appendix.

· A complaint, concern or allegation may come from a number of sources: the child, their parents, someone else within the organisation.  It may involve the behaviour of one of the volunteers or employees, or something that has happened to the child elsewhere, perhaps at home or at school.  Children may confide in adults they trust, in a place where they feel at ease. 
· Abuse may be physical or sexual, neglect, bullying, etc.  If you are concerned that a child may be being abused, it is NOT your responsibility to investigate further BUT it is your responsibility to act on your concerns and report them to the appropriate statutory authorities.

8.3 Hearing an allegation from a child


Always:

· stay calm – ensure that the child is safe and feels safe

· show and tell the child that you are taking what he/she says seriously

· reassure that child and stress that he/she is not to blame

· be careful about physical contact, it may not be what the child wants

· be honest, explain that you will have to tell someone else 
· make a record of what the child has said as soon as possible after the event

· Follow the child protection procedures set out below.
Never:

· rush into actions that may be inappropriate

· make promises you cannot keep (e.g. you won’t tell anyone)

· ask more questions than are necessary for you to be sure that you need to act

· make judgements or express opinions about any alleged abuser
· take sole responsibility – consult someone else (ideally the designated Child Welfare Officer or the person in charge or someone you can trust) so that you can begin to protect the child and gain support for yourself.

You may be upset about what the child has said or you may worry about the consequences of your actions.  Sometimes people worry about children being removed from their families as a result of abuse, but in reality this rarely happens.  However, one thing is certain – you cannot ignore it.

8.4 Handling an Allegation
If you suspect that a child may have been the subject of any form of physical, emotional or sexual abuse or neglect, the allegation must be referred as soon as possible to Children’s Social Care or the Police who have trained experts to handle such cases.  Do not start asking questions which may jeopardise any formal investigation.  Listen to and keep a record of anything the child tells you or that you have observed and pass the information on to the statutory authorities.

All information must be treated as confidential, stored securely and only shared with those who need to know.  If the allegation or suspicion concerns someone within the RTWC only the child’s parents or carers, the welfare officer (unless they are the subject of the allegation), the relevant authorities should be informed.  If the alleged abuse took place outside the RTWC, the Police or Children’s Social Care will decide who else needs to be informed, including the child’s parents and carers.  It should not be discussed by anyone within the organisation other than the person who received or initiated the allegation and if different, the person in charge.

Handling the media - If there is an incident at the RTWC which attracts media interest, or if employees of the TRUT are contacted by the media with an allegation concerning a members or employee, refer all to the welfare officer who will establish the facts, ensure appropriate action is taken and if necessary seek professional advice on handling the media.

What to do if you are worried that a child is being abused outside the RTWC environment (but the concern is identified through the child’s involvement in the RTWC)


What to do if you are concerned about the behaviour of any employee or member of the RTWC.


8.5 Recognising Abuse

Child abuse is a term used to describe ways in which children are harmed, usually by adults and often by people they know and trust.  It refers to damage done to a child’s physical or mental health.  Child abuse can take many forms:

Physical abuse - Where adults or other children:

· physically hurt or injure children (e.g. by hitting, shaking, squeezing, biting or burning)

· give children alcohol, inappropriate drugs or poison

· attempt to suffocate or drown children

· in sport situations, physical abuse might also occur when the nature and intensity of training exceeds the capacity of the child’s immature and growing body.

Neglect 

Includes situations in which adults:

· fail to meet a child’s basic physical needs (e.g. for food, water, warm clothing, essential medication)

· consistently leave children alone and unsupervised

· fail or refuse to give children love, affection or attention

· in sport if an instructor or coach fails to ensure that children are safe, or exposes them to undue cold or risk of injury.

Sexual abuse.  

Boys and girls are sexually abused when adults (of the same or opposite sex) or other young people use them to meet their own sexual needs.  This could include:

· full sexual intercourse, masturbation, oral sex, fondling

· showing children pornographic books, photographs or videos, or taking pictures for pornographic purposes

· sport situations which involve physical contact (e.g. supporting or guiding children) could potentially create situations where sexual abuse may go unnoticed.  Abusive situations may also occur if adults misuse their power over young people.

