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Achieving Child Protection Compliance

Notes for Guidance in the preparation of a Child Protection Policy

Introduction
This set of notes is intended to assist your club in putting together a club-specific Child Protection Policy in order to achieve compliance with the Tennis Ireland 12-point Child Protection check list. 

It should be read in conjunction with the document supplied entitled “Anyclub Tennis Club Child Protection Policy”. This sample Child Protection Policy is intended as a template of what a Child Protection Policy should look like and what it should contain. 

It is difficult to draft a single policy document that suits every club. Our intention is that the format and a large part of the content will be common to all clubs but obviously there will be differences depending on the size of the club, the management structure, etc. These notes will, we hope, assist you in customising the document to your club’s specific requirements.

As a starting point I recommend that you read the “Where to Begin? ” section of these notes.

Of course you are not limited to using the documentation included in the sample policy. There are multiple sources of information both within (e.g. Ulster Tennis) and outside the sport of tennis (websites of other sports bodies etc.) which may prove useful.

Tennis Ireland professional staff are available to give advice either over the phone or to come and meet with club representatives to assist with the process.

Roger Geraghty 

Tennis Ireland Development Director 

Where to begin?

We suggest that the first step is to set up a small Child Protection Sub-committee (if you haven’t done so already). The sub-committee should comprise no more than say 4-5 people. We suggest that at least one of the club’s Children’s Officers (if you have them) or if not a possible future candidate for such a position would be on the sub-committee. One of the senior officers of the club should also be on it. At least one person from the Junior development sub-committee should be on it.

It is recommended that (if you haven’t already done so) each of the committee would attend the Safeguarding 1 (Awareness Workshop in Child Welfare & Protection) course. 

The suggested next steps are as follows:

· Review the Tennis Ireland Child Protection 12-point checklist. (Check how many questions you can answer Yes to.)

· Review the Sample Policy Document (assign one or two Appendices to each member of the sub-committee Everybody to read the Policy Statement)
· Draw up an Action Plan (some clubs may have more to do than others)
· Draft the club’s Child Protection Policy. (The Sample policy is available to download in Word for ease of editing)

· Appoint (if necessary) Children’s Officers and a Designated Liaison Person.
· Set up the necessary systems to get undertakings, consent forms etc. signed up by all. (Children’s Officers plus Child Protection Sub-committee responsibility)

· Ensure that there is ongoing review and improvement of the policy. (Children’s Officers plus Child Protection Sub-committee responsibility)

· Ensure that there continual compliance with the policy requirements. (Children’s Officers plus Child Protection Sub-committee responsibility)

· Ensure that on-going training is provided as required. (Children’s Officers plus Child Protection Sub-committee responsibility)

What is a Child Protection Policy?

It is a statement by the club of the policy and procedures it will follow to ensure that all of the children who use the club’s facilities are adequately protected against harm. It is intended to inform all adults whose children use the club what the policy of the club is with regard to the protection of those children. Furthermore it sets out the procedures in place to ensure that those protections are satisfactorily enforced. 

Format of the Sample Child Protection Policy Folder.

The format is relatively simple.

 Firstly it contains a General statement of the club’s policy with regard to Child Protection. It also sets out in general terms the guidelines informing the club’s approach to promoting best practice in children’s sport. So this first part is the “statement of policy”.

The remainder of the folder contains Appendices covering a variety of aspects of children’s involvement in the club. Those appendices outline the practical procedures to be followed to ensure adequate Child Protection under the various headings. There are also a number of relevant publications included as they are fundamental to the overall policy.

The folder currently contains 20 (1 – 19, 50) Appendices. With the exception of Appendices 12-15 it is very important that these are kept under review by the club and are subject to change in the light of the club’s experience. It should also be noted that clubs can write new appendices of their own if there is no appropriate appendix in the folder. Tennis Ireland is continually reviewing and updating its own policy and clubs are advised to keep up to date with changes.

It is important to note that your club’s Child Protection Policy is just that – YOUR CLUB’S. 

It is not Tennis Ireland’s Child Protection Policy, nor the Leinster Branch Child Protection Policy etc. As such your club is solely responsible for the adequacy of the policy in ensuring the protection of the children for which it is responsible.

Anyclub Tennis Club Child Protection Policy

General Statement of Policy

A central element of this part is the short statement of the club’s commitment to child protection. Tennis Ireland also suggests that each club should include this statement in its constitution or whatever is the governing document that contains the rules by which the club is run. It is important to find out how the amendment of this constitution is carried out and to take steps to bring about that amendment (i.e. – the addition of this statement). 

It is important to read through the guidelines included in the policy to ensure that the club is prepared to include all of the objectives contained in those guidelines.
Tennis Ireland 12-point compliance check-list.

Firstly review the check-list to see how many you can say “Yes” to.

1. Has your Club’s Constitution been amended (if necessary) to reflect Child Protection guidelines?
Some clubs may have a Constitution but others may have some other governing document. Check which applies to your club and if necessary take steps to insert a clause reflecting the club’s commitment to Child Protection – it may have to be done at a general meeting of the club. 

A suggested one would be:

“……… Tennis Club is fully committed to safeguarding the well-being of its members. Every individual in the club should at all times show respect and understanding for their rights, safety and welfare, and conduct themselves in a way that reflects the principles of the club and the guidelines contained in the Code of Ethics and Good Practice for Children’s Sport.”
2. Has your club appointed two gender specific Children’s Officers – one male and one female 

officer?

Reference to Appendix 1 of the sample policy should assist you to comply with this requirement. 

3. Has your club appointed a Designated Person for the Club?

Reference to Appendix 16 of the sample policy should assist you to comply with this requirement. 

4. Does one of the Children’s Officers sit on the Club’s Executive Committee to report on Child 

Protection issues?

Reference to Appendix 1 of the sample policy should assist you to comply with this requirement. 

5. Have your Club’s Children’s Officers completed the required Child Protection Training Courses?

Reference to Appendix 1 of the sample policy should assist you to comply with this requirement

6. Has the Club’s Designated Person completed the required child protection course?
Reference to Appendix 16 of the sample policy should assist you to comply with this requirement. 

7. Have all Club Coaches completed the required child protection course?
Ensure that all coaches employed by the club provide evidence of having completed this course.

8. Is Child Protection an item on the Club’s Executive Committee Monthly Agenda?
A sample agenda item might look like:
“Child Protection

· Has any Child Protection issue arisen that required a report by the Designated Liaison Person to the HSE or An Garda Siochana? (see note below)
· Is there any Child Protection issue that does not require a report to a statutory authority but is being dealt with by the club’s Designated Liaison Person?

· Club’s Child Protection Policy implementation update.”

Note: The details (names, alleged wrongdoing, etc.) surrounding issues that require action by the Designated Liaison Person generally should be treated as confidential with a limited number of people within the club being made aware of the details. Clubs should develop a clear procedure on how and to whom such information is recorded and disseminated
9. Does the club have a robust recruitment process in place for all committee members, coaches and staff members?
Reference to Appendix 5 of the sample policy should assist you to comply with this requirement.

10. Has your club made it a provision that all Senior Members of the Club formally indicate their acceptance of the Code of Ethics and Good Practice for Children’s Sport and that a copy of the club's Child Protection Statement is available for members to view on the club notice board or website?

Reference to Appendix 8 of the sample policy should assist you to comply with this requirement.

11. Does the club have a complaints procedure in place?

Reference to Appendix 6 of the sample policy should assist you to comply with this requirement.

12. Is adequate Adult Supervision (one male and one female) provided during all children's activities organised by the club, it's coaches or officials, or by the club sub committees?

Reference to Appendix 10 of the sample policy should assist you to comply with this requirement.
Appendix 1 - Children’s Officers.

It is a requirement of membership of Tennis Ireland that each club appoints 2 Children’s Officers one male and one female. The role of the Children’s Officers is to lead the implementation of Child Protection Policies and Procedures.