Emotional abuse and Bullying
Can occur in a number of ways.  For example, where:

· there is persistent lack of love or affection

· there is constant overprotection which prevents children from socialising

· children are frequently shouted at, taunted or embarrassed – including on social media
· there is neglect, physical or sexual abuse

· Emotional abuse in sport might also include constant criticism, bullying or pressure to perform at a level that the child cannot realistically be expected to achieve.
· Bullying may be seen as deliberately hurtful behaviour, usually repeated or sustained over a period of time, where it is difficult for those being bullied to defend themselves.  The bully may often be another young person.  Although anyone can be the target of bullying, victims are typically shy, sensitive and perhaps anxious or insecure.  Sometimes they are singled out for physical reasons – being overweight, physically small, having a disability or belonging to a different race, faith or culture.

Recognising Abuse


It is not always easy, even for the most experienced carers, to spot when a child has been abused.  However, some of the more typical symptoms which should trigger your suspicions would include:

· unexplained or suspicious injuries such as bruising, cuts or burns, particularly if situated on a part of the body not normally prone to such injuries

· sexually explicit language or actions

· a sudden change in behaviour (eg. becoming very quiet, withdrawn or displaying sudden outbursts of temper)

· the child describes what appears to be an abusive act involving him/her

· a change observed over a long period of time (eg. the child losing weight or becoming increasingly dirty or unkempt)

· a general distrust and avoidance of adults, especially those with whom a close relationship would be expected

· an unexpected reaction to normal physical contact

· difficulty in making friends or abnormal restrictions on socialising with others.

It is important to note that a child could be displaying some or all of these signs, or behaving in a way which is worrying, without this necessarily meaning that the child is being abused.  Similarly, there may not be any signs, but you may just feel that something is wrong.  If you have noticed a change in the child’s behaviour, first talk to the parents or carers.  It may be that something has happened, such as a bereavement, which has caused the child to be unhappy.  

8.6 Useful Contacts
Child Protection in Sport Unit (CPSU)

England

NSPCC



Tel:  0116 234 7278/7217




Fax: 0116 234 0464

E-mail: cpsu@nspcc.org.uk
Website: www.thecpsu.org.uk
NSPCC Helpline 0808 800 5000

Childline   0800 1111   Website: www.childline.org.uk
CHILD & VULNERABLE ADULTS PROTECTION   SELF-DISCLOSURE FORM FOR EMPLOYEES AND MEMBERS
The RTWC is committed to safeguarding children from physical, sexual and emotional harm.  As part of the Child Protection policy, we require applicants for posts involving contact with children to complete this self-disclosure form.  Having a criminal record will not necessarily bar you from working with us.  This will depend on the nature of the position and the circumstances and background of your offences.

Name    …………………………………………………………………………………………..


1.
Have you ever been convicted of any criminal offences?   

 YES                NO    


Note: 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 (Exceptions) (Amendment) Order 1986 you should declare all convictions including ‘spent’ convictions, cautions, warnings and reprimands.

2.
Are you a person known to any Children and Families Social Care Department as being an actual or potential risk to children?                                                    

                                                                                        

        YES                NO    



3.
Have you ever had any disciplinary sanction relating to child abuse?    
    YES             NO       

Declaration: I declare that to the best of my knowledge the information given above is correct and understand that any misleading statements or deliberate omission may be sufficient grounds for cancelling my appointment.  I understand that I may be asked to apply for an Enhanced Criminal Records Disclosure and consent to do so if required.  I understand that the information contained in this form and in the Disclosure may be disclosed, where strictly necessary, to regulatory bodies and/or third parties who have an interest in child protection issues. 

Applicant: Signed: ………………………………………………..   Date: ……………………………

Parent / guardian: If the applicant is under 18 years this form should be counter-signed by a parent or guardian

Name: ………………………………… Sig: ………………………………….. Date: ……………….

CHILD & VULNERABLE ADULTS PROTECTION       PHOTOGRAPHY CONSENT FORM

The RTWC recognises the need to ensure the safety and welfare of all but in particular children and vulnerable people taking part in boating.  In accordance with our policy we will not arrange for photographs, video or other images of anyone to be taken or published without the consent of  the individual or where applicable the parents /guardians.

The RTWC will abide by the Conditions of Use below.  If you have any concerns about the way images are being used, you should inform the welfare officer. 

Conditions of Use

1. We will normally only identify a child by reference to the child’s first name.

2. We will not use personal details or full names (i.e. first name and surname) of any child to accompany a photographic image on video, on our website, in our organisation brochure or any other electronic or printed publications without good reason.  ‘Good reason’ includes using the full name of a child in a newsletter to organisation members if the child has won a trophy or award.