The sample policy lists the personal qualities that suitable candidates should possess. In addition the officers will require training before taking up the position

The training is provided by the local Sports Partnership in your area.

Photographs of the Children’s Officers should, if possible, be displayed on the club’s notice board and website.
Appendix 2 – Coaches, Sports Leaders, Officials.

Coaches, Sports Leaders and other officials have a particular responsibility to act in an exemplary fashion when dealing with children. The club should decide who is required to sign and abide by this Appendix/Undertaking but in general terms all club coaches and members of the Junior Committee plus any adults who will be regularly supervising children’s activities and/or managing under-age teams etc. should sign up. It is worth considering having all members of the executive committee sign up also. Ensure that a copy of the signed undertaking is stored and that the undertaking is being honoured.

Appendices 3 & 4 - Conduct of Children & Parents.

To ensure that children are protected from poor behaviour of other children or adults there should be minimum standards of conduct set down by the club. All parents and children should be aware of these minimum standards and should undertake to uphold them. For simplicity we propose that signing the undertaking in Appendix 8 means that members have signed up to both codes. However, if your club wishes to have the actual Code of Conduct signed by each individual then it is open to you to do so. In either case it is recommended that copies of the Codes are posted prominently in the club. 

Appendix 5 - Club’s Recruitment Procedures.

This is probably one of the more difficult areas in the policy. However, clubs should be aware of the need to take all reasonable steps to ensure that adults working with children are suitable and appropriately qualified. Recruitment and/or supervision procedures should apply to all persons with substantial access to young people, whether paid or unpaid. A decision to recruit either a paid official or a volunteer is the responsibility of the club and not of any one individual within it. In that instance it is important that the club can demonstrate that it followed a satisfactory recruitment procedure.
We suggest that because of the nature of the information to be provided by volunteers and paid personnel alike all recruitment issues would be dealt with by a Recruitment Sub-committee. The sample policy suggests that the Recruitment committee comprises the Club Officers plus a representative of the Junior Committee. This is only a suggestion of course and the club is free to structure this committee as it sees fit. 

 The next step is to clearly set out the responsibilities of the role and the level of experience/qualifications required. You can then determine whether the person will have substantial access to children in that particular role. 

If they will have such access then the club should document 3 areas. These are Garda Vetting/Access NI, an Application Form and Third Party References. This is relatively straightforward if the club is recruiting a paid staff member as these requirements would be standard. 

However, we appreciate that because this is may be a new procedure in the club some clubs might be reluctant to ask willing volunteers to undergo this apparently rigorous procedure. If such is the case in your club the following are a few suggestions for your consideration.

At the outset it should be borne in mind that all this process is trying to achieve is that the club is satisfied that it has checked out the bona fides of anybody it puts in a position of having substantial access to children.

A good first step would be for the club’s current committee and volunteers to complete the recruitment forms (application and third party reference) and provide evidence of Garda vetting. This starts the process of “normalizing” the procedures. In addition the reasons behind putting the procedures in place should be outlined to the volunteer – most people will accept this and co-operate with procedure. In time the procedure will be accepted as standard practice.

The process must be documented and ideally the forms included in Appendix 5 should be filled out by the applicant/volunteer and by the third party referees. However, if the club is uncomfortable with this in the case of volunteers then the club’s Recruitment Sub-committee should be able to complete the application form details without the formality of having the person complete it themselves. 

In regard to the third party references it is suggested that if the club does not wish to ask the person themselves to nominate such referees a discreet enquiry of somebody of good standing in the club who knows the volunteer would fulfil the requirement. If the person is a relatively new member and there isn’t anybody within the club in a position to provide such a reference then the club will have no choice but to request the names of suitable referees. Again all of the forgoing should be documented. The important point here is that the club takes adequate steps to satisfy itself as to the volunteer’s good character.

In regard to the Garda Vetting/Access NI process most people are aware of and accept the need for this requirement and should not have a difficulty with it. If a volunteer does have such a difficulty then the club should decline their offer to become involved.

All volunteers and paid staff are entitled to assurance that data they provide will be made available to a limited and specified number of people and that such data will be secure. The suggestion in the sample policy that a small Recruitment Committee would deal with all of this will help to achieve this. The members of the sub-committee should be required to give an undertaking to uphold the confidentiality of the information provided.

The sample policy sets out a table showing the criteria to be complied with across all staff and volunteers within the club. This table is illustrative only and clubs should decide for themselves the criteria they consider appropriate. 
Appendix 6 - Club’s Complaints Procedures.

The club’s Complaints Procedure is a vital element of the Child Protection Policy as it may be necessary in order to ensure that children are protected that matters of say discipline or complaint relating to a child or children may have to be dealt with under this procedure. The procedures must be clear and must be consistently applied. What the sample policy is attempting to do is ensure that all members are aware that there is a standard procedure and what that procedure is. 

With a view to ensuring that all member clubs deal with these matters in a standard way Tennis Ireland published a set of Rules & Procedures to do with Complaints Objections (to match results) and Disciplinary matters. It is mandatory for all affiliated clubs to follow these Rules & Procedures in dealing with the matters mentioned. The document is included in the policy in Appendix 14. 

Note that it is not necessary to review the Tennis Ireland Rules and Procedures with a view to whether they are suitable from your club’s point of view – the club has no option but to accept them as they are. What is important is that the policy accurately summarises the procedures as set out in the Tennis Ireland document.

Appendix 7 - Roles & Responsibilities

The sample policy included here is intended simply as a guide as to what the policy should look like. The content of the document will vary hugely from club to club depending on the management structure, division of responsibilities etc. Therefore this section of the policy is the one likely to require most work on your part, as it is so club-specific.

Try to be as succinct as possibly in listing the roles and responsibilities. Take time to get all current post-holders to review the document and that they are satisfied that the roles and responsibilities assigned to each reflects the actuality. Ensure that if the roles and responsibilities change over time that the document is updated accordingly.
Appendix 8  - Member’s Code Sign-up
Tennis Ireland requires that each club makes provision for all senior (i.e. over 18 years of age) members to sign up to the Code of Ethics and Good Practice for Children’s Sport (See Appendix 12). 

There are a number of ways in which clubs can make this provision and it is up to each club to decide which method suits their particular circumstances. 

· By including a clause in the constitution (or governing document) which makes it a condition of membership that members abide fully by the constitution and the clubs bye laws. In turn the club constitution will include a Child Protection Policy Statement and members are deemed to accept the policy statement by the act of renewing their membership. In addition the Child Protection Policy should be brought to the attention of the members on an annual basis. This could be done by posting it on the clubs notice board, website or in a note with the annual subscription reminder.
· 
Acceptance of a specific clause regarding sign up to the Code on the annual subscription form either electronically or on paper
· 
Any  other means whereby the club can demonstrate that the required provision has been made for senior members sign up to the Code.

The particular method included in the sample policy is designed to get a written record of each senior member’s agreement to sign up to the code by having them sign a specific undertaking. It also allows parents and legal guardians to sign up on behalf of the children in their care. Note the sample undertaking requires members to “abide” by the Code. Members need not necessarily read the Code in its entirety in order to give such an undertaking though we recommend that members should familiarize themselves with the Code’s contents. 

Appendix 9 - Travel & Hosting.

Not all clubs arrange overnight travel away from the club but for those who do the club must ensure that children on overnight stays under the auspices of the club are protected. We recommend that even if your club doesn’t currently organize such events it should include a policy in any case.

The aspects of such trips to be considered carefully include transport, accommodation, supervision, illness/injury while away. The sample policy is intended to put procedures in place to address all of these elements.

In addition to protecting the children it should be borne in mind that the adults and children on such trips represent the club and and as such their behavior must be of an acceptable standard. The policy also addresses this aspect.