3. We will not include personal email or postal addresses, telephone or fax numbers on video, on our website, in our organisation brochure or in other electronic or printed publications.

4. We may use group photographs or footage.

5. We will only use images of children who are suitably dressed, to reduce the risk of such images being used inappropriately.

Declaration of individual or parent or person with Legal Responsibility:

Name of child (if applicable): ………………………………………………………………………………..

1. I agree that my own / son’s / daughter’s photograph may be used in the RTWC’s brochure and other printed publications. *  Yes / No

2. I agree that my own / son’s /daughter’s image may be used on the RTWC’s website.* Yes / No

3. I agree that my own / son’s / daughter may be photographed or filmed by the media and the images used in local or national newspapers, televised news programmes etc.* Yes/No

4. Certain magazines require full names in reports and to accompany pictures of prize winners.  May we give this information to reputable magazines? * Yes / No

I have read and understood the Conditions of Use above.

I agree to notify the RTWC of any relevant changes in circumstances.

I confirm that my child is not under a court order (where applicable).

Name: ………………………………… Signed: …………………………… Date: ………………

*Delete as appropriate 

CHILD & VULNERABLE ADULTS PROTECTION       COMPLAINT FORM
	Date and time of incident 
	

	Name and position of person about whom report, complaint or allegation is made
	

	Name and age of child involved
	

	Nature of incident, complaint or allegation 

(continue on separate page if necessary)
	

	Action taken

(continue on separate page if necessary)
	

	If Police or Children’s Social Care Services contacted, name, position and telephone number of person handling case
	

	Name, organisation and position of person completing form


	

	Contact telephone number
	

	Signature of person completing form
	

	Date and time form completed
	

	Name and position of organisation’s child protection/welfare officer or person in charge (if different from above)
	

	Contact telephone number
	


This form should be copied, marked ‘Private and Confidential’ and passed to the welfare officer.

10. MANUAL HANDLING AND STORAGE 
The following Policy has been written to safeguard staff, members and visitors to the Watersports Centre.  Training will be provided to all Staff and members who will be involved in any manual handling.

· This policy does not include procedures for the handling of clubs and member craft and equipment.

· All manual handling operations will be carried out in accordance with the Manual handling Operations Regulations 1992 ‘Guidance on Regulations’

· This document is available in the Health and Safety file held in the Centre’s Office.

Storage and handling of chairs and tables.

Tables and chairs are moved to suit meetings and functions arranged by the Centre for members and visitors.  As these occur frequently, the likelihood of injury is high.

	Policy
	Reason

	Red Function Chairs
	

	All red covered function chairs (100) will be stored in the function room.


	To minimize the movement of chairs and keep the store area clear.

	Chairs will not be stacked more than 5 high.


	To reduce the height of lift to stack chairs.

To reduce the total loading when moving chairs.

To prevent damage to chairs.

	The chair trolley will kept in the function room.


	To have this accessible for use by persons wanting to move chairs.

	Stacks of chairs will be moved using the trolley.
	To prevent strain if lifted.

To prevent damage to floor if dragged.

	Green Function Chairs
	

	All green covered function chairs (20) will be kept in the store. The trolley must be used to move these when required.
	These are ‘extra’ and very rarely used. 

	Round Tables
	

	Round tables will be stored in the function room.
	To minimize their movement.

	Round tables will be rolled into position or carried by two persons.
	To prevent strain if lifted.

	Legs will be kept restrained while moving
	To prevent opening

	Whenever possible tables will be moved by two persons otherwise slid into position
	To reduce load and prevent strain

	Open table legs and check that they are locked in place before being set on the floor.
	To ensure the table is stable and does not collapse.


	Policy
	Reason

	Rectangular Tables
	

	Rectangular tables will be stored in the storeroom.
	No alternative location

	Tables must NOT be carried by one person
	To prevent strain

	Tables must be slid out of the store NOT lifted
	To prevent strain

	When moved by one person the sack barrow MUST be used
	To prevent strain

	The tables must be moved vertically by sack barrow to as close as possible to the final location.
	To reduce movement when erected.

	Use the procedure indicated on Sketch 1 to erect the tables.
	To prevent strain

	Move table to final location by sliding or lifting by two people. 
	To prevent strain

	When stored the tables will be stacked as vertical as possible with the legs on the outside.
	To reduce the risk of tables slipping.