Again hosting overnight visits are not common to all clubs but in the event that your club might be involved in hosting it has a responsibility to ensure the safety and welfare of visiting children.

Because these events tend to be one-off it is best practice that the executive committee of the club sanction all such events. The committee should ensure that all of the appropriate measures outlined in the club’s policy have been put in place before sanctioning the event. It is advisable that each such event should be viewed as a stand-alone project with its own particular format based on the policy document.

Appendices 10 - Supervision of Children/Parental Consent.

This is probably the most important section of the Child Protection Policy because it deals directly with the protection of the children within the club premises. There are 2 elements to it namely;

· The measures to be put in place to ensure that there is adequate adult supervision of children on the club premises during specific activities.

· To outline to parents and guardians the times and activities during which such adult supervision is provided by the club. (The corollary of this is that at all other times there is no adult supervision provided and parents/guardians have a responsibility to ensure the safety of their children at those times)

The Code requires that as a minimum there should be at least one male and one female adult supervising any activity organized by the club. (Ref. Chapter 4 - Practice – of the Code) If the club feels that it is not in a position to provide such supervision then it should consider not running the particular activity. 

It is of course open to the club to provide supervision in excess of the minimum. In either case it is important that parents are provided with accurate information about the level of supervision available when they decide to allow their children to take part in club activities.

The club should ensure that parents/guardians give their consent for children to take part in club activities as well as acknowledging that the club cannot accept responsibility for the adult supervision of independent recreational play. It is also prudent to get relevant information relating to any health issues a child may have plus details of person dropping/collecting, emergency contact details etc. This information should be updated as necessary and the policy should make it clear that the onus is on the parent/guardian to inform the club of any changes.

Most importantly this information should be readily accessible to those who may need it in an emergency – adult supervisors, coaches etc. In the event that a child is travelling to an away event the information should be provided to the adult travelling with them.

The sample policy suggests a possible hardcopy format for collecting this information.

With the concerns around photographing/videoing of children it is an important protection to have a protocol in place regarding the taking of photographs and/or videos in the club including the use of mobile phones for this purpose. This should include the written permission of parents to allow photographs of their children to be taken in certain limited circumstances. The sample policy includes this permission in the overall consent form.

In drafting this policy the guiding principles should be 

a) Has the club taken reasonable measures to protect the children in its care?

b) Are parents/guardians fully aware of the division of responsibility between them and the club in protecting the children of the club?

Appendices 12, 13, 14 & 15 - Publications.

We would advise all clubs to include the relevant publications in their policy document. We would also recommend that the club advise members to read the Code of Ethics & Good Practice for Children’s Sport as a minimum. This in itself will help raise the awareness of the importance of proper Child Protection.

Appendix 16 - Child Welfare, Reporting etc.

This is the area of Child Protection that most adults find difficult. This is natural as we are all repulsed by the thought of any abuse of a child. Fortunately most clubs and their members will probably never encounter this but nevertheless it is very important that the club has the procedures in place for dealing with such an occurrence.

The policy relates to the steps to be taken in the event that a serious allegation is made by a person within the club against either a club member or somebody outside the club. The formal steps which the club must follow will be set out clearly in the policy. 

Child Protection legislation requires that organizations dealing with children must put in place a specific individual whose responsibility it is to liaise with the statutory authorities when 

a) Seeking advice in regard to possible child abuse

b) Reporting an incident of child abuse.

This person is known as the Designated Person and all clubs must appoint one. The person to fill this role should have particular qualities and these are listed in the sample policy. In addition they must also undergo specific training for this role – also outlined in the sample policy. The club has a number of options in regard to the person to fill the role.

· A specific elected officer (say President/Chairperson) would automatically become the DP.

· A senior person of good standing in the club but who may not necessarily be a club officer could be appointed.

If the club has difficulty getting somebody to fill the role it may get one of the Children’s Officers to do it but this is not considered good practice and should only be done as a last resort.

It is vital that the DP is known to all members and we strongly recommend that their photograph and contact details are prominently displayed in the club premises.

The sample policy contains quite a lot of information and we suggest you read it first.

Appendices 17, 18 & 19 - General Appendices to protect children.

The sample policy contains a number of other policies – Bullying, Mental Wellbeing, etc. which for the most part are self-explanatory. The purpose of these is to highlight the particular issues and outline the club’s procedures for dealing with them.
Appendix 50 – Forms

A number of the Appendices include forms to be completed and signed and retained by the club. We recommend including all such forms in one appendix at the end of the policy. It will just make it easier to find them instead of trying to remember which Appendix contains which form. 
Last Word

Finally, it is important to note that the Child Protection Policy is a document that will require regular review and updating. Also the club is free to draft and add appendices covering issues not included in the sample policy as it sees fit*. In this regard as mentioned in the Introduction clubs are free to use any sources of information both within (e.g. Ulster Tennis) and outside the sport of tennis (websites of other sports bodies etc.) which may prove useful. As noted at the beginning the club owns the club-specific policy and should do all that it considers prudent in drafting it.

Because of the changing nature of the document steps should be put in place to ensure that the most up-to-date version is available either in hard copy format or on the club’s website.

In the context of this and in the interests of all your fellow affiliated clubs we would appreciate any practical suggestions from clubs in regard to Child Protection including improvements to the sample policy.

(*We would suggest that when a new appendix is drafted you would send it to the provincial RDO -see useful contacts section - for comment but this is not obligatory.)
Useful Website & Contacts 
TUSLA - Child and Family Agency Website –  http://www.tusla.ie/
Children First – http://www.dcya.gov.ie/documents/Publications/ChildrenFirst.pdf
Our Duty to Care – http://www.dcya.gov.ie/documents/publications/ODTC_Full_Eng.pdf
Code of Ethics and Good Practice for Children in Sport - http://www.irishsportscouncil.ie/Participation/Code_of_Ethics/Code_of_Ethics_Manual/
Code for Sport NI - http://www.sportni.net/about/PolicyAndResearch/Safeguarding 
Vetting in the Republic of Ireland – https://www.tennisireland.ie/clubs/child_protection/garda_vetting
Vetting in Northern Ireland - http://ulstertennis.co.uk/clubs/child-protection
Tennis Ireland http://www.tennisireland.ie 
Connacht Branch of Tennis Ireland 

FB: https://www.facebook.com/Connacht-Junior-Tennis-261083354099629/ 
E: connachttennis@gmail.com 
Leinster Branch of Tennis Ireland

W: http://leinstertennis.visualclubweb.nl/ 

FB: https://www.facebook.com/Leinster-Tennis-1410040749287987/?fref=ts 

E: info@leinstertennis.ie
T: 01 2696024 / 086 0430619

Munster Branch of Tennis Ireland

W: http://www.munstertennis.com/
FB: https://www.facebook.com/Munster-Branch-Official-Tennis-Page-1432924250280610/ 

E: branchadmin@eircom.net 

T: 021 - 4354829
Ulster Branch of Tennis Ireland
W: http://www.ulstertennis.co.uk/
E: info@ulstertennis.co.uk
T: +44 28 9038 3808
Tennis Ireland Regional Development Officers (RDO’s)

Connacht RDO - Garrett Barry - Email: gbarry6@hotmail.com  Mob: (087) 2935322
Munster RDO - Conor O'Callaghan - Email: timunsterrdo@gmail.com Mob: (087) 6882286
Fingal RDO - Brendan Moran - Email: Brendan.moran09@gmail.com Mob: (086) 8351475
Rest of Leinster RDO - Peter Farrell - Email: Peter.Farrell@tennisireland.ie Mob: (086) 8228235
Ulster RDO - Lauren Smythe - Email: laurensmythe@ulstertennis.co.uk Mob: 075 40466750
Local Sports Partnerships - LSP Contact Finder 
Health Service Executive - http://www.hse.ie/eng/ 
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