Cellar Storage

	Policy
	Reason

	Beer kegs
	

	All kegs will be located on mobile dollies 
	To allow easy movement without lifting.

	Make dollies available to the drayman for him to place kegs on
	It is not necessary for staff to lift kegs.

	When kegs are positioned lock at least one wheel on the dolly
	To prevent movement of the dolly

	Avoid lifting gas bottles. The delivery man will position the bottles as required.
	To prevent strain. 

	
	


General Practice

	Policy
	Reason

	All heavy items to be located at low level
	To prevent strain

	All heavy items to be moved on sack barrow or trolley 
	To prevent strain

	Use steps to access items above shoulder level 
	To prevent strain

	Do not lift items which you consider to too heavy for your capability
	To prevent strain


Storage Areas

	Area
	Use

	Cellar
	Kegs, drinks, bottles, glasses, line cleaning equipment

	Cleaning Cupboard 
	Cleaning equipment, cleaning materials, toilet rolls, paper towels, plastic bags 

	Store Cupboard
	Archive files, long tables, sack barrow, maintenance tools and parts, spare glasses, display stands and boards, green chairs.

Items left by clubs and clients to be collected.

	Plant Room
	Non-combustible items only except those held in safe.

Salt spreader, grass cutter, strimmer, portable AC unit. 



[image: image2]
LONE WORKING RISK ASSESSMENT FOR EMPLOYEES

This assessment is not specific to lone working as the hazards are present at all times

	HAZARD
	RISK LEVEL
	MITIGATION

	Fire
	Low
	Effective fire detection and alarm system in place.

Training – in the event of fire actions.

	Electricity
	Low
	Periodic inspection and PAT carried out in compliance with Electricity at work act.

Visual inspection of equipment before use.

Training.

	Tripping and Slipping
	High
	Adequate lighting

Floors kept clean.

Use of wet floor signs.

Use of extension cables minimised.

Training.

	Falls
	High
	Use of correct step ladders to access high items.

Suitably storage shelving.

Training.

	Strains
	High
	Storage of goods in suitable locations.

Use correct lifting / moving equipment.

Minimise movement of goods and furniture.

Adequate space to manoeuver.

Training.

	Cleaning Materials
	Medium
	COSHH sheets for all chemical products

Training

	Pressure Vessels
	Low
	Equipment to me serviced and maintained by qualified person.

Training

	Lack of contact
	High
	Inform others of intended times when working alone

Carry cordless phone at all times

Do not use lift

Be aware of location of panic buttons.

	Assault inside building
	Medium
	Adequate lighting

Effective Security System in place.

Identify unknown visitors before allowing entry

All phones allow 999 calls.

Training

	Assault outside building
	Medium
	Adequate lighting

Minimise exit and entry to building.

Alter pattern of visits for banking

Carry cash in ‘normal, everyday bag’

Carry personal attack device.

N.B. Insurance cover limits the amount of cash that can be carried by an individual or more.


Concern identified about the child





If the child requires urgent medical attention, call an ambulance and inform the hospital doctor that you have a child protection concern





Report your concern to the Welfare Officer who will refer the matter to Children’s Social Care*/Police without delay.  Make a record of anything the child has said and/or what has been observed, if possible with dates and times.





If the Welfare Officer is not available, refer the matter directly to Children’s Social Care or the Police.  Remember delay may place the child at further risk.





Discuss with Children’s Social Care or the Police who will inform the parents.





Concern 







































































Concerns identified





If child requires immediate medical attention call ambulance and inform doctor there is a child protection concern





Report incident/concerns to the Welfare Officer who will: 


complete a referral form as soon as possible after the incident


where urgent, refer immediately to Children’s Social Care*/Police and copy referral form to them within 48 hours





Alleged minor poor practice – use complaints procedure- disciplinary procedure - no further action





Serious poor practice, or poor practice with wider implications, alleged child abuse.


Possible processes:


child protection investigation


criminal investigation/proceedings


investigation under disciplinary proceedings – including possible temporary suspension 


All pending outcome of Social Care/Police investigation


Possible outcomes:


no case to answer


less serious – referred to complaints procedure


disciplinary hearing – sanctions


civil proceedings





[If yes, please supply details.]














[If yes, please supply details.]











[If yes, please supply details.]














Move table on sack barrow





Ser and lock legs





Slide barrow away from table





Rotate table 





Table in final position





To put table away, reverse the procedures
